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FCC NOTICE

This equipment has been tested and found to comply with the limits for a Class B
digital device, pursuant to Part 15 of the FCC Rules. These limits are designed to
provide reasonable protection against harmful interference in a residential installation.
This equipment generates, uses and can radiate radio frequency energy and, if not
installed and used in accordance with the instructions, may cause harmful interference
to radio communications. However, there is no guarantee that interference will not
occur in a particular installation. If this equipment does cause interference to radio or
television reception, which can be determined by turning the equipment off and on, the
user is encouraged to try to correct the interference by one or more of the following
measures:
— Reorient or relocate the receiving antenna.
— Increase the separation between the equipment and receiver.
— Connect the equipment into an outlet on a circuit different from that to which the

receiver is connected.
— Consult the dealer or an experienced radio/TV technician for help.
This equipment has been certified to comply with FCC standards, which are applied to the
U.S.A. only. A shielded interface cable should be used according to FCC 15.27 (a).
Changes or modifications not expressly approved by Brother International Corp. could
void the user’s authority to operate the equipment.

DOC NOTICE
This digital apparatus does not exceed the Class B limits for radio noise emissions
from digital apparatus set out in the radio interface regulations of the Canadian
Department of Communications.

Le présent appareil numérique n’émet pas de bruits radioélectriques dépassant les
limites applicables aux appareils numériques de la classe B prescrite dans le
réglement sur le brouillage radioélectrique édicté par le ministére des Communications
du Canada.

For operational assistance, you may call our customer service representatives at

(901) 373-6256.

To order brochures on other Brother products or to locate your nearest Authorized Service
Center or Authorized Dealer, you may call our automated voice response system at (800)
284-4357 (anytime).

To order Brother accessories by Visa, Discover, or MasterCard, you may call (800) 284-
4357, or complete the order form included in the packaging material with this product and
fax both sides of it to (800) 947-1445,
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Getting Started

How to Use this Manual

You may use this manual as a reference or follow the step-by-step instructions to
learn the processes. The Appendix provides a quick reference guide, a glossary,
and an index.

Getling Started 1
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Part Names

WP-230B Word Processor

12
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1 Paper Support

Platen Knob
Power Switch
Keyboard
Carrying Handle
Disk Drive

Disk Eject Button

LCD

O e N e W

Brightness Control

10 Acoustic Cover

11 paper Release Lever
12 carriage

13 Cassette Daisy Wheel

14 cassette Ribbon
15 correction Tape

16 Daisy Wheel Lock
Lever

17 Power Cord
Compartment

18 BOOKMAN® cCard
Compattment
(Model WP-230B)

Supports paper for insertion and covers power cord
compartment.

Feeds paper manually.

Turns the word processor ON and OFF.
Character and function keys.

Pulls out for easy transportation.

Insert diskettes here.

Releases an inserted diskette.
Displays text and messages.

Controls the display brightness.

Suppresses printing sounds and protects the printing
carriage.

Unlocks the platen for paper positioning.
Printing unit.

Can be changed when a different style of print is
desired.

Transfers the characters to the paper.
Used to erase characters.

Releases the cassette daisy wheel when pulled
towards you.

Holds the power cord when transporting the word
processor.

Insert the optional BOOKMAN® card here.

Getting Started 3
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WP-335B Word Processor

4 Getting Started
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10

1kl

12

13

14

Paper Support

Platen Knob
Power Switch

Display Output Connector

Keyboard

Disk Drive
Disk Eject Button

Acoustic Cover

Paper Release Lever
Carriage

Cassette Daisy Wheel

Cassette Ribbon
Correction Tape

Daisy Wheel Lock Lever

15 Power Cord Compartment

16 BOOKMAN® card

Compartment
{Model WP-335B)

Supports paper for insertion and covers power cord
compartment.

Feeds paper manually.
Turns the word processor ON and OFF.

Connect the signal cable attached to the monitor to
this output connector.

Character and function keys.
Insert data or program diskettes here,
Press this button to release an inserted diskette.

Suppresses printing sounds and protects the printing
carriage.

Unlocks the platen for paper positioning.
Printing unit.

Can be changed when a different style of print is
desired.

Transfers the characters to the paper.
Used to erase characters.

Releases the cassette daisy wheel when pulled
towards you.

Holds the power cord when transporting the word
processor,

Insert the optional BOOKMAN® Card here.

Geiting Started 5
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Monitor (wp-335B)

1 Contrast Control

2  Brightness Control

3 Power Switch
Power Indicator

5 stand
6 Signal Cable

7  Power Cord

6 Getting Started

Swivel

)

Tl WO N

7 -—:_"‘:__—)—;/d/ 6

Turn this knob clockwise to increase the contrast,
and counterclockwise to decrease it.

Turn this knob clockwise to increase the display
brightness, and counterclockwise to decrease it.

Turns the display ON and OFF.
llluminates when the power is on.
The stand allows the unit to be rotated 90°

horizontally, and 17° vertically.

Connect this cable to the monitor connector on the
word processor.

Plug this cord into an AC outlet after the signal cable
is connected.
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Setting Up

Removing the Packing Pieces

Before you plug in the word processor, open the acoustic cover and remove the
yellow plastic pieces shown in the illustrations,

CAUTION:

» If the plastic pieces are not removed, damage to the word processor may
occur when the power is turned on. The yellow plastic pieces do not need
to be re-installed unless you are transporting the word processor over a
great distance.

