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Getting Started with TASWORD

Learning to Use TASWORD

Tasword is designed to be easy to use. We suggest that you learn to use Tasword by
the following steps:

(1) Read ‘How Tasword Works’ on pages 5 to 8 of this manual;
(2) Load Tasword as described on page 9;

(3) Type in afew lines of text paying attention to the features described in the ‘How
Tasword Works’ section of this manual. Experiment with some of the control keys
— they are all described on pages 12 to 26;

(4) Load the Tasword Tutor text file following the procedure described on page 11;

(5) Take your time working through Tasword Tutor and experiment as much as you
like. Refer to the control key descriptions in the manual (pages 12 to 26) as you
work through Tasword Tutor;

(6) You will now be sulfficiently familiar with Tasword to use it to produce your own
text files. As you continue to use Tasword you will discover which of the facilities
are most useful to you and you will find that you remember the relevant control
keys. Don't forget that the help page is always there;

(7) Save Tasword, following the instructions on page 9, and use this cassette or
microdrive cartridge as your working copy. Keep the original as your back-up

copy.

The 3 sign

The 3 sign occurs frequently both in this manual and on the Tasword help page.

The 3 sign represents Extended Mode. Extended Mode is obtained by pressing the
EXTEND MODE key. The bottom line of the display flashes when Tasword is in
extended mode.

3 = EXTENDED MODE

The 3 sign is always used in conjunction with the symbol for some other key. The 3
sign means enter extended mode and then press the indicated key.

3 P means enter Extended Mode and then press the P key.
Note that references to symbols and keywords that require just SYMBOL SHIFT or
CAPS SHIFT to be held down while another key is pressed are made in terms of the

symbol or keyword. For example, STOP means hold SYMBOL SHIFT down and press
the A key.
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How TASWORD Works

The Text File

Tasword operates on a text file which contains whatever you type in from the
keyboard. This text file can be up to about sixty five thousand characters long. The
length of a line in the text file is normally 64 characters. This is the number of
characters that can be shown on one line of the screen. The length of a line can be
changed by resetting the margin positions. The maximum line length is 128 characters.

The Window

The screen is a ‘window’ which shows either 15 or 22 lines of the text file. Certain
‘Control Keys’ move the window up or down the text file. Moving the window is called
‘scrolling’. The window can also move sideways and will do this when the margins
have been set to give more than sixty-four characters per line.

The Cursor

The cursor is a flashing square or bar that indicates your current position in the text
file. The cursor can be moved using the arrow keys on the keyboard and by certain
other control key actions.

The Keyboard

Each time you press one of the letter or numeric keys the character corresponding
to that key appears on the screen at the cursor position. To type a capital letter hold
CAPS SHIFT down and press the required letter key.

Certain single characters are marked immediately above and to the right of the main
character on the key:

(@8N &' _<>"—+=:#7/)

To type one of these characters hold one of the SYMBOL SHIFT keys down while you
press the relevant key.

Some single characters are marked immediately above the raised ‘circular’ parts of
the keys:

[{1/}]

To type one of these characters you must enter Extended Mode (see page 4) and then
hold SYMBOL SHIFT down while pressing the relevant key.

On some of the letter keys the marking immediately above the main letter is a word
or a double character (TO, THEN, <> etc.) These are Tasword ‘Control Keys’.
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Auto Repeat

If pressure is kept on any key then after a slight delay the key action is repeated. This
applies to both character keys and most control keys.

The Control Keys

ATasword control key is a key which does not type a letter when pressed but instead
manipulates the text file in some way. For example, the arrow keys move the cursor.
Another useful control key is the EDIT key which displays the help page on the screen.
The help page gives a brief description of the main control key actions and is

reproduced below.

d 1 startof text

4| endoftext

d« startofline

d— end ofline

4Q word left

MARGINS

JA setleft margin

dS clear margins

dD setright margin
SEARCH

AR replace/find text

FORMATTING

<= move text left

<> centre text

>= move textright

4] rejustify para(EH)

dK rejustline (un=EL)
PRINTER

4 TRUEVID FF

47 putheader

16 getheader

18 putfooter

15 getfooter

THE HELP PAGE

CURSOR MOVEMENT
THEN scroll up
TO scrolldown
4G fastscrollup
dF fastscroll down
4E wordright

4% start of paragraph
d( end of paragraph
4& next page

4’ start of page

d* startof screen

DELETE/INSERT

AT delete under

OR delete word

dDEL delline(un=3_)

3 ) delete paragraph

AND insert line/char
BLOCK COMMANDS

4B mark start

4V mark end

4 M move block

4N copyblock(3Z)

4 C delete block

SWITCHES

41 insert on/off

3 O auto insert on/off

dP paging on/off

4T change window size

4 U word-wrap on/off

DELETE delete 1.

IX clear text

JC delete block

q1 insert on/off

40 auto on/off
TAB COMMANDS

STEP tabright

NOT tab left

4+ set,d— clear

417 clearall

4= resettabs

dY rightjustify on/off
STOP save/load/print
42 2nd character set
GRAPH printer control
I> & I< change case

A full description of the action of each of the Tasword control keys is given on pages

12 to 26.
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When the help page is showing press EDIT again to view the part of the help page
which describes the Printer Control Characters and the Second Character Set. The
use of Printer Control Characters is described on pages 25 and 33. The second
character set is described on pages 25 and 34.

When the help page is showing press ENTER to go back to where you were in the text
file.

