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About This Guide 

Product: WPS-PLUS /PC Version 1.0 

Purpose of This Guide 

This guide provides a quick reference to some major WPS-PLUS 
functions . 

Audience 

Thi s guide is for people who have used WPS-PLUS but who want to be 
reminded about the steps involved in an operation, such as selecting a 
document, or an edi tor function , such as search. 

Prerequisites 

Before you use this guide, you should have: 

• Com pleted the Getting Started lessons 

• Used some basic WPS-PLUS functions 

Associa ted Docume nts 

These documents are part of the WPS-PLUS documentation set . 
Consult these documents for details about WPS-PLUS . 

WPS-PLUS /PC Installation and Printer Tables 

WPS -PLUS /PC Getting Started 

WPS-PL US on PC 

WPS-PLUS /PC Editor Functions 
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WPS-PLUS /PC List and Sort Processing 

WPS-PLUS Glossary 

Conventions 

Enter 

D 
0 

B 

WPS-PLUS 

vi 

Means type your response, then press a terminator key, 
such as RETURN or TAB . 

Represents a function you press on the main keyboard; 
also used for specia l function keys. 

Represents a function you press on a keypad; also used 
for arrow keys. 

Represents the Gold key, labeled NUM LOCK on some 
keypads. 

Represents a gold function you press on the main 
keyboard. 

Means press the CTRL key while you press the desig­
nated key. 

Means WPS-PLUS /PC. 
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Basics 

Documents 

A WPS-PLUS document is any unit of text you create or edit with the 
WPS-PLUS Edi tor. Memos, letters, and li sts are all WPS-PLUS 
documents. 

Major document operations include: 

Create 

Edit 

File 

Print 

To start a new document. All WPS-PLUS editor 
functions are available. 

To change an existing document. All WPS-PLUS editor 
functions are available . 

To place the current version of a document in your 
WPS-PLUS Index. 

To print a document. 

On-Line Help 

To di splay a diagram of the WPS-PLUS Editor Function keys on the 
keyboard and other information about WPS-PLUS functi ons: 

1 8 when editing a document . 

2 Follow the directions on the screen to display more information . 

To display the Two-Dimensional Editor function keys: 

@ while using the TDE. 

1 



Basics 

RUB and DELETE Functions 

The following list shows how RUB and DELETE funct ions work in 
documents. 

Press 

Rub Char 
Out 

Rub Word 
Out 

To 

Remove the character to the left of the cursor. 

Remove the word to the left of the cursor. 

Remove the character the cursor is on. 

~ 
~ Remove the word the cursor is on, if cursor is on the 

first lette r; or, remove the part of the word to the 
right of the cursor. 

To replace the last character or word you have deleted: 

2 

~~ 01· 
L::::_j ~ 

(D;J) 
~ · 

I~ 

I~ 

I~ 

I~ 

r-=­
~ 

1-=m 
r-=m 
I~ 

111=31 
rs=a 
1s::::m 
1s:::a 
ts:::+m 
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Composite and Multinational Characters 

Composite Character 

1 Type the first character. 

2 Type the second character. 

To add another character to the composite character, type the charac­
ter a nd repeat steps 3 and 4. 

DEC Multinational Character 

1 ~ Compose 
~ Character · 

2 Type the first character. 

3 Type the second character. 

See WPS-PLUS Editor Functions for a complete list of DEC Multina­
tional Characters. You cannot substitute other characters. 

To remove a composite or multinational character, use a RUB or DEL 
function key. 

Not all terminals and printers support composite and multinational 
characters. See WPS-PLUS Editor Functions for more information. 

3 



Creating and Editing Documents 

Creating 

1 Enter C at the Document Processing Menu. 

2 Complete the Create form. 

Be sure to include the proper path name for the document. See 
WPS-PLUS on PC for more information about path names. 

3 B to process the form. 

4 Insert text, change rulers, use editor funct ions, or request help, as 
desired. All editor functions are available. 

Editing 

1 Enter E at the Document Processing Menu . 

2 Complete the Edit form . 

Be sure to include the proper path name for the document . See 
WPS-PL US on PC for more information about path names . 

3 Insert text, change rulers and text, use editor functions, or 
request help, as desired. All editor functions are available. 