For the WP—230B model, remove the protective
cover.

NOTE:

The protective cover should always be
re-installed whenever you are not using the
word processor.

Lift the acoustic cover.

Remove the yellow plastic pieces.

NOTE:

Be sure to reinstall the acoustic cover. The acoustic
cover is equipped with a safety switch. Your word
processor will not operate unless the acoustic
cover is securely closed.

Getting Started 7
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Installing the Monitor Stand wp-33sg)

Make sure that the monitor is not connected to the AC outlet.

Carefully set the monitor face down with the underside facing you.
NOTE:

The monitor stand is of the tilt/swivel type. Once the stand is installed, you can
turn the monitor laterally and vertically.

Installation

CAUTION:
Please follow the steps below exactly. The base of the monitor can be
easily damaged if these directions are not followed.

1. Align the tabs on the stand with the matching slots in the base of the monitor.
2. Insert the tabs into the slots.

3. Slide the stand toward the front of the monitor until the latch clicks into the locked
position.

(T

YUY Ul

8 Getting Started
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Connections (wp-33sB)
CAUTION:

» Make sure both yeilow plastic pieces have been removed from the unit before

the powsr is turned on.

s Always be sure to connect the monitor to the word processor before plugging
either the word processor or the monitor into an AC outlet.

s |t is a good idea to disconnect both AC plugs when the word processor is not
being used for a long period. Always disconnect the power cords during

thunderstorms.

Power Cord

Connect the signal cable attached to the monitor
to the word processor monitor connector located
at the left side of the word processor.

Make sure that the connector is pushed all the
way in, and tighten the screws.

Plug the power cord of the monitor to an AC
outlet.

NOTE: Since the magnetic field of the monitor
can cause disk drive malfunction, it is best to
place the word processar to the right of the
monitor.

Open the power cord compartment cover of the
word processor and plug the cord into an AC
outlet.

Gotting Siarted 9
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Press the power switch on the monitor. The
power indicator illuminates.

NOTE: If the power indicator does not jlluminate,
check the power cord.

Turn on the power switch. The switch is located
on the left side toward the rear of the word
processor.

NOTE: If the word processor does not respond,
check the power cord and then make sure that
the acoustic cover is securely latched.

Adjust the display brightness and contrast with
the controls located below the screen. A good
setting of the contrast allows you to clearly
distinguish bold characters from normal
characters on the screen.

Contrast- Brightness

Screen Saver (WP — 335B model only)-f any key has not been pressed for
five minutes, the screen changes to a “screen saver” to protect the screen. To
return to the previous screen, press CODE or SHIFT.

Screen Reverse Display (WP — 335B model only)-You can reverse the display
from white to black and black to white by pressing CODE + SHIFT + R.

CAUTION:

When you switch the word processor off, wait at least 10 seconds before
switching it on again. Failure to wait 10 seconds may disrupt the start-up
sequence, resuiting in faulty operation and possible hardware damage.

10 Getting Started
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Transporting the Word Processor (wp-2308)

To prepare the word processor for transportation or storage:

Disconnect the AC plug, and carefully fit the
power cord into its compartment as shown in the
illustration. Close the power cord compartment
cover (paper support).

Install the protective cover. Fit the front of the
cover into the holes, and lower the back part of
the protective cover.

Pull out the carrying handle.

Inserting Paper

NOTE:
When using the word processor, you do not have to insert paper until you have
finished editing your document and are ready to print.

Paper Support

f Lift the paper support.

Getting Started 11
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Insert paper as shown.

Automatic Insertion P INS
P BREAK]

Press P INS to advance the paper automatically to the printing position (one inch
from the top). To change that position, press CODE + P UP or CODE + P DOWN.

Manual Insertion

Rotate the main roller knob to advance the
paper.

AR
., “:':“35‘\
0."0.';,,‘4.}\

If the paper is not properly aligned, advance the
sheet half way, push the paper release lever
toward the rear, and manually match the corhers
of the paper. Pull the paper release lever back to
its original position and turn the platen knob until
the paper is in the desired position.

12 Getting Started
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Precautions

To ensure maximurm usability of your word processor, please follow these
recommendations:

WARNING:

To reduce the risk of electric shocks, do not attempt to disassemble the
unit. There are no user-serviceable parits inside. Some components inside
the unit use high voltages that can be of sufficient magnitude to
constitute a risk of electric shock. Any servicing should be referred to
qualified service personnel.

» In case of malfunction, overheating, or other problems, immediately disconnect
the AC plug and contact qualified service personnel.

» Do not attempt to disassemble the word processor. It has no user-serviceable
parts inside.

+ Do not tug on the power cords or on the signal cable. To disconnect, be sure o
always grasp the plug itself.

e Avoid dropping the word processor.

« Avoid direct exposure to sunlight and other sources of heat.

+  Avoid spills. If any liquid enters the word processor, immediately disconnect the
AC plug and contact qualified service personnel.

+ Avoid locations subject to excessive moisture or dust.

» Do not use sprays in the vicinity of the word processor. Aerosols are extremely
harmful to the disk drive.

+ Disconnect the AC plugs during thunderstorms.

« Do not place heavy objects on the keyboard.