Word Wrapping

Unless overridden by the 3 U command key (see page 16) Tasword word-wraps
automatically at the end of each line. This means that if your last word on a line does
not fit onto the line then the whole word is transferred to the beginning of the next
line. The only time you will normally use the ENTER key when typing in text is when
you want to start a new paragraph. You will soon find that when you are typing in text
you will only occasionally look at the screen — Tasword keeps the text neat and
leaves you free to concentrate on the keyboard.

Justification

As well as word-wrapping when a word overflows the end of a line Tasword
automatically justifies the line that has just been finished. The words in the line are
spaced out by inserting spaces between them so that the text spreads across the
screen. This gives the text a neat appearance with no jagged margin on the right hand
side.

The automatic justification can be turned off using the 3Y command key (page 16).
This results in the typed text having a ‘ragged right’ appearance that may be, according
to personal preference, more appropriate for the task in hand.

It is straightforward to change text that has already been typed from right justified to
ragged-right or vice versa. Simply use the 3Y command key to turn right justification
on or off and then use the 3J command key (page 15) to rejustify the desired para-
graphs.

Tall Cursor

When you type the last character in a line Tasword moves the cursor to the beginning
of the next line. The cursor becomes taller. If you type a character when the cursor is
tall Tasword will assume that the character is part of the last word on the previous
line and word-wrap. If the word on the previous line is finished you must type a space
— as you would have done anyway if you had not looked at the screen — before
typing the next word.

If the last character on a line is a punctuation mark or a hyphen Tasword will not
word-wrap when you begin the next line even if you type a character when the cursor
is tall. It will ignore the first two spaces that you type so that you do not indent a line
accidentally.
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Good Typing Practice

Help Tasword help you by following the two simple rules of good typing practice:

(1) Always type at least one space after the full stop at the end of a sentence or after
any other punctuation mark;

(2) Always begin a new paragraph by indenting (typing spaces at the beginning of)
the first line or by leaving a blank line between paragraphs, or by doing both.

The Reference Sections

The remainder of this manual is for reference. You do not have to read it all before you
can begin to use the program. The most commonly utilised facilities in the program
are readily used by referring to the help page and using on-screen prompts at various

points.

Five main parts follow. The first is concerned with loading and running the program
and saving and loading the text files you create to and from microdrive or tape. The
second part describes all the command key actions, grouped by type. Printing, and
the format of printed text files, is described in the third part. The following part of the
manual describes the data merge facility. The fifth part describes how you can
customise the program to suit your own applications and personal preferences.
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Loading and Running TASWORD

To load Tasword insert the cassette into the tape recorder and connect the ear socket
on the tape recorder with the ear socket on the Spectrum 128 with the lead provided.
Choose the 128 Basic option and then type LOAD “ ” and then press play on the tape
recorder.

Tasword starts running when loaded. You will see the cursor flashing at the beginning
of an empty text file and the line number and other information at the bottom of the
screen. You can now type in text or load a previously created text file from microdrive
or tape (see page 10).

To load Tasword Tutor follow the instructions on page 11.

If you have gone into Basic then to continue running Tasword type RUN and press
ENTER.

Saving Tasword
PLEASE NOTE: The facility to save Tasword has been included to allow you, the
purchaser, to make back-up copies and to save your customised versions of
Tasword. Passing copies of Tasword to a third party is a breach of copyright.
To make a back-up or customised copy of the Tasword program press the STOP
command key while Tasword is running. A list of options will appear on the screen as
shown on page 26. Press T to save the Tasword program and ENTER to confirm your
choice. Then follow the instructions that appear on the screen.
If the current drive number is 0 then Tasword will be saved on to tape, otherwise it
will be saved onto microdrive.

When the save is complete the program will return to the main menu shown on page 26.

The Program Cassette
The Tasword 128 program cassette contains the following files:

run TEXT3 MF
TASCODE TEXT4 ™
TUTOR TEXT5 T2T3
TEXT1 MERGE T2T3CODE
TEXT2 PRINT README

The files called run and TASCODE are the Tasword 128 program files. These are the
files that will be copied to another cartridge or cassette when you make a back-up or
customised copy of the program using the ‘save Tasword’ option from the main menu.
TUTOR is the Tasword 128 Tutor text file. The files MERGE, PRINT, and all the files
beginning with the letters TEXT are example files that you can use when working
through the tutorial sessions in this manual. The file T2T3 is a program, described in
Appendix 5, which can be used to convert Tasword Two text files into Tasword 128
format. MF is a Masterfile Basic program for Masterfile owners whose use is described
in Appendix 6.

The file called README, if present, contains additional information about the
program which supplements this manual. Please load and read this file if you have
any queries concerning the use of the program.
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Saving and Loading Text Files

Saving

You can save the text you have typed onto a cassette or a microdrive cartridge as a
‘text file'. Press the STOP control key while Tasword is running and the list of options
shown on page 26 will appear on the screen. Choose the ‘Save text file' option by
pressing the S key and then ENTER to confirm your choice. If you are saving to micro-
drive then Tasword will catalogue the current drive. This auto-cataloguing is optional
and can be turned off in the customise program option (see page 56). Tasword will
then ask you to type in a name for the text file. Type in a name of your choice and press
ENTER.

When the save is complete the main menu shown on page 26 will reappear on the
screen. Press R if you wish to return to the text file.