To fil e the document without saving the edits from this session, press 

§ as step 4. 
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Cursor Movement 

The cursor is a marker on the screen, such as } or _. The cursor 
shows your pos ition in a WPS-PLUS menu, form , or document. 

In Menus or Forms 

See the chapter Menus and Forms. 

In Documents 

Arrow keys 

Key Moves cursor 

(J] To the character or position above the cursor. 

[D To the character or position below the cursor. 

G One character to the left of the cursor. 

G One character to the right of the cursor. 

Direction Keys 

Key 

(Bact) 
~ 

Moves cursor 

Forward one character. Sets a forward direction. 

Back one character. Sets a backward direction. 
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Cursor Movement 

Distance Keys 

Key Moves cursor to 

EJ Start of next or previous line. 

G (~) Next or previous page marker. 

(Para) Start of next or previous paragraph. 

[~) Start of next or previous sentence. 

(word) Start of next or previous word. 

Gold Functions 

Keys Moves cursor to 

6 

( Advance ) End of document. Sets forward direction. 

§ Top of document. Sets backward direction . 

G 
G 

End of document. 

Top of document. 

End of line. 

Beginning of line. 
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Screen Keys 

Keys 

Q 
LJ 

r.::I 
~ 

Cursor Movement 

Moves Cursor 

Forward through the document until a fresh screen of 
text di splays. 

Backward through the document until a fresh screen of 
text displays. 

To stop the cursor, press 0 in terrupt . 
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Cut and Paste 

Cut 

To cut text: 

1 Move the cursor to the first character in the text to be cut . 

2 B· 
3 Move the cursor until all the text you want to cut is selected. 

4 Do one of the following: 

• B to remove the text 

• B to remove a copy of the text 

The cut text is placed in the paste area. This text remains in the paste 
area until you use the cut function again. 

Paste 

To paste text: 

1 Cut the text. 

2 Move the cursor to the point where you want the text to begin. 

3 Do one of the following: 

. 0 raste) to insert the text and use the current ruler 

. B r~J to paste the text with its original ruler 

The function inserts a copy of the paste area contents. 

8 

~ 

'9 
rr=m ....... 
r.rm 
.-.. 
• 1• I. 1• 
• 1• 
• 1• 
• 1• 
• 1• • 1• 
• , . • Ill • Ill • Ill 
• t• 

• ltl • u 

• ill 
• Ill 

Cut and Paste 

To paste text into another document: 

1 Cut the text. 

2 

3 Create or edit the second document. 

4 B~J -
5 Enter Y when asked if you want to insert the contents of the 

paste area. 
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Editor Math 

Control Blocks 

To sta rt and end an Editor Math control block: 

§ . 
Control Block 
Commands 

FORMULA 

ROUND 

SET 

WPSMATH 

WPSMATH 
BEGIN 

WPSMATH 
TOTAL 

WPSMATH 
END 

TRUNCATE 

10 

Purpose 

Begins an Editor Ma th equation. 

Rounds math results to the sixth decimal place or 
according to a format string. 

Transfers values from math accumulators to a print­
a ble field ; sets initial values. 

Starts a control block; must appear between cont rol 
blocks containing START and END commands. 

Begins an Editor Math area ; required. 

Shows where a total should be printed. 

Ends an Edi tor Math area ; required. 

Truncates numbers to the sixth decimal place or 
accord ing to a format string. 
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Editor Math 

Sample Editor Math Exercise 

In thi s sample, red shows calculations made by Editor Math when the 
cursor is advanced through the math area. 

- ------------------ - START CON TRO L ------ -- ------- -- ---
WPSMATH 
BEGIN 
FORMULA < :D I > + < : 02 > < : 03 > 
FOR MULA < : Dl > + < : Tl > < : Tl > 
FORMULA < : D2 > + ( : T2 > < : T2 > 
FORMU LA < :03 > + < : T3 > < :T 3 > 
-------- -- ------- -- END CONT RO L ------- - -------- - -- -
L--------- - - T--- -- ------- T-- - ----- -- T----- - ------- - R 
EMPio yee Sat S un Tot al 
L------- - ----.----------- -.- ----- - - ---- . ----------- R 

Jones l!5 .1 2 
Sr11ith 50 . 10 

WPSMA TH 
TOTAL 

90.20 
100 . 00 

STA RT CON TROL 

135.32 
150. 1 

------------------ END CONTROL -------- -- ------ -- ----
Total 

WPSMATH 
END 

95.22 190.2 285.42 

STAR T CONTROL ---------- - ------ - -----

EN D CONTROL 

11 



Filing Documents 

The Document Index 

The documents you create with WPS-PLUS are stored in an index. 