*  Always keep the air vents free from obstruction to avoid overheating the word
processor.

¢ Clean with a soft, dry cloth only. Avoid using chemicals, solvents, and
detergents.

¢ To avoid interference, do not place the word processor too close to a radio or
television. If the word processor is too close to a television set, the disk drive
may not work properly. For the same reason, do not place the monitor too
close to the word processor.

+ If you switch the word processor off, wait at least 10 seconds before switching
it on again. Failure to wait 10 seconds may disrupt the stari-up sequence,
resulting in faulty operation and possible hardware damage.

+ Never touch the rubber or metal parts in the

BOOKMAN® card compariment as this could
cause damage.

Getting Started 13
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Keyboard Layout

This word processor has more keys than a common typewriter. In order to get a
clear understanding of the keyboard, we will distinguish three classes of keys as
described below. Most keys are auto-repeat: If you hold down the key, it repeats
until you release the key.

In this Owner’s Manual, CODE + a second key indicates that the CODE key must
be held down while the second key is pressed.

The Character Keys

The character keys are used to type the actual text. They are very similar to the
character keys of a common typewriter except that this word processor accepts
different daisy wheels, and therefore makes available a greater number of
characters.

. @ L4 # I 1% % £ V¢ —[& * o { AR
* 4 5 ] 7 8 9 -
PchH me M REL | LMAR L RMAR TSET JOTSETL TOLR - =
l (o} P "

NOTES:
» The characters available when the keyboard is set to | (standard) appear on the
left of each key.

o The characters available when the keyboard is set to Il (international) appear
on the right of each key.

& The characters available when the keyboard is set to lll (symbol) are not shown
on the keys.

e To change from keyboard | to Il or lli, press CODE + K (KB).
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The Keyboard Control Keys

The keyboard control keys are used to modify the effect of the other keys. Pressing
SHIFT or CODE alone will not produce any effect. To modify the effect of another
key, you must hold down SHIFT or CODE while pressing the key to be modified. In
this manual, such a double keystroke will be symbolized by the “+” sign.

SHIFT

KEY FUNCTION
SHIFT + character key To type an uppercase character.
CODE + another key To type the character indicated in green on the
keys, or to start a function (see Function Keys).
CAPS Locks the keyboard in uppercase mode.
CODE + CAPS Locks the keyboard in capital mode,
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Function Keys

Many functions can be started with CODE + another key. In contrast to the
character keys, their effect does not depend on which daisy wheel is installed. The
function keys that apply to all applications are indicated by green labeling. Other
function keys are available. For more details, see Function Keys on page 278.

@ “
2
LINE

RETURN

IND CLR

WORDOUT
CORRECT|
LINEOUT

Menu Key

For easy operation, most functions are selected from a menu.

Once you get acquainted with the word processor, however, you might find that
selection from a menu is time consuming. For faster operation, many functions of
the menus can also be started by short-cut keys. A complete list of the function
menus and available short-cut keys is given in the Appendix.

On-Screen Help Information

Since this product is designed to last for many years, you may need to review the
meaning of a function you have not used in a while. Press CODE + H (HELP).
Short definitions of the functions will appear on the screen. The different keys that
you may use for scanning the information and to return to your work are also
indicated on the screen.
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Diskettes

This word processor accepts only the following types of 3.5-inch diskettes:

MF-2DD (Double Sided/Double Density/Double Track)
MF-2HD (Double Sided/High Density/Double Track)

Inserting and Removing a Diskette

Insert the diskette as shown in the illustration. To

/ remove the diskette, press the eject button.

CAUTION—The diskette may be inserted and
removed when the power is either on or off. It
may also be left in the disk drive while
fransporting the word processor. However,
you should never insert or remove it while a
message indicates that a diskette operation is
in progress.

Caring for Your Diskettes

The area in the diskette where the data is actually stored is very similar to the
magnetic material used to make cassette tapes. When a tape is damaged, you hear
terrible background noises, but you can still hear some music. On a diskette, the
slightest damage, such as a scratch, or a small amount of dust on the sensitive
material can easily spoil an entire file and make it unusable. The protective case of
the 3.5-inch diskettes protects the sensitive diskette surface. (The metallic shutter
automatically opens and exposes this sensitive surface only when the diskette is
inserted into the disk drive.) Additional precautions must be taken in order to ensure
reliable maintenance of your files.

Never open the shutter of the diskette and never
touch the surface directly.
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Do not use magnetic materials near the diskette.

Never expose the diskette to extremely high or
low temperatures.

oD

10 - 53°C
(50 ~ 127°F)

Write-Protecting Your Diskettes

All 3.5-inch diskettes have a switch that protects
their contents from accidental erasure. When the
switch is in its READ ONLY position, you cannot
erase old information or store new information on
the diskette. Put the switch in the READ ONLY
position to protect a diskette containing valuable
information.

Read Only
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Initializing New Diskettes

A diskette can be used only after being formatted—ihat is, initialized by the system for
specific use by that system. One frequently-used analogy is that the magnetic coating
on the diskette is like a blank sheet of paper. Although you can write anything
anywhere on the blank sheet, things are much more organized if you add ruled lines.
The initializing program creates the electronic equivalent of ruled lines on the diskette.
Different systems use different formats. Standards exist, but, in general, systems
cannot share diskettes without special conversion of hardware or software.