Loading
LOADING ATEXT FILE WILL CLEAR ALL THE TEXT
THAT IS CURRENTLY IN THE TASWORD TEXT FILE.

To load a text file from cartridge use the STOP control key to obtain the main menu
as shown on page 26.Then press the L key to select the ‘Load text file’ option. If using
microdrive, Tasword will catalogue the current drive. Tasword will then ask you to
type the name of the text file that you wish to load. Type a name and press ENTER.
The text file will appear on the screen as soon as it has loaded.

Merging

Merging is loading a text file and putting it in the Tasword text file after any text that
is already there. To do this use the STOP control key and then press the M key to
select the ‘Merge text file’ option. Tasword will then prompt you to follow the same
procedure as described in ‘loading’ above.

Erasing

A file can be erased from a microdrive cartridge by selecting the Joption from the
main menu shown on page 26. The Spectrum 128 can sometimes corrupt other files
on a cartridge when a file is erased and you are therefore recommended not to erase
files from a cartridge which contains files which you want to keep and which you have
not saved onto another cartridge.
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Changing Drives

The ‘current drive' is the microdrive that Tasword is using to save and load your text
files. The current drive can be 0 which specifies that all save and load operations will
use the cassette. The current drive is the drive that Tasword will catalogue whenever
you select load, save, or merge from the main menu (unless this has been suppressed
or the current drive is 0). The current drive number is always shown at the bottom
right hand corner of the main menu. To change the current drive whenever Tasword
has prompted you to type a filename just press one of the number keys 0 to 8.

The current drive can also be changed when the main menu is showing by pressing
one of the keys 1 to 8 or key 0 for cassette.

Text File Names

Text file names may be up to ten characters and can be made up of both letters and
numbers although they must always begin with a letter and not a number character.

The case of letters is significant so that, for example, a text file called ‘text’ is different
from a file called ‘TEXT".

TASWORD 128 Tutor

Tasword 128 Tutor is a text file which helps you familiarise yourself with the use of the
control keys.

The Tutor is recorded on the Tasword 128 program cassette. Load Tasword as
described on page 9. You will see the flashing square, the cursor, near the top of a
mainly empty screen. Follow the normal procedure for loading a text file by taking the
following steps:

(1) Press the normal mode STOP control key (SYMBOL SHIFTA). The list of options
will appear on the screen (this is the main menu);

(2) Select the ‘Load text file’ option by pressing the L key;
(3) Press ENTER as prompted by Tasword to confirm your choice;
(4) Tasword will catalogue the program cartridge and then ask you for the text file
name. Type:
TUTOR
and press ENTER

Tasword 128 Tutor will appear on the screen as soon as it has loaded.

The BREAK Key

The BREAK key can be pressed at any time to abandon a microdrive operation and
return to the main menu.
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The Control Keys

The 3 sign indicates that Extended Mode must be entered before pressing the
relevant key. This is done by pressing the EXTEND MODE key.

Help Commands

EDIT show help page

The first part of the help page is displayed when the EDIT key is pressed. When the
help page is on the screen press ENTER to return to the text file or EDIT again to
display the second part of the help page.

3 1 help on/off

Help is on when part of the help page is shown at the top of the screen. Help is off
when no help information is shown at the top of the screen. The 31 control key is
used to turn help on and off.

TRUE VIDEO scroll up help

If help is on then this control key replaces the segment of help page shown on the
screen with the segment immediately above it in the full help page.

INV VIDEO scroll down help

When help is on this command key replaces the segment of the help page shown on
the screen with the segment immediately below it in the full help page.

33 get help

This control key is normally inhibited but can be enabled through the ‘Change
program’ option described on pages 55-57. When 3 3 is enabled and pressed the
printer control characters and second character set part of the help page are copied
into the first 12 lines of the text file (overwriting any text that is there).

34 put help

This control key is also enabled via the ‘Customise program’ option. It puts the top
twelve lines of the text file into the printer control character and second character set
area of the help page. 34 disables 33 and 3 4 to prevent accidental overwriting of
text and/or the help page. See page 57 for a further description of the 33 and 3 4
commands.
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Cursor Movement

ENTER

This key moves the cursor to the left margin at the beginning of the next line. If insert
mode is ON (see page 18) a new line is also inserted.

ARROWS move cursor

The arrow keys are used to move the cursor to any required position on the screen.
Keeping an arrow key depressed causes auto-repeat to be implemented and this is a
useful way of moving the cursor quickly towards some desired position on the screen.

The left arrow key may be used to move the cursor to the left of the left margin if the
left margin is set to some other position than column one. The right arrow can move
the cursor to the right of the right margin if the latter is set to less than column 128.

3 1 start of text file
This command key is used to jump back to the beginning of the text file.

3 | end of text
When this key is pressed Tasword finds and displays the end of the text file.

3 « start of line

This command key moves the cursor to the start of the current line. This is the left
margin setting.

3 - end of line

This command key moves the cursor to the end of the current line. This is taken to
be the right margin setting.

This command, and the 3 — command described above, are particularly useful when
reviewing text that has been typed with more than eighty characters per line.

TO scroll down
The TO command scrolls the display down one line of the text file.

THEN scroll up
This command scrolls the display up one line of the text file.
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Cursor Movement (continued)

3 F fast scroll down

The 3F command forces Tasword to scroll down one screenful of lines. This is a scroll
of either 15 or 22 lines depending on whether help is on or off. This is a useful way of
scrolling quickly through your text.