To access the index: 

Enter I at the WPS-PLUS Document Processing Menu. 

WPS-PLUS displays your document index with an asterisk next to 
your current document. 

To change your current document: 

Use QJ and (I) . 
Use the following keys to change the information in your index or to 
locate a specific document in your index: 

Press 

B 
B 

Exit 
Screen 

12 

To 

Enter a Search Key phrase to find a specific 
document. 

Rename the current document. 

Select a new current document and return to the 
Document Processing Menu. 

Return to the Document Processing Menu without 
changing any index information . 
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Filing Documents 

Indexes for Diskette -Based Systems 

If you are using a diskette-based system, your documents should be 
stored on the diskette you install in drive B. To display the index of 
WPS-PLUS documents stored on drive B: 

Enter I B: at the WPS-PLUS Document Processing Menu . 

WPS-PLUS displays an index of WPS-PLUS documents stored on 
Drive B . 

Index B: becomes your default index until you change it by specifying 
a different index. 

Indexes for Hard Disk Systems 

If you are using a hard disk system, you can have more than one index 
for your documents. If you are storing your WPS-PLUS documents on 
directory C:\JONES 

Enter I C:\JONES at the Document Processing Menu . 

WPS-PLUS displays an index of WPS-PLUS documents in Directory 
C:\JONES on your hard disk. Index C: \JONES becomes your default index 
until you change it by specifying a differen t index. 

13 



Highlighting 

Bolding, Uppercasing, Underlining 

1 

2 

Select t he text to be highlighted. 

Press the highlight key: 

Press To 

EJ Bold 

Cap italize 

Underline 

Removing Highlighting 

To remove bolding, uppercasing, or underlining: 

1 Select the text. 

2 

3 (Bold), 

14 

Under 
Linc , OT 

Upper 
Case 
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Highlighting 

Centering 

1 Type a line of new text, or move t he cursor to the end of an 
existing line. 

2 § . 
To remove centering: 

1 Move the cursor to the centering mark. (The centering mark 
appears at the end of the centered line; use Gold VIEW if you are 
unsure of its placemen t.) 

2 EJ (~) to remove the marker . 

15 



Hyphenation 

Nonbreaking Hyphen 

Press the hyphen at the point where the word should be hyphenated. 
The hyphenated word will not be broken in the printed document. 

Breaking Hyphen 

Press the function at the point where the word should be hyphenated. 
If necessary, WPS-PLUS will break the word where the hyphen 
appears. 

Invisible Hyphen 

To add an invisible hyphen as you type: 

1 Type the characters before the hyphen . 

2 B and at the same time. 

3 Finish typing the word. 

If necessary, WPS-PLUS will break the word where the hyphen 
appears. However, no hyphen appears on the screen until the word is 
broken. Use view mode to display an invisible hyphen symbol. 

16 
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Hyphenation 

To add an invisible hyphen to existing text: 

1 Move the cursor to the character that foll ows the hyphenation 
point. 

2 B and at the same time. 

17 



Library and Abbreviation Documents 

Library and abbreviation documents contain frequently used text you 
can insert into a document at any time. 

Store text under two-letter abbreviations in an abbreviation document 
or under short phrases in a library document. 

Creating 

To create an a bbreviation or library document: 

Create a document. 

2 Type two left angle brackets, <<. 

3 Type a two-character abbreviation or a short phrase. 

4 Type two right angle brackets , > > . 

5 Type the stored text . 

6 Repeat steps 2 through 5 to include more stored text. 

Here is a sample library document: 

L--------------------------------------- ---- ------------ -R 
<< Paral >> We wish to inform a ll our customers that our 
Gr an d SP r in9 Sale has been extended un til the end of this 
Ill on th , 

We hope You can all attend . 

(( Para2 >> ThanK You for Your 9enerous sup por t. We hope to 
see You at our oPeninS ceremony this sPrins . Our 
rePresentati u es will be in touch with Yau. 