This machine uses standard DOS formats of 1.44 megabytes (for 2HD diskettes)
or 720 kilobytes (for 2DD diskettes) that are recognized by most personal
computers running on DOS. Your machine will therefore be able to share
diskettes with personal computers running on DOS.

During formatting, the machine will ask you whether the diskette is 2DD or 2HD,
so be sure to check before inserting the diskette.

When a diskette is accessed, the word processor checks the format of the diskette.
If the diskette is unformatted or has a different format, the following prompt appears:

Initialize? Press RETURN (yes} or CANCEL (no).

CAUTION:

Initializing a diskefte erases any data that might be on it. If you initialize a
diskette from a personal computer, for example, the files will be completely
destroyed. Press CANCEL, if you do not wish to initialize, and insert another
diskette.

If the diskette is new or contains unimportant data, press RETURN to format the
diskette. The word processor asks for confirmation:

Delete all files on this disk? Press Y {yes) or N (no).

If the diskette contains important information that you want to keep, this is your last
chance. Press N and insert another diskette.

To format, press Y. This message appears:

Select the format type. Press 1 for Double density or 2 for High density.

Press 1 to format a 2DD diskette, or 2 to format a 2HD diskette. If necessary,
remove the diskette to check the density (2DD or 2HD), then re-insert the diskette.

Once the diskette has been initialized, it will be in the proper format for use with this
Brother word processor, and you will also be able to use it with most personal
computers.
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e This machine can also recognize and read data from diskettes that have been

used with some Brother word processors. For more details, please contact your
dealer.

Backing up a Diskette

The best insurance against losing important data is to make backups (copies) of
- each important file. With this word processor, you can copy individual files of your

choice to another diskette, or copy the entire contents of a diskette to another
diskette.
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Operation Overview

The Main Menu

When you turn the word Processor on, the Main Menu appears:

WP-2308

1234

WDmecessing Spreadshect Addresshaok Desktop Reference

] Vl

Disk Application  BODKMAN®

=

2 Spreadsheet 3 Addresshook 4 peskt
Reference

S Typewriter [+ Framing 7 File 8 Disk

g BOOKMAN®
Management Application

——

Type number or move Cursor and press RETURN.

The Main Menu displays the available applications in the form of icons.

To use an application, use
You can also press the nu
Processing, etc.).

the cursor keys to select an icon, and press RETURN
mber key indicated for each icon (1 for Word
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The following applications are available:

Word Processing

Spreadsheet

Addressbook

Desktop Reference

Typewriter

Framing

File Management

Disk Application

BOOKMAN®
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The Word Processing application (WP application) is
used to type and format documents on screen. You can
save the document on diskette or print it at any time.

This application is used to create and edit numeric
tables and to perform automatic calculations.

This application is used to create lists of names,
addresses, telephone numbers, etc., that can be used
to automatically print labels. The data contained in an
Addressbook file can also be automatically merged in a
Word Processing file.

The Desktop Reference application is used to find
information about a specified word. When available,
the information includes a definition, hyphenation, and
synonyms. If the specified word is misspelled, a list of
suggestions is displayed.

In the Typewriter application (TW application), the word
processor becomes an electronic typewriter with many
advanced features normally available only on word
processors. You will use the TW application most often
for typing envelopes, short notes, and for filling in
forms.

The Framing application allows you to design useful
tables. The frames can be saved on diskette and
printed at any time. Once a frame is printed, you can
use the TW application to fill it with text,

This application is used to organize your files on
diskette.

This application allows you to start additional programs
that come on diskettes (Black Jack, Poker, Cards,
Numbers, Block, Freezer).

In this application, you can view information provided
by the Franklin® BOOKMAN?® cards.
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Supplemental Programs

Self-Demonstration -

This buiit-in program shows you examples of what you can do with your word
ptocessor.

1. Turn the power on to display the Main Menu.
2. Press CODE + D.

3. Follow the instructions displayed on the screen. The following is a summary of
available operations:

KEY OPERATION
ghﬁi ——— |
RETURN To advance ohe screen at a time.
CANCEL To go back to the first screen of the
self-demonstration.
FILE To end the demonstration and return to the Main
Menu.

Tutorial

This programn teaches you how to operate the word processor.
1. Insert the Tutorial diskette in the disk drive.
2. Tumn the power on to display the Main Menu.

3. Select Disk Application and press RETURN, or press 8 or CODE + Q to display
a menu of the programs contained in the diskette.

4. Select TUTOR.APL and press RETURN. The program starts.
5. Follow the instructions displayed on the screen.

6. To end the program and return to the Main Menu, press CANCEL. This message
appears:

Cancel? Press RETURN {yes) or CANCEL (nio).

Press RETURN to quit or CANCEL to continue.
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Business Letter Template

This program contains examples of business letters that you can use with the Word
Processing program.

Spreadsheet Template

This program allows you o create a spreadsheet easily.

Punctuation Alert

This program will help you to find punctuation problems in your document.

WP Conversion

This PC software is used for converting document files between your Brother word
processor and other word processing programs.

Lotus® Conversion

This program allows you to convert files from Lotus® format.