3 G fast scroll up
Tasword scrolls up a screenful of lines (15 or 22) when this key is pressed.

3 E word right

This key moves the cursor to the beginning of the next word to the right. If there is
no word to the right of the cursor then it moves to the beginning of the next line.

3Q word left
This key moves the cursor to the end of the next word to the left of the cursor.

3 % start of paragraph
This control key moves the cursor to the start of the paragraph that the cursor is in.

3 ( end of paragraph
This control key moves the cursor to the end of the paragraph containing the cursor.

3 & next page

The next page in this context is the start of the next page when the text file is printed.
The start of each page is shown by the page break display which is turned on and off
by the 3P command described on page 23.The 3 & control key moves the cursor to
the beginning of the next page.

3 ' start of page
This control key moves the cursor to the beginning of the current page as shown by

the page break display (if on). If the cursor is already at the beginning of a page then
it is moved to the beginning of the previous page.

3 * start of screen
This control key moves the cursor to the top left hand corner of the screen.
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Formatting Commands

<= move text left

This moves the text under and left of the cursor left one character position. There is
no effect if there is already a character at the left margin. Text within margins is not
affected by this command and if the cursor is inside a margin no text is moved.

<> centre line

This key centres the text on the line containing the cursor between the margins. It is
useful for headings. Test inside margins is not moved and there is no action if the
cursor is inside a margin.

>= move text right

This key moves the text under and to the right of the cursor right one character pos-
ition. There is no action if there is a character on the right margin. Text inside margins
is not moved and there is no action if the cursor is inside a margin.

3 J rejustify paragraph
This key reforms the text from the line containing the cursor to the end of the
paragraph. The end of the paragraph is detected by the occurrence of a blank or an
indented line. The 3 J key is very useful for tidying up text in which you have made
insertions and deletions.

Only the text within the margins is reformed and the reforming is to the current
margin positions. To reform a paragraph to new margin positions use the hard
rejustify command 3 H.

The 3J command will right justify the text if Right Justify is on and will leave the text
‘ragged right’ if Right Justify is off. The 3J command can therefore be used to change
the format of a paragraph from right justified to ragged right and vice versa.

3K justify line
The line that the cursor is on is right justified by this key.

3 L unjustify line

The line that the cursor is on is unjustified by deleting any surplus spaces between
words.
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Formatting Commands (continued)

3 H hard rejustify

The hard rejustify command reforms the entire paragraph containing the cursor to
the current margin positions. The hard rejustify command is useful for reforming
paragraphs after the margin settings have been changed. The paragraph is forced to
lie within the new margin positions.

During hard rejustification all text both inside the new and old margin settings is
considered to be part of the current paragraph. Annotations within margins will be
incorporated into the new paragraph and therefore should be deleted before hard
rejustification.

Hard rejustification only detects the start and end of the current paragraph by the
occurrence of blank lines. Ensure that there is a blank line at both the start and the
end of a paragraph before executing the hard rejustify command.

Y Right Justify On/Off

This command key turns the automatic right justification Off or On.The ‘R/J' message
at the bottom of the screen tells you the current status. Justification is described on
page 7.When justification is On the text typed will be reformed at the end of each line
to the right margin (as in most of this manual). When right justification is Off the text
has the ‘ragged right’ appearance of this paragraph.

3 U Word Wrap On/Off

This command is used to turn the automatic word-wrap Off or On. The ‘W/W’
message at the bottom of the screen indicates whether the word-wrap is On or Off.
Word-wrapping is described on page 7.
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Delete Commands

DELETE delete character to left of cursor

The DELETE key deletes the character to the left of the cursor and moves the
remainder of the line left one character position. Note that characters which are mis-
typed can be typed over once the cursor has been moved to the correct position and
you do not have to use the DELETE key to do. this. The delete key is useful for
correcting mistakes as they are made and for removing unwanted characters.

AT delete character under cursor

This control key is similar to the DELETE key described above except that it is the
character under the cursor that is deleted.

OR delete word

The OR key deletes the entire word over which the cursor is positioned. The
remainder of the line is moved left to fill the gap created by the deletion of the word.

3 DELETE delete line
This key deletes the line that the cursor is on. All subsequent lines are moved up.

3 __undelete line

Tasword remembers the most recent line to have been deleted. The 3 __ control key
recovers the most recently deleted line and inserts it into the text above the line that
the cursor is on.

3 ) delete paragraph
This control key deletes the entire paragraph that the cursor is in. Tasword asks for
confirmation before deleting the paragraph.

3 X clear text file

All text is removed from the text file when this key is pressed. The header and the
footer (see p. 24) are also cleared. To prevent accidental erasure Tasword asks for
confirmation when this key is pressed.

3 C delete block

This command deletes a marked block of text after asking for confirmation. The block
commands are described on page 21.
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Insertion Commands

AND insert line or character
This key is used to insert new lines, words, and characters into the text file.

To insert a blank line position the cursor at the beginning of the line following the line
to be inserted. Press AND to insert the new line. (New lines are inserted
automatically when insert mode is turned on — see 3| below).

To insert additional words between existing words position the cursor on the space
between the words. Pressing AND then throws the words to the right of the cursor on
to a new line. The additional text can then be typed in. Use AND again to create
additional blank lines to type on as required or turn insert mode on (see below).