18 
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Library and Abbreviation Documents 

Here is a sample abbreviation document: 

L--------- --- ------- --- - -- ---------- - ------- - -- ---- ------R 
<< de ))Oi9ital Equipment Co rp oration << JW >> John W. 
Winterhaven of the Internati ona l Labor Union << al >> Mr. 
an d Mrs . Jo hnso n 
30 1 Laf; e St r eet 
Nashua, NH 

<< el >> Electric Sa l v a9e Compan y 
<< bK >> Barbara Kel ch v 
<< in >> Insurance I nv esti9at ors, Inc . 
<< Km >> Kilometers per hour 

Using Library and Abbreviation Documents 

To use a library or abbreviation document: 

1 / M~nu \ to display the Editor Menu. 

2 Enter LD or AD and specify the correct library or abbreviation 
document. 

3 Enter OK to return to the editor. 

4 Move the cursor to where you want the stored text inserted. 

5 ~ or § . 
6 Type the appropriate short phrase or abbreviation . 

If you are using a library document, press a to insert the text. If 

you are using an abbreviation document, WPS-PLUS inserts the text 
as soon as you type the two-letter abbreviation . 

19 



List and Sort Documents 

List and Sort Processing combine data from list and form documents, 
according to your instructions, as given in a specification document. 
You create and file these documents as you would any others. 

List Document 

List documents are lists of information you gather in logical groups 
called records. Records consist of field names and field values. 

<Title >Ms. 
<Fir s t >Jane 
<Last >B ro1A1n 
<Street >10 First Street 
< To 'A' n > M i d d 1 e t on 
<Count y> 
<Post a 1 >O1234 
<Countr 1·> USA 
<Arr1ount >$150.45 
') 

<Title >Mr. 
<Fi rst >Sarr1uel 
<Last >BYron 
<Street >55 High Street 
< To1A1n >Grant h arr1 
<Count Y> Lincolnshire 
<Postal >GR1 OBT 
<Countr Y> England 
<Arr1ount >Ll!O.OO 
. ·· .. 
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List and Sort Documents 

Form Document 

A form document is a template. During list processing, the system 
inserts data from a list document into a form document. A sample form 
document follows: 

August 15 1 1985 

Dear <Title > <Last > 

Than k you for your recent order. Your Purchases• in the 
amoun t o f <Amount > will follow within ten da ys. 

Sincerel 1• 1 

ACME Corr1Pan Y 

List Specification Document 

A list specification document contains your instructions about how to 
process the list document. Instructions may include the following 
statements: 

AND 
BUT NOT IF 
IF 
OR 
OR LESS 
OR MORE 
PROCESS RECORD 
THEN 
THROUGH 
THRU 

21 



List and Sort Documents 

To create a li st specification document, combine fie ld names, specifica­
tion statements, math symbols, and constant data. For example: 

IF <AMount ) =( Sl OO. OO> OR MORE 
AND <Countr y ) =LJSA 
THEN PROCESS RECORD 

To run List Process ing, you must have the command PROCESS 
RECORD in the list specification document. 

Sort Specification Document 

A sort specification document contains your instructions about how to 
sort the records of a li st document. Specifications may include the 
following statements: 

AND 
IN ASCENDING ORDER 
IN DESCENDING ORDER 
SORT ON 

To create a sort specification document, combine field names and 
specification statements. · 

The following statement shows the format you use when you type a 
sort specification. Braces show where you should pick one word and 
brackets mean that the word is optional. 

SORT ON < field name> IN { ASCENDING } order I AND I 
{ DESCENDING } 

For example: 

SORT ON <AMount > IN ASCENDING ORDER AND 
SORT ON <Countr y} IN ASCENDING ORD ER 

22 
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List and Sort Documents 

Output Documents 

Output documents are documents WPS-PLUS creates ~hen you run 
List or Sort Processing. For example, if you are processing letters for a 
mailing campaign , the output document contains all the letters created 
with List Processing . 

Sample List Processing Output Document: 

Ausust 15, 18 85 

ThanK y ou f o r your re c ent order. Yo u r Purcha s e s • 
aMount o f $15 0 . 4 5 will follow within ten da ys , 

Since r e l )'• 

AC ME Co 1nPan )' 

in t he 

23 
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List and Sort Documents 

Sample Sort Processing Output Document: 

<Title >Mr. 
< Fi rst >Sarr1uel 
<Last >Bl' ran 
<Str eet >55 High Street 
< To 1A1n >Grant h arr1 
<Countr>Lincolnshire 
< Posta L·GR l OBT 
< Count r l·> England 
< Arr1ount >LlJ O . OO 
..... 