Game Pack

This collection of games includes Black Jack, Poker, Cards, Numbers, Block, and
Freezer.
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Optional Programs

The following programs on diskette can be purchased separately. To use one of
these programs, insert the program disketts in the disk drive, and select Disk
Application on the Main Menu to display the list of programs contained in the
diskette. Select the desired program to start it.

Five-Language Translator

This program provides you with five language translation dictionaries (English,
French, German, Dutch, and Spanish).

Conversion Calculator

This program carries out numerical conversions between different unit systems
(miles to km, etc.).

Elements of Style

This program provides you with the principal rules of style for the English language.

Encyclopedia

This program provides you with useful information about almost any subject.

Typing Tutor

This program helps you learn the keyboard and improve your typing skills.

Form Typing

This program is used for making persaonalized forms,

Personal Check Typing

This program allows you to type your personal checks.
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Tetris

Tetris is a game in which you fit together groups of squares as they fall.

Turnabout

Turnabout is a game of strategy similar to Othello.

Differences between Word Processing

and Typewriting

The Return Function

RETURN
IND CLR

The “Word Wrap™ feature of this word processor allows it to go to the next line
automatically. Words that do not fit on the line “wrap” to the next line. When you
want to start a new paragraph, press RETURN. The symbol .. appears. It is your
signal to the word processor that the “paragraph ends here.”

The Cancel Function CANCED
P DOWN

The CANCEL key allows you to cancel a selected function. It is handy when you
have pressed the wrong key, or when you change your mind.
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On-Screen Symbols

Special symbols appear in the text to remind you that you used a format function
(for example, the symbol _J that appears when you press RETURN to start a new
paragraph). Such symbols are never printed on paper.

Automatic Page Breaks -
P BREAK

The word processor automatically breaks your text up into pages according to your
specifications. The position of these automatic page breaks is flexible and is
readjusted for you by the word processor if you modify the text.

To force the word processor to start a new page at any point, press CODE +
P BREAK. This inserts the symbol ¥ in the text.

Caps Lock vs. Shift Lock

The caps lock function is not the same as the shift lock function on a common
typewriter. Both eliminate the need to reach for SHIFT to type an uppercase
(capital) letter, but they differ in their effect on other keys.

The Shift Function

You already know that holding down SHIFT and pressing 1 gives you “I”, the
exclamation mark.

While SHIFT is pressed, the SHIFT indicator appears on the screen. The indicator
disappears as soon as you release SHIFT.

The Shift Lock Function SHIFT LOCK]
CAPS

If you press SHIFT LOCK , the SHIFT indicator is displayed permanently, and all
the characters you type are uppercase (A = “A”, 1 = “1"). To release this mode,
press SHIFT.
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The Caps Lock Function

SHIFT LOCK

CAPS

When you need to type long strings of both capital letters and numbers, such as
“ACCT. NO. BC104”, press CODE + CAPS. The CAPS indicator appears on the
screen o tell you that the keyboard is locked in capital mode (A=A, but1=1).To
release this mode, press CODE + CAPS again.

Comparing Two Documents on Screen
With this word processor, you can split the screen in half and work with two

documents simultaneously. This is useful, for instance, when you are working in
one document and need to refer to information in a second document.
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Word Processing
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Starting Word Processing

=]

1 word
Processing

1. Turn the power on to display the Main Menu.

2. Use the cursor keys («<-, =, T, and | ) to select the Word Processing (WP
application) icon and press RETURN, or press 1. The WP INDEX screen

appears:
<<WP INDEX>> REMAIN: XXXX.XK
TEXTL .WPT (XX.X) TEXT2.WPT (XXX)
TEXT3 WPT (XX.X) TEXT4 WPT (XXX) TEXTS WPT (XXX)
TEXT6 WPT (XX.X) TEXT7 WPT (XX.X) TEXTS WPT XX.X)

3. Use the cursor keys to select *NEWFILE and press RETURN. The WRITE/EDIT

screen shown on the next page appears, and you can start creating your
document.
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WRITE/EDIT Screen

The WRITE/EDIT screen shown below appears when you start the WP application.
All text input and editing is done here.

Scale Cursor Hot Zone

\ N

Text Cursor
Message Area Text A
% Format Symbol & Dead Column ext Area

au

The following reminder appears on the message area (and remains until you press
any Key):

Start typing your text. Press FILE to finish.

Status Line

The status line reminds you where you are and how you have told the word
processor to format your text. Most indicators are followed by a value (example:
PITCH:10) and are always displayed. The ones on the right appear (in reversed
color) only when the corresponding function is being used (example: BLD when the
bold function is on). For a complete list of status indicators, see Function Menus on
page 287.
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Scale

The scale on the screen of the word processor is the electronic equivalent of the
scale on the top of a typewriter, which assists you in determining the position of
characters on a page. The numbers indicate the position from the left edge of the
paper. Other symbols remind you of some format settings (example: L and R
indicate the position of the left and right margin). For a complete list, see Symbols
Displayed on the Scale on page 295.

NOTE:
The scale can be turned off in order to get one additional line of text on the
screen. For details, see Example 2 on page 34.

Text Area

The bulk of the screen is your work area—a window into your document. Although it
only shows a few lines at a time (79 characters for the WP—230B model or 89
characters for the WP-335B model), if your document is longer or wider, you can
move the window up, down, left, and right. The only part you cannot use is the
“dead column” (to the left of column 0), which the word processor resetves for the
“format change” symbol E or § . Other symbols appear in the text to remind you of
the format functions you have used, but these symbols do not print. (For a complete
list, see Symbols Displayed in Text on page 295.)