To insert a character into the middle of a word position the cursor over the character
to the right of the required position. When AND is pressed the line is unjustified (see
page 15 for the meaning of this) and a space is created for the new character to be
typed. If the line cannot be unjustified then a new line will be created as described in
the previous paragraph.

These insertion procedures will usually destroy the justification of the paragraph.
The justification can be recovered using the 3 J key (see page 15).

3 linsert mode On/Off

When insert mode is turned On Tasword creates a new blank line for you to type on
whenever a line of text is completed or ENTER is pressed. Turning insert mode On is
useful when you want to type some lines of text in the middle of some existing text.
The ‘Insert’ message at the bottom of the screen shows the current state of the insert
mode.

3 O auto-insert mode On/Off

When auto-insert mode is on the current paragraph is continually rejustified while
the text is being typed. Each letter that is typed is inserted into the text immediately
before the current cursor position.

Auto-insert mode is useful for inserting a word or group of words into the middle of
some existing text. If more than a few words are to be inserted then the normal insert
mode described above should be used as the computer keyboard buffer can become
full, resulting in typed characters being lost.
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Margin Commands

J A set left margin

When this key is pressed the left margin is set to immediately before the current
cursor position. The margin setting is indicated by a line instead of the dotted bar on
the penultimate line of the screen. The use of margins is described below. The left
arrow may be used to move the cursor into the left margin either to type text or to
reset the margin.

Tasword loads with the left margin set to column 1. This default may be changed by
the ‘Change Program’ option (pages 55-57).

3 S clear margins
This key resets the margins to the default positions.

3D set right margin

This key sets the right margin to immediately after the cursor position. The margin
position is indicated by a line instead of a dotted bar near the bottom of the screen.

The maximum right margin position is at column 128. Tasword loads with the right
margin set at column 64. This default setting may be changed by the ‘Customise
Program’ option described on pages 55-57.

When margins are set the text that is typed will normally be put only between the two
margins. Word-wrap and justification take place as though the margin positions
represent the edges of the screen.

Margins are useful for automatically indenting part of your text. Paragraphs can be
highlighted by having different margin settings, or a list of paragraphs can be typed
and numbering and other annotations can be put within the margins.

The cursor moving arrows can be used to move the cursor into the margins to set
new margin positions or to type text within a margin. The <=, <>, and >= text
moving and centering commands do not affect the text inside the margins and do not
work at all when the cursor is within a margin. The AND text insertion command does
not operate inside margins except when the cursor is in column 1. The 3J command
rejustifies just the text that is between the left and right margin. The 3H hard rejustify
command may be used to reform paragraphs to new margin settings.

The find and find and replace commands only search within the margins. The
automatic paragraph rejustification that takes place on text replacement may modify
the format of text that has been typed with different margin settings and should be
used with care if you have typed parts of your text with different margin settings.
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The Search Command

3 R replace or find text

This facility allows you to find the next occurrence of a given word or to replace all
the following occurrences of a given word with another word or group of words. The
implementation of this command key is from the current cursor position. (To find or
replace from the beginning of the text use the 31 command key first to get to the
start of the text.)

When the 3R key is pressed Tasword asks you to type the word to be replaced or
found. You must type a single word — Tasword will not accept your input if you
include spaces.

Press ENTER after you have typed the word that is to be replaced or found and
Tasword will ask if case is to be ignored. If you specify that case is to be ignored then
Tasword will treat capital and lower case letters as being the same when it searches
through the text file.

Tasword will then ask you for the text that the word is to be replaced with. Just press
ENTER to find the next occurrence of the word you typed. To replace the following
occurrences of the word that you specified type the replacement text and press
ENTER. The replacement text can include spaces but must be no longer than the
smaller of the space between the current margin settings or 63 characters.

If you enter some replacement text then Tasword will ask if the find and replace
should be ‘selective’ or ‘all’. If you specify ‘all’ then Tasword will replace every
occurrence of the given word with the new text. If you specify ‘selective’ then Tasword
will, on finding each occurrence of the specified word, show the text containing the
word on the screen and give you the option of replacing or not replacing the word.

Tasword will reform each paragraph in which it replaces text according to whether
right justification is on or off and to the current margin settings. Use this command
with care if you have used different margin settings for different parts of your text.

You can escape from a find or find and replace operation at any time by pressing the
EDIT key.
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Block Commands

3 B mark beginning of block

Blocks of text may be moved or copied from one part of the text file to another. The
beginning and end of the block of text must be ‘marked’ before it can be moved or
copied. The 3B key is used to tell Tasword that the line of text that the cursor is in is
the first line of a block. Tasword will mark the beginning of the block by inserting an
inverse-open-square-bracket character above the first line of your block.

There is a short delay when this key is used while Tasword checks that there is not
already a Beginning of Block Marker in the text file. You cannot have more than one
Beginning of Block Marker in the text file at any one time.

To delete a block marker move the cursor to the line containing the marker and use
the IDELETE command key to delete the line.

3 V mark end of block

This key is used to mark the line that the cursor is on as the last line of a block of text.
Tasword marks the end of the block by inserting an inverse-close-square-bracket
symbol on the line below the line containing the cursor. There is a delay while
Tasword checks that there is not already an end of block marker in the text file.

Use the line delete command 3 DELETE to delete a block marker.

3 M move block of text

Ablock of text that has been marked is moved to a new position when the 3M key is
pressed. The text is moved to new lines that are created above the line containing the
cursor when IM is pressed.

3 N copy block of text

The action of this command key is identical to the move block 3 M key described
above except that the block of text is copied to a new position rather than moved.