<Title :: Ms. 
<First >Jane 
<Last >B ro1A1n 
<St reet > l O First Street 
< T o 'A' n >Mi d d 1 e t on 
< Count )· > 
< Postal >Ol23lJ 
<Count r )·> USA 
< A111o unt >$1 50 . as 
·• ...• =· 
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Menus and Forms 

Menus 

Menus are lists of WPS-PLUS options. In most menus, each option is 
preceded by an abbreviation. To select an option, enter its 
abbreviation. 

Forms and Fields 

Forms allow you to enter specific information, such as document titles, 
in fields. 

For example, if you enter C at the Document Processing Menu , 
WPS-PLUS displays the Create form . The Create form contains a fi eld 
for the title of the document you are creating. 

When WPS-PLUS enters a field value for you, the value is called a 
default value. 

The following list defines the actions you can take on a form . 

Use To 

End a field and place the cursor at the beginning of the 
next field . 

Rub Char 
Oul Delete a character to the left of the cursor. 

~ -R-ub_w_0_'d~ Clear the field the cursor is on . ~ Oul 

Exit 
Screen 

CD 
G 

Cancel a form and return to the previous menu or form. 

Move the cursor to the next fi eld . 

Move the cursor left, toward the beginning of a fi eld . 

25 



Menus and Forms 

or 

(~) 

Move the cursor right, toward the end of a fi eld . 

Move the cursor to the previous field. 

Back up to a previous fi eld . 

Delete the character at the cursor; works in non­
numeric fi eld s. 

Compl ete and process a form. 

Refer to the keyboard di agra m at the back of this guide if you need 
help locati ng a function key. 
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Pagination 

Letting the System Paginate 

The simplest way to paginate a document is to let WPS-PLUS paginate 
it for you at print time. 

1 Enter P from the Document Processing Menu . 

2 Fill in t he Print Information form . 

3 B to print and paginate the document according to your 

current print settings. 

Gold NEW PAGE 

To manually indicate page breaks: 

1 Move the cursor to the point where you want the page break to 
occur. 

2 fJij w . 

3 Repeat steps 1 and 2 as needed. 

Use Gold NEW PAGE to adjust page breaks created when you let 
WPS-PLUS paginate for you at print time . 

27 



Pagination 

Gold PAGE 

To paginate your document page by page while editing: 

1 / M: nu \ to check the CT (Set current text lines per page) 
setting. 

2 If necessary, enter CT and change the CT setting to the desired 
page length. 

3 Enter OK to return to the edi tor. 

4 EJ (~) at the top of the document. 

The cursor advances the number of lines indicated in the CT 
setting, and WPS-PLUS inserts a PAGE MARKER. 

5 Repeat step 4 as necessary. 

6 Set the Auto pagi nate setting on the Print Settings Menu to N 
before you print the document. 

NOTE: Be sure your printer can accommodate the CT setting you 
indicate in step 2. · 

Automatic Gold PAGE 

To paginate the entire document while editing: 

1 

2 Enter PG at the Editor Menu. 

3 Set the Auto pagi nate setting on the Print Settings Menu to N 
before you print the document. 

To stop an Automatic Gold PAGE operation, press GJ interrupt . 
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Simplest Printing 

To print a document without changing print settings: 

1 Enter Pat the Document Processing Menu . 

2 Fill in the Print In format ion form . 

3 EJ to print the document. 

Changing Print Settings 

To change print setti ngs before printing a document: 

Enter P at the Document Processing Menu. 

