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This is the opening display of LocoScript and it is essential to understand its purpose
and function.

® M I

LINE 1: The title of the display "Disc management”, The printer status “Printer idle”,
and The Drive being used "Using none”

LINE 2: THE FIRST LEVEL OF OPTIONS - To undertake a specific new process
Creating, Editing or Printing a document, or using the computer like a
typewriter. Press the appropriate key

LINE 3: THE SECOND LEVEL OF OPTIONS - Remain with this display but use the
disc management functions, e.g. press {3 to copy a document from one
drive to another
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4 used 1.e. LETTERS, SAMPLES, up to 8 groups. The documents in each group are

CONT, TEMPLATE listed in alphabetical order and, for each one,

shows the space used (on disc or in memory)

The screen can display only four groups at a time,

® — — 50 to see the others the cursor needs to be moved
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"4 hidden 86k " refers to the LocoScript programs
which are on the disc in Drive A and not
accessible to the user — hence the files

CU1
The two cursors 1nd1cate the document or group

are hidden

that can be processed by most of the commands
To have more disc space available you can listed in the second and third “Information Lines”
replace the disc in Drive A with a data disc (then at the top of the screen, other documents and

groups can be actioned by moving the cursor to
them

remember to press f1)
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LocoScript is a word processing system that has been designed side-by-side with
the Amstrad PCW8256/8512 word processor so that many useful facilities are
available at “the touch of a button”.

This STEP-BY-STEP GUIDE will assist first time users and become a quick
reference to many of the facilities available in LocoScript. Very few words are used
in the guide as the step-by-step approach will get you using the system quickly.

The guide does NOT REPLACE the LocoScript manual which should be used to
give a more complete picture of the functions and commands and, generally,
increase your knowledge and understanding of the system. Each section in the
guide gives appropriate references to the manual and these should be used.

A\ T

The RIGHT HAND pages have been designed to take you step by step through a
particular process or function.

The LEFT HAND (facing) pages contain hints, suggestions, warnings and
references. Use the left hand page after you have been through the steps on the
right hand one.

NOTE: The major section “ASSEMBLING THE SYSTEM"” sometimes uses the left
and right pages differently.

In this guide WHITE and GREEN KEYS are used to differentiate between those
that MUST be pressed and those that represent the sort of data that might be

entered.
D These keys MUST be pressed.

() These keys represent an example
. of the data you can enter.

Also, some keys have to be pressed together. Do this by holding down one key then
pressing the other.

Keys joined with a double line
must be pressed together.




Included with this guide is a quick reference desk display which will prove helpful
once you have an understanding of how LogoScript works. It is a memory jogger and
should not be used without having read and used most of the facilities in the guide.

It is not advisable to work through all the sections of the guide at one time. After
“ASSEMBLING THE SYSTEM" try some or all of the sections in “FIRST STEPS”.
Once these are clear and you have gained a familiarity with them, choose the
remaining sections as you find a need to use them.

S e L
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CONTENTS OF THE PACK

PAPER TRAY EXTENSIONS
(To be found in the
polystyrene end stops
packed around the printer.)

THE MONITOR

THE KEYBOARD

THE MANUALS
PRINTER RIBBON

AND
ITS BOX CONTAINER

1. WORD PROCESSOR 3. CP/MPLUS
LOCOSCRIPT PROGRAMMING
UTILITIES
2. SYSTEM/UTILITIES/BASIC 4. CP/MPLUS
CP/M PLUS DR. LOGO AND HELP

THE DISCS

REFERENCE: Amstrad Manual - Book 1 Page 1




PAPER TRAY

PAPER BAIL

PAPER LOADING
KNOB

M)

DUST COVER

TRACTOR COVER

TRACTOR

PAPER BAIL

o [
[
L

FAN FOLD PAPER FEED PATH

REFERENCE: Amstrad Manual — Book 1 Pages 3, 24 and 145




OPEN THE “PAPER TRAY" at the top rear
of the printer — it forms part of a
paper guide.

ATTACH THE TWO PAPER
TRAY EXTENSIONS
to the paper tray.

INSERT THE RIBBON

— Remove the front dust cover from
the printer by keeping it horizontal
and lifting clear.

— ensure the ribbon is taut then drop
the ribbon cassette into place, ensuring
the ribbon is located between the
PRINT HEAD and the MASK, and
press home firmly.

I

REPLACE THE DUST COVER

If intending to use CONTINUOUS STATIONERY -
first remove the paper tray and then
LOCATE THE TRACTOR FEED.

a. Pull back the bail bar.

b. - Drop the front lugs into the slots
at each end of the bail bar.

c. Lower the back of the tractor into the
rear slots and press firmly into place.

d. Return the bail bar.
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9| REMOVE CARD FROM DISC DRIVE by
J4 flI t pressing the release button.

) FIT a 13amp PLUG to the monitor lead
/4, , WARNING: IT MUST HAVE A 5amp FUSE. \

’\ CONNECT the PRINTER CABLES to the MONITOR.

r‘J N\ J\\

/"!
// | CONNECT the KEYBOARD CABLE to the MONITOR.

a

=,
L2 ILOCATE the 13amp PLUG into the MAINS SOCKET.
74

MONITOR

REFERENCE: Amstrad Manual - Book 1 Page 1




WRITE PROTECT WRITE
COVER PROTECT

WORDPRGCE s
Loco

PLASTIC BOX

IS

INDICATOR
LAMP

NOTE: In Drive A always use CF-2 discs.

The Drive B is DOUBLE HEADED so that both sides of the disc can be read without
it having to be turned over.

REFERENCE: Amstrad Manual - Book 1 Page 27
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One of the most powerful features of a word processor like the PCW8256/8512 is the
way in which documents prepared in the computer memory can be stored on a disc
for future use. So before you start using your PCW8256/8512 properly you will need
to have available some blank discs for storing these documents.

| L COMPACT DISCS

The PCW 8256's built-in disc drive can only accept three-inch Compact Floppy
Discs. There are many different kinds of computer disc, so when buying spare discs
you should always check that you buy the right sort. It is recommended that you
use Amstrad CF-2 discs, but any labelled discs from a leading manufacturer should
give good service.

/~) TWO SIDES
Both sides of the disc can be used for storing data. They are treated quite
independently; what is stored on one side of the disc in no way affects what is stored
on the other.
DRIVE A:
When inserted into the Drive it is the left-hand side of the disc which is read.
To read the other side, the disc must be removed using the EJECT button,
turned over and reinserted.

DRIVE B:
Drive B is different from Drive A as it can read both sides of the disc and, hence,
it is not necessary to turn the disc over.

DATA PROTECTION
All data on a disc has some value, even if it is only the time taken to prepare it and
put it there. Some data, such as programs, have considerable value and if
accidentally erased or overwritten would be very serious.

Both sides of each disc have WRITE PROTECT HOLES. When the hole is open
then data cannot be written to or erased from the disc. The system discs supplied
with the PCW8256/8512 have their Write Protect Holes fixed permanently open.

On your data discs there will be a small shutter which can make the hole covered
or open. Much of the time you will have the hole covered so that you can write
documents to the disc.
“ | NEVER:

(a) NEVER try to force open the plastic casing or poke anything into it.

(b) NEVER store a disc in the damp, very hot or very cold.

(c) NEVER put a disc anywhere near magnets.

(d) NEVER put a disc into the computer before switching on.

(e) NEVER switch off the computer with a disc in the drive.

(f) NEVER remove a disc from the drive while the computer is reading from
it or writing to it (ie when the indicator lamp is brightly lit).
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SWITCHING ON

REFERENCE: Amstrad Manual