3 Z paste block of text

The 3Z paste block control key has the same action as the 3N copy block command
except that the block markers defining the original block are not deleted. This allows
ablock to be repetitively copied or ‘pasted’ into different positions in the text without
having to reset the block markers.

3 C delete block of text
A marked block of text is deleted when the 3 C control key is pressed provided that
the cursor is not inside the marked block.

The screen clears during a block move or copy operation. The maximum size of block
that can be moved or copied is about six thousand characters. If a block operation
cannot be completed because the marked block is too large then some character
positions will change colour on the cleared screen before the text is re-displayed.
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Tab Commands

STEP move cursor right to tab stop

This control key moves the cursor right along the line to the next tab stop position.
The tab stop positions are marked on the last but one line of the display.

NOT move the cursor left to tab stop

This control key moves the cursor left to the tab stop immediately before the current
cursor position.

3 + set tab
The 3 + command creates an additional tab stop at the current cursor position.

3 — clear tab

The E — control key removes the tab stop that is at the current cursor position. There
is no effect if there is not a tab stop at the current position.

3 = reset tabs

This command key resets all the tab stops to their default positions of every tenth
column.

3 1 clear tabs

The 3 1 command removes all the tab positions that are currently set. Note that the
up arrow for this control key is SYMBOL SHIFT H and NOT the cursor arrow.

When Tasword is saved the current tab settings are saved as the default tab settings.

If you wish to have a customised copy of Tasword which loads with a particular set
of tab stops then save Tasword with the tabs set as required.
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Printer Commands

3P page break display On/Off

The 3 P command is used to switch the page break display between On al}d Off. The
current status is shown by the ‘Pg/Bk’ message in the bottom line of the display.

When the page break display is On a dashed line appears across the screen to show
the page breaks. This shows where one page will end and the next page will begin
when the text file is printed.

See pages 31 to 32 for a description of the formatting of printed output.

3 TRUE VID force form feed

The 3 TRUE VID control key combination is used to type the inverse-F ‘force form
feed’ character. This is a special printer control character that forces a form feed on
printing.

When the text file is printed the printer will perform a form feed after printing a line
containing the inverse F character.

If this printer control character is used then subsequent page breaks will not occur
at the positions shown by the on-screen page break display. (See page 32).

JINV VID tasprint character

This control key is used to type the special Tasprint control character. The use of
Tasprint with Tasword 128 is described in Appendix 4.

3 7 put top line into header

On printing the text file a header and a footer can optionally be printed at the top and
bottom of each page (see pages 28-30). A header is created by typing it on line one of
the text file and then pressing the 3 7 command key. Subsequent use of the 37
command key will put whatever is in line one of the text file into the header, over-
writing any existing header.
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Printer Commands (continued)

3 6 get header
The 3 6 control key gets the header from memory and inserts it into line one of the
text file. The header may be edited and put back using the 3 7 command.

38 put top line into footer

Afooter for printing is defined by typing it on line one of the text file and then pressing
this control key.

35 get footer

This command gets a copy of the footer from memory and inserts it into line one of
the text file.

Both the header and the footer are saved onto the cartridge whenever a text file is

saved. If not being used as such then they are useful for storing any short notes or
comments concerning your text.
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Special Characters

GRAPH printer control characters

The GRAPH command allows you to type the printer control characters whose use
is described on page 33. The printer control characters appear on the screen as
graphics symbols.

When GRAPH is pressed a message appears at the bottom of the screen to remind
you that you are in GRAPHICS mode. This indicates that the next number key or letter
key in the range A to P will give a printer control character. If help is on (page 12) then
the help display will change to show a list of the printer control characters and their
functions. Press the required key to obtain a printer control character. Just press
GRAPH again if you do not wish to type a printer control character.

3 22nd character set

Tasword 128 contains an additional character set consisting of many additional and
foreign language characters. When 32 is pressed the cursor becomes an outline
cross, and if help is on (page 12), then the help display changes to show the list of the
second character set and the characters that will be obtained by pressing particular
keys. Press the required key or just press ENTER to return to the normal cursor.

3 > Capitals to lower case

If there is a capital letter at the current position then this command replaces it with
the equivalent lower case letter. This command, in conjunction with auto-repeat, is
useful if a section of text has inadvertently been typed with CAPS LOCK (see below)
set.

3 < lower case to Capitals
This command replaces a lower case letter at the current cursor position with the
equivalent capital letter.

CAPS LOCK

The CAPS LOCK key toggles capitals lock on and off. When capitals lock is on
pressing a letter key types a capital letter. The bottom line of the display changes to
capitals to show that capitals lock is on.
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Other Control Keys

STOP save/load/merge/print text

This control key is usually used to save, load, and print text files. The following list of
options is displayed when STOP is pressed. (The numbers in brackets refer to the
page number in this manual on which each option is described.)

Print text file P (p.27)
print with Data merge D (p.37)
Save text file S (p. 10)
Load text file L (p. 10)
Merge text file M (p. 10)
Return to text file R (p. 26)
Customise program C (p. 50)
save Tasword T P9
Erase file from M/D E (p.10)
into Basic B (p- 26)

Pressing R will take you back to the text file. Pressing B to go into Basic allows you
to do other tasks while still holding Tasword in memory. To leave Basic and re-enter
Tasword type RUN and press ENTER.