NOTE:
The text area can be split to display two documents simultaneously. For details,
see Dual Screen on page 91.

Text and Scale Cursors

A lighted square (the text cursor) indicates your current position in the text area.
Another cursor, the scale cursor, is an underline that indicates your position on the
left of the scale and follows the horizontal movement of the text cursor.

Message Area

This line is reserved for guide messages (prompts) that ask you a question, give
direction, or display error messages that warn you when something is wrong. When
no prompt and no error message are displayed, this line is used for your text.

NOTE:
For a list of error messages, see Error Messages on page 300.
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Menu

When you press MENU, the upper line of the screen is temporarily replaced with a

menu of functions. The following instructions show you how to choose an item from
the menu. Example 1 shows you how to select Right Margin Flush, and Example 2

shows you how to turn off the scale.

1. To display the menu, press MENU. The leftmost function (STYLE) is
automatically selected and appears in reversed color (we will call this the
selection cursor).

STYEE BLOCK CTRRMF GRAMMARI  GRAMMAR2 SEARCH FORM  PAGE PRINT

NOTE:
Pressing CANCEL returns you to the WRITE/EDIT screen.

2. Press «— or — to move the selection cursor to the right or left.

3. When the selection cursor is on the desired function, press RETURN or | . A
sub-menu appears below the selected function.

NOTES:

o The PAGE PRINT function is an exception: pressing | produces a beep, and
pressing RETURN executes the function without displaying a sub-menu.

« Once you get acquainted with the menu, use accelerators instead of steps (2)
and (3). The accelerator key for each function is displayed in bold on the menu.
Accelerators allow you to select and execute a function without first moving the
selection cursor. For example, the accelerator for CTR/RMF is C. Typing C
(either upper or lower case) while the Function Menu is displayed immediately
shows the CTR/RMF sub-menu regardless of the position of the selection
cursor.

Example 1: You select CTR/RMF.

STYLE BLOCK €T GRAMMAR]  GRAMMAR2 SEARCH FORM PAGE PRINT

NOTES:

e You can use this sub-menu to center the text or to align it flush with the right
margin. (For details see Centering on page 61, or Right Margin Flush on page
63)
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« Bold characters on the sub-menus indicate the accelerator keys for the functions.
For example, to select and start the right margin flush function, type R.

« Pressing CANCEL returns you to the WRITE/EDIT screen. However, when a
sub—menu is displayed, you can select another sub—menu without returning to
the Function Menu. Use « and —.

e Instead of using the menu, you can access the right margin flush function by
pressing CODE + R at the WRITE/EDIT screen. This quick access is called a
“short-cut,” which is a common form of explanation in this manual. (See
Function Keys on page 287 for a complete list of shori—cut keys.)

Example 2: You select FORM.

STYLE BLOCK CTR/RMF GRAMMAR! GRAMMAR2 SEARCH FORNf PAGE PRINT

EINEOR
 DUAL SCREEN
i CHANGE SCREEN

This example shows you how to turn the scale on/off.
1. Type F to select FORM.

2. Type S to select SCALE LINE ON/OFF. You are back to the WRITE/EDIT screen.
If the scale was displayed, it is now turned off, and vice versa.

When the scale is OFF

XKXXXXXXX PXX LXXX COL:XXX PITCH:XX  LSPXX KB:XX
v pas
i

o
-
1

g 44

When the scale is ON

XXXXXXXX PXX LXXX COLXXX PITCH:XX LSPXX KB:XX

'Yy
AL
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Typing Text

Type your text just as you would on a typewriter, The text appears on the screen
instead of being printed on paper. If you make a mistake, press BACKSPACE or
CORRECT to delete. For more details on corrections, see Revising Text — Basic
Functions on page 39.

When your text is complete, see Saving a File on page 76.

You can print your text after you have created it. See Printing a Document on page 79.

Hot Zone

The last six columns before the right margin are defined as the hot zone. The H
symbol on the scale corresponds to the point at which a typewriter bell would ring to
warn you that you are about to run into the right margin. The word processor knows
how 1o break text so that it automatically “wraps” to the next line.

Word Wrap

Word wrap allows you to type a paragraph continuously without being concerned
about carriage returns. In the hot zone, a word extending beyond the right margin is
moved to the next line automatically. You need only to press RETURN to break a
line and start a new paragraph.

Word wrap is always active on the word processor. This feature permits continuous

typing and helps build typing speed. The text cursor automatically moves to the next
line whenever a space or hyphen is typed in the hot zone.

Space vs. Permanent Space
+ 1| reraceBAR)

Spaces entered by pressing the [SPACEBAR] are word separators called “soft’
spaces. When entered in the hot zone, they force the cursor to move to the next
line. In justify mode, the soft spaces are adjusted to produce an even right margin.
(See Automatic Justification on page 64.)

Permanent spaces entered by pressing CODE + [SPACEBAR] are special spaces
that link words together, protecting them from being separated on different lines.