Printing 

2 Enter Y at the last prompt on the Print Information form . 

3 Enter print settings, as desired, on the Print Settings Menu. 

Canceling Printing 

To cancel the print operation: 

0 Interrupt . 

WPS-PLUS displays the Stop Printer Menu. Follow the directions on 
the screen to stop the printer or continue as specified. 
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Rulers 

Sample ruler in the text: 

L--- --W--- -- -----T - - - -- - -- -- T--- - --- - ----- - ------R 

Sample ruler when displayed with 

2 3 4 5 G 
f I I I : t f I I 0 I If f : f I I I 0 If f I : I I If 0 t t t t : t t t t n If t I • () • () 

L W T T - ·····~ · ·•• · •• • • .•• 

Ruler Settings 

Setting 

c 
D 

F 

H 

J 

L 

N 

p 

R 

T 

w 

> 

Meaning* 

Centering point 

Left margin with double spacing 

Left margin with half-line spacing 

Hyphenation zone 

Justified right margin 

Left margin with single spacing 

Left margin with 1 112-line spacing 

Paragraph indentation 

Ragged right margin 

Left-justified tab 

Word wrap indenta tion 

Decimal-aligned tab 

Right-justified tab 

*The effects of some settings can be seen in printed documents on ly. 
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~ Rulers 
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•• Displaying Ruler Settings 

• ~ 
• 'I 

• !I 
Press ~ ~ again to return to text editing. 

• ti Moving the Cursor in a Ruler 

• ti Use t he following keys to move t he cursor in a displayed ruler: 

• • • B 
• m • B 
• II • ( Advance ) 

• ti • § p 

• ti • (~) 

• ti • B 
• ti • Cl • ti • Cl 

• Cl 

• ~· 
• !I 31 
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Rulers 

Inserting, Changing, Embedding Rulers 

1 § . 
2 Insert , change, or remove settings. 

• To insert a setting, type the setting. 

• To change a setting, type over the existing setting. 

• To delete a setting, move the cursor to the setting and 

( Space Bar) . 

3 B to embed the ruler. 

Removing a Ruler 

1 Move the cursor to the line below the ruler you wi ll remove. 

2 

3 

4 

(D;iJ 
~ · 

5 Advance the cursor to the next ruler or the bottom of the docu­
ment to reformat text. 
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Rulers 

Wide Rulers 

Use wide rulers to print documents up to 158 characters wide. Make 
sure your printer and paper wi ll accommodate the wide setting. 

1 § . 
2 ( Advance J or G to the current right margin setting. 

3 Move the cursor past 80 to the new r ight margin position . 

4 Insert new settings, including a new r ight margin setting . 

5 Do one of the following: 

. a to embed the wide ru ler. 

• Store the ru ler, then embed it. 

Stored Rulers 

You can store up to ten rulers. Each ruler is stored under a n umber, 
from 0 through 9. The default ruler is the one stored under 0. 

To store: 

§ . 
2 Type S while typing a single number from 0 through 9 to label 

the ruler. 

3 Optiona!lv, B to embed the stored ru ler. 
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Rulers 

To use a stored ruler : 

1 § . 
2 Type the ruler number. 

38 . 
Go-to-Ruler 

1 § . 
2 ( Advance ) . 

If you change ruler settings between steps 1 and 2, the new settings 
are embedded. 
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Searches 

Search 

To search for a phrase (one or more characters, words, numbers, tabs, 
returns or spaces) : 

1 @ . 
2 Type the exact phrase you want to find (called the search phrase) . 

3 
~ 
~ 

Continue Search 

to set the direction and start the search. 

To continue the search for the same phrase: 

1 Use the Gold SRCH function to find the first occurrence of the 
search phrase and set direction for the search . 

2 ~ ­
~ 

Repeat step 2 as desired . 

Search-and-Replace 

To search for and replace the same phrase one or more times: 

1 B · 
2 Do one of the following: 

• Type the new phrase to replace the old phrase, and EJ. This 

phrase is placed in the paste area . 
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Searches 

• Select an existing phrase and B . This phrase is placed in 

the paste area. 

• B if you want to delete the old text without replacing it . 

3 §. 
4 Type the exact phrase you want to find and replace, when 

prompted. 

5 

6 § when the phrase is found , to replace the old 

phrase with the new phrase. 

Repeat steps 5 and 6 as often as desired. You can omit step 6 and 
continue with step 5. 

Global Search-and-Replace 

To replace al l occurrences of a phrase with a new phrase: 

1 

2 Enter the old phrase, when prompted. 

3 Do one of the following: 

• Type the new phrase, when prompted. Then, (~ . 

. G r~teJ to use the phrase in the paste area as the new phrase. 
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Searches 

• (~) to delete the old phrase only. 

• Exit 
Screen 

to cancel the operation. 