WHEN USING TASWORD 128 ITIS ESSENTIAL THATYOU DO NOT USE ANY OF THE 128
BASIC COMMANDS:

CAT! VERIFY!
LOAD! MERGE!
SAVE!

When the main menu, reproduced above, is displayed on the screen a word count,
character count and line count is also displayed. The free space count is usually an
over estimate as Tasword compacts the text file before showing the main menu in
order to create workspace. In practice the end of the text file can be reached when
the free character count shows less than about two thousand characters.

The current drive number is shown at the bottom right hand corner of the main
menu. When the main menu is showing you can change the current drive number by
pressing one of the keys 1 to 8 or key 0 for cassette.

3T change window size

This control key is used to open or close a 32 character wide window on the text file.
When the window is closed the screen shows 64 Tasword characters on each line.
With the window open the screen shows a 32 character wide part of the text file with
the characters shown at normal Spectrum 128 size.
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Printing Text

To print part or all of a text file use the STOP control key to obtain the main menu
shown on page 26. Select the ‘Print text file’ option by pressing P and confirm your
choice by pressing ENTER. The print menu will appear on the screen and is
reproduced below:

start at line (1)

finish at line (last)

number of copies (1)

line spacing (1)

continuous or single sheet (C) C/S

FF at page breaks (N) Y/N

print header (N) YN

print footer (N) Y/N

print page numbers (N) Y/N
at top or bottom (T) T/B
at middle/sides (M) M/S
start page number (1)

left print margin (0)

FF after printing (N) Y/N

press ENTER for default settings
OR to start again
AT at any time to print
EDIT to return to menu

With this menu showing on the screen just press AT to print your text file.

Tasword 128 has a comprehensive set of print options. The first time user is
recommended to by-pass these options by just pressing the AT key to print the text
file. A description of the print options is given on pages 28-30.

Many of the above print options depend on a pre-defined page layout. See page 32 for
a description of page layouts and page 51 for the instructions for defining your own
page layout.

Printer Terminology
A form feed is a special code that is sent to the printer. The printer interprets it as
an instruction to move the paper to the beginning of the next page.

The form length is the number of lines of the text file printed on each page of paper.
In this manual the form length does not include the additional lines printed on each
page as a result of the printing of page numbers and footers and headers.
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The Print Options

The print menu shown on page 27 consists of a number of options. There is a def:_ault
answer to each option which is shown in brackets. If any option is answered by just
pressing ENTER then the default answer is selected. If AT is pressed, in order to jump
the remaining options and begin printing, then the default answers are selected for

the remaining options.

If a non-default answer is given to any of the options after the first two then these
answers become the default options for subsequent print commands while Tasword
remains in the computer. Furthermore, if Tasword is saved (page 9) then the current
default options are saved as the new default print options. In this way you can create
a customised copy of Tasword that has as default the print options that you use most
often. (See also program customisation on pages 50-57.)

Start at Line

Enter the line number of the line in your text file that you wish the printing to start
at. The default is line 1.

Finish at Line

Enter the line number that is to be the last line to be printed. The default is the last
line of the text file containing text.

Number of Copies

Enter the number of copies of the text file that you wish to be printed. If you are
printing more than one copy and you want each copy to begin on a separate sheet
then either enter Y to respond to the ‘form feed after printing’ question below (page
30) or type the inverse-F printer control character (pages 23 and 32) into the last line
of your text file.

Line Spacing

Enter 2 for double line spacing and three for triple line spacing and so on. If you print
out text with a line spacing greater than one and you require form feed at page breaks
then you will have to redefine the form length (the number of text lines on the page)
as the program counts the number of lines of text printed and not the intervening
blank lines.
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Continuous/Single
If you are using continuous (i.e. fan fold) stationery then respond by pressing C. Press
S if you are printing onto single sheets.

If you specify single sheet then the program will perform an automatic form feed at
each page break and then halt. A message on the screen invites you to feed the next
sheet of paper into the printer and to press a key to continue printing.

If you have an automatic paper feed mechanism on your printer then you can specify
C for continuous sheets.

FF (Form Feed) at Page Breaks

This question is asked if continuous stationery is specified in the above option. If you
specify that you do want a form feed at the page breaks then after printing out a
number of lines equal to the form length (page 27) on each page the program will
force the printer to do a form feed so that no printing is performed on or near the
perforations between the sheets.

If you specify no form feeds at page breaks then the following questions concerning
headers, footers, and page numbers are irrelevant and the next option becomes the
‘left margin on printing’ option.

Print Header
A header is a line of text that can be printed at the top of every page. To define a
header use the 37 option described on page 23.

Pressing Y for yes in response to this option will cause the header to be printed at the
top of each page.

Print Footer
Afooter is a line of text that can be printed at the bottom of every page. A footer is
defined using the 38 option described on page 24.

Responding Y to this option will cause the footer to be printed at the bottom of each
page.

Print Page Numbers
Respond Y for yes to this option if you require a page number to be printed on each
page.

The next three options are only appropriate if you specify that you do require page
numbers printing.
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At Top or Bottom

Use this option to choose whether the page numbers should be printed at the top or
the bottom of the printed page. The page numbers are printed above the header or
below the footer.

At Middle/Sides

You can choose to have page numbers printed either in the middle of the page or at
the sides. ‘Middle’ and ‘sides’ in this context refer to the margin positions as set in the
text file when the STOP command was used to leave the text file.