A permanent space is displayed with the symbol ii and is considered part of the two
words it links. Such a space is never adjusted by the automatic justification function,
and does not cause the cursor to move to the next line when entered in the hot zone.
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Hyphen vs. Permanent Hyphen

Typing a hyphen (~) in the hot zone automatically sends the cursor to the next line.
This becomes a soft hyphen, displayed as a dotted hyphen, and will disappear if
subsequent revisions or reformatting moves the word out of the hot zone, for
example when you change the margins.

A permanent hyphen, entered with CODE + [-], is used with words that always
require a hyphen (mother-in-law, for example}. In the hot zone, a permanent hyphen
does not send the cursor to the next line. Outside the hot zone, all hyphens are
permanent, so it is not necessary to press CODE.

Superimposed Characters
(Permanent Backspace)

It is possible to create characters that are not available on the keyboard (¥, for
example) by superimposing two characters.

1. Type the first character (Y in our example).

NOTE:
Enter the characters in either order, but start with the one you want to appear in
the text area.

2. Press CODE + BS1. The first character appears now in reversed color, and the
cursor moves next to the P BS indicator on the status line.

3. Type the second character (“=" in our example) on the status line. As soon as the
second character is typed, the cursor moves back to the text area and you are
ready to resume normal typing.

NOTES:
« When you move the cursor back to the first character (press «- at this point, for
example), the second character re-appears next to the P BS indicator.

* To delete superimposed characters, delete the first character (press
BACKSPACE or CORRECT).
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Subscripts and Superscripts

Characters in subsctipt and superscript appear below or above the baseline. The
word processor allows you to enter and print subscripts and superscripts. The
procedure parallels what you would do on a typewriter, except that instead of
physically rotating the main roller knob, you press CODE + P DOWN and CODE +
P UP.

NOTES:
¢ The word processor prints subscripts and superscripts the same djstance (1/12
inch) below or above the line, regardless of the current line spacing.

» For Model WP-230B, superscript characters appear as a reverse-color black
box on the upper half of the character. Subscript characters have this box on
the lower half of the character.

Try to enter “e=mc?".

1. Type “e=mc”.

2. Press CODE + P DOWN.

3. Type “2.7

4. Press CODE + P UP.
NOTES:

» To enter subscripts, follow the steps above, but reverse the CODE + P DOWN
and CODE + P UP keys.

s Fach pair of keys (CODE + P DOWN and CODE + P UP) cancels the other,
and the two pairs must always be used in combination. If you try to press one
of the pairs more than ance, the word processor beeps.

Extra Characters

The extra characters are those marked in green on your keyboard (for example,
“>™). To enter such a character, hold down CODE and press the character key.

NOTE:

If a green character appears on the right of a key (for example B), it means that
the character is available only with KB Il (international keyboard).
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Accents (“Dead” Keys)

This word processor’s multilingual keyboard supports the accented vowels of such
languages as French, German, and Spanish.

1. When typing, you must press CODE + K (KB) to switch the KB indicator on the
status line to Il (international) or 1 (symbol). (See Character Set on page 68.)

2. When printing, you must have the appropriate daisy wheel. (See Changing Daisy
Wheel Cassette on page 303.) Remember that the accented characters and
other special characters on the international or symbol keyboards can be printed
only if you install the appropriate daisy wheel.

3. Only the base character is entered in the text area. The accent is entered next to
the indicator DEAD on the status line.

If you have ever used a typewriter, you already know the basic procedure: Type the

accent and then the base character. Unlike regular keys, the accent keys are dead

—that is, the cursor does not move afterward so the base character appears under

the accent. Make sure that the keyboard is set to KB:|l (international), and try the

following example.

1. Type the “N" accent. The accent appears next to the indicator DEAD. The cursor
is reversed and waits for you to enter a base character. You are allowed to enter
a maximum of two dead characters. If you make a mistake, press CANCEL or
CORRECT to delete the dead characters and retype.

2. Type the letter “0”. The letter with its accent 6 now appears in the text area.
NOTES:
« With some combinations of accents and base characters (such as Y and /), the
base character appears alone and in reversed color in the text area. When you

subsequently move the cursor to the base character (press <« at this point, for
example), the accent re-appears next to the DEAD indicator.

» To delete an accented character, proceed as you would for a normal character
(press BACKSPACE or CORRECT).

Automatic Page Breaks

The word processor automatically breaks your text up into pages according to your
specifications. (See Vertical Layout on page 70.) The position of these automatic
page breaks is flexible and is re-adjusted for you by the word processor if you
modify the text.

You may also decide to force the word processor to start a new page at any point

by pressing CODE + P BREAK. This inserts a symbol § in the text (and forces
any text beyond thal point to the next page).
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Revising Text — Basic Functions
Moving the Text Cursor

To make a revision, you must first go to that part of the document. A word processor
uses a fext cursor to indicate your current position in the document.

Moving One Position at a Time )
‘ PRES |

“— 1 -
EXPR NEXT S RELOC

The cursor keys <, —, T, and | move the text cursor one position in the direction
of the arrow on the keys.

NOTES:
« Pressing <~ and — does not move the cursor beyond the margins.

» Pressing — at the end of a line sends the cursor to the beginning of the next
line; pressing < then sends it back to the end of the previous line.

» If the cursor is at the top or bottom of the text area, T and { automatically
shift (“scroll”) the text up or down to show you more text unless you are at the
beginning or the end of the document.