Go-to-Page 

To find a page number in a document already paginated with Gold 
PAGE, Automatic Gold PAGE, or Gold NEW PAGE: 

1 § . 
2 0 (~) . 
3 Do one of the following, when prompted: 

• Type a page number . 

• Type a relative page number. (Examples of relative page 
numbers include + 5, -1 , + 10.) 

48 . 
Stopping a Search 

To stop any search operation in progress: 

0 Interrupt 
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Subscripts and Superscripts 

To Subscript or Superscript Characters 

1 Move the cursor to the first character to be changed. 

2 

3 Move the cursor one place past the last character to be changed. 

4 or 

To subscript or superscript one character, fo llow steps 1 and 4. 

To Remove Subscripts and Superscripts 

1 

2 

3 

Move the cursor to the firs t subscripted or superscripted 
character. 

B · 
Move the cursor one place past the last character to be changed. 

4 Press the opposite function , or 

To change a single character, follow steps 1 and 4. 

Use view mode to display a subscript or superscript symbol. 
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Two-Dimensional Editor (TDE) 

Starting the TOE 

To start the Two-Dimensiona l Editor: 

2 

§ to display the START PICTURE a nd END 

PICTURE markers. 

§. again to start the edi tor. 

The picture markers separate and a status line displays on the bottom 
of the screen. 

The TOE Pen 

By defaul t, the TDE pen is loaded with ink. 

To draw horizontal and vertical lines with the pen: 

1 8 to turn on the pen. 

2 Use the arrow keys to draw . 

To load the TDE pen with another character or function: 

1 (~) . 
2 Press the character or function you want to use. 
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Two-Dimensional Editor (TOE) 

Selecting Areas 

To select an area: 

1 B to display the select symbol. 

The select symbol On marks the upper left corner of the area you 
want to select. 

2 Move the cursor to the lower right corner of the area you want to 
select. 

3 Press: 

• §to create a box around the area. 

• E to delete the area. 

• Band the arrow keys to move the area. Press (Enter) to paste 

the area down after you move it. 

Getting Help 

To display the TDE Help: 

{Jjjj while using the TDE. 
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View Mode 

View mode displays text with special symbols. 

To enter view mode: 

§ . 
Note that you cannot use all editing functions from view mode. Some 
functions, such as Gold TOP DOCMT and Gold BOT DOCMT automat­
ically return you to standard editing mode. 

Special 
Symbols 

+ 
a 

q 

0 

-I 

To exit view mode: 

Meaning 

Return 

Center 

Subscript 

Superscript 

Soft space 

Word wrap 

Tab 

Paragraph marker 

Breaking hyphen 

Invisible Hyphen 

Nonbreaking space 
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WPS-PLUS Keyboard Functions 

500 

SWAP 

L SPECIAL J 
FUNCTION 

KEYS 
'------ ------------MAIN KEYBOARD----------------~~----- KEYPAD------

WPS-PLUS Editor Functions on the PC Keyboard 

MK-02294-00 

s,x Means hold down the 
SHIFT key whi le you press 
the function key 

A, x Means hold down the ALT 
key wh il e you press the 
function key 
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HOW TO ORDER ADDITIONAL DOCUMENTATION 

I DIRECT TELEPHONE ORDERS I 

In Continenta l USA 
and Puerto Rico 
call 80(}-258-171 o 

In Canada 
call 80(}-267--6146 

In New Hampshi re . 
Alaska or Hawaii 
call 603-884-6660 

DIRECT MAIL ORDERS (U.S. and Puerto Rico*) 

DIGITAL EQUIPMENT CORPORATION 
P 0 Box CS2008 

Nashua New Hampshire 03061 

DIRECT MAIL ORDERS (Canada) 

DIGITAL EQUIPMENT OF CANADA LTD 
940 Bellas1 Road 

Onawa . Ontario Canada K tG 4C2 
Ann A&SG Business Manager 

INTERNATIONAL I 
DIGITAL EQUIPMENT CORPORATION 

A&SG Business Manager 
c o 01g11al s local subs1d1ary 

or approved d1slnbu1or 

Internal order s should be placed through the Software Di stribution Center (SOC). D1gr tal 
Equipment Corporation . Nonhboro . Massachusens 01532 

·Any prepaid order trom Puerto Rico must be placed 
with the Loca l 01g11a1 Substd1ary 

609-754--7575 