If you specify that page numbers should be printed at the sides then odd numbers will
be printed at the right hand side of the page and even numbers will be printed at the
left hand side.

Start Page Number

Enter the number that you require the page numbering to start at. This is useful with
large documents which have to be stored on cartridge in separate parts.

Left Print Margin

This margin is separate and distinct from the left margin in the Tasword text file. A left
margin on printing is a number of spaces that are sent to the printer at the start of
every printed line.

You may, for example, type text that is to be printed on normal width A4 paper. Eighty
characters in a normal typeface will fill the width of the paper. In order to obtain a
margin at each side of the paper you could set the text file margins at columns 8 and
72 say. This is a perfectly valid approach but a better method, which saves some
memory, is to have the left margin at column 1, the right margin at column 64, and to
specify a left margin on printing of 8. A disadvantage of this second method is that if
you use different sized typefaces then the spaces that are sent to the printer for the
left margin may be of differing sizes and the left justification will be lost.

FF (Form Feed) after Printing

Answering Y for yes to this option gives a final form feed at the end of the printing.
The footer and page number are printed at the bottom of the page if selected.

Page 30 3 = EXTENDED MODE TASWORD 128



Formatting Output

This section describes how to format your printed output in terms of the layout of
each page and the number of lines to be printed on each page. The beginner is
recommended to follow the advice given on page 27, and by-pass the print options,
until familiar with the other features of the program.

Page Breaks

There are two reasons for utilising page breaks and Tasword has a facility which is
appropriate for each:

(1) When printing onto continuous stationery you may prefer that printing does not
take place in the region of the perforations. Similarly, when printing onto a single
sheet, you will not want to print to the very end (and beyond!) of each sheet.

(2) If your text is split into distinct parts you may wish each of the separate parts to
begin on a new page. This manual is an example of this type of document.

If your text is a continuous document it may be that (1) above is the main considera-
tion and you can use the automatic page break facility. If, on the other hand, your
main requirement is that of (2) above, then you will want to force form feeds by typing
a special printer control character into your text at the relevant places.

Each of the two ways of obtaining page breaks is described below. It is unwise to try
to use both methods in the same document.

(1) Automatic Page Breaks

The print menu (reproduced on page 27) contains a ‘FF (form feed) at page breaks’
option. If you respond Y for yes to this option, or if you have already specified that
you are using single sheet, then every time the printer has printed out a number of
lines equal to the form length a form feed will be performed.

For example, if the form length is fifty lines, the printer will perform a form feed after
printing every fifty lines of the text file.

If you have specified that the footer should be printed, then this will be done before
the form feed. The same applies to page numbers that are to be printed at the bottom
of the page.

If the page break display is turned on (3P, see page 23), then a dotted line across the
text shows where each page break will occur.
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(2) Forced Form Feeds

An alternative to relying on the automatic page breaks described in (1) above is to
use forced form feeds. A forced form feed is obtained by typing the inverse-F printer
control character into your text.

Printer control characters are obtained by pressing GRAPHICS and then pressing the
appropriate number or letter key as described on page 25.

When the text file is printed the printer will perform a form feed after printing any line
containing the inverse-F character.

Automatic page breaks will still take place at form-length intervals after a forced form
feed but these automatic page breaks will not occur at the positions indicated by the
on-screen page break display. It is therefore wise, if you are using forced form feeds,
not to rely on subsequent automatic page breaks, but instead to continue to use the
inverse-F character to obtain form feeds at the desired places in your text.

Page Layout

The layout of each page of printed text is as follows:

(1) The page number, if specified, and if specified to be printed at the top of the page,
is first printed. The printer moves down two lines after printing the top page
number;

(2) The header, if specified is printed. The header is a line of text that is printed at the
top of every page. The header is defined using the 37 command described on
page 23.The printer moves down three lines after printing a header,

(3) A number of lines of text are then printed. The number of lines of text that are
printed is the form length which is set to fifty lines by default;

(4) If the footer is to be printed the printer moves down three lines and prints the
footer;

(5) If the page numbers are being printed at the bottom of the page the printer moves
down two lines and prints the page number.

The number of lines of text on a page (the form length) and the number of lines

moved by the printer in each of the above are all user selectable via the ‘Customise
program’ option described on page 50.
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Printer Control Characters

Tasword 128 helps you make effective use of the capabilities of your printer by
providing thirty-two user definable printer control characters. The printer control
characters are graphics symbols. These graphics symbols are typed by first pressing
the GRAPHICS control key and then pressing the appropriate letter or number key.
When the GRAPHICS key is pressed a message near the bottom right hand corner of
the screen reminds you that the next key you press will give a graphics printer control
character.

Each printer control character has a sequence of up to five printer control codes
associated with it. The appropriate sequence is sent to the printer whenever Tasword
comes across a printer control character during printing.

You may, for example, define a printer control character to be the sequence of codes
that instructs your printer to print enlarged text (if your printer has this capability).
Then you can simply type this printer control character into your text and the text
following will be printed in the enlarged form.

Tasword 128 comes with the Spectrum 128 block graphics printer control characters
defined as shown on the help page (see page 6) for the Epson FX-80 printer. Many of
these codes are valid for other dot-matrix printers. On the help page there is a
Spectrum 128 block graphics character before and after each function. The character
before the function turns the function on, and the character after the function turns
it off. The ‘on’ characters are typed by holding CAPS SHIFT down and pressing the
relevant number key. The ‘off’ characters are typed by just pressing a number key.
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