One Line Up One Line Down

{
NEXT &

Text Area Text Area

T
PRE S
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Jumping Left and Right CBE] -
cJ
+ RELOC

The Express Backspace and Relocation functions take you to the beginning and
end of the current line of text, respectively.

?
D

NOTES:
* CODE + EXPR moves the cursor to the left margin. If you press CODE + M

REL. at the left margin, the cursor goes all the way to the left edge. When you
are in the middle of an indented paragraph (see Paragraph Indent on page 59),
it goes back to the temporary left margin.

« CODE + RELOC moves the cursor to the end of the current line but does not
jump past a symbol that signals the end of a paragraph ( | , d , and § ). If
you press CODE + M REL at the right margin position, the cursor goes all the

way lo the right edge.

Moving One Full Screen at a Time " T
PRES
+

Action Result
Press CODE + PRE S once. Moves the cursor to the top of your screen.
Press CODE + PRE S again. Moves the cursor to the previous screen.

Press CODE + NEXT S once. | Moves the cursor to the bottom of your screen.

Press CODE + NEXT S again. |Moves the cursor to the next screen.

NOTE:
o You cannot enter text in the last line at the bottom of the screen because it is

reserved for messages. If there is no more text because you are at the
beginning or end of your document, the screen window doss not scroll.

GOTO Page

The GOTO Page function moves the cursor immediately to the beginning of any
page of the document.
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t. Press CODE + G (GO TO). The word processor asks you to type in the number
of the page you wish to move the cursor tfo.

PAGE: ¥

2. Type the desired page number, then press RETURN to move the cursor to that
page.
NOTES:
« If you have entered an incorrect page number, press CORRECT, or stop the
operation with CANCEL.
¢ If you enter a page number that is higher than the number of the last page, the
cursor moves to the last page.

» Instead of typing a page number, press one of the cursor keys just after
pressing CODE + G (GO TO):

Press CODE + G Result
then press:

T Moves the cursor to the beginning of the current
page; moves to the beginning of the previous page
when the cursor is at the beginning of the current

page.

d Moves the cursor to the beginning of the next
page.

— Moves the cursor to the beginning of the
document.

- Moves the cursor to the end of the document.

Inserting Text

Pressing CODE + | (INSERT) switches the word processor between insert and
overwrite modes, and turns the INS indicator on and off accordingly.

In overwrite mode (indicator INS off), each character you type replaces the current
character. You type over the existing data and your new data replaces the old data.
(Overwrite is the “default”; that is, every time the power is turned ON, the word
processor starts in Overwrite.)
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In insert mode (indicator INS on), the characters you type appear in front of the
cursor; the rest of the line automatically moves to the right, and, if necessary, the
last word moves to the next line.

NOTE:

Since deleting unnecessary characters is usually easier than retyping
characters that have been delsted, it is a good idea to make sure that the word
processor is in the insert mode before you start revising.

Deleting Text

You can delete text in four different ways:

e Acharacter ata time

o Awordatatime

e Aline atatime

s A block at a time (see Deleting a Block on page 45.)

Whichever way you choose, the word processor automatically closes the gap and
reformats the text to fit the margins and the page length.

Deleting a Character

BACKSPACE

BS1

CORRECT

Press BACKSPACE or CORRECT to delete one character to the left of the cursor.

NOTE:

BACKSPACE and CORRECT also delete paragraph end symbols _|, ,.J ,
and ;k except when these symbols are located just before a format symbol E
or¥ or a centering symbol W .

Deleting a Word WORD OUT
LINE OUT
To delete a word, position the cursor on the space immediately following the word

and press WORD OUT. Pressing WORD OUT removes any portion of a word to the
left of the cursor, up to the previous blank space.

NOTE:

You can use this feature when you mistype a word, where deleting it and typing
it over would be faster than correcting it.
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Deleting a Line WORD ouT
LINE OUT

To delete a line, position the cursor anywhere after the last character of the line and
press CODE + LINE OUT. Pressing CODE + LINE OUT removes any portion of a
line to the left of the cursor, up to the beginning of the line.

Splitting and Joining Paragraphs
1. Press CODE + I (INSERT) if the INS indicator is off.

2. Position the cursor at the point you want to split and press RETURN to inserta
-} symbol.

3. Position the cursor at the beginning of the second paragraph, and press
BACKSPACE or CORRECT to delete the _| symbol of the first paragraph.

NOTE:
It is not possible to join two paragraphs that have two different formats (e.g.,
margin settings).
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Revising Text — Advanced Functions —
Block Operations

You can copy, delete, or move a block of text to another part of the document, or
copy it into a different file.

Copying a Block within the Document

STYLE RAMMAR1]  GRAMMAR2 SEARCH FORM  PAGE PRINT

£ COPY TO CLIPBOARD
% PASTE FROM CLIPBOA

1. Place the cursor on the first character of the block you want to copy.
2. Press MENU to display the menu.
3. Type B to select BLOCK.

4, Type C to select COPY.
s Short cut: Instead of (2), (3), and (4), press CODE + C.

Move cursor to block end. Press RETURN or to store CLIPBOARD press CODE+T.

5. Move the cursor to the end of the block to be copied. As you move the cursor,
the block is selected (reverse image). Move the cursor back toward the
beginning of the block to deselect. All key combinations used to move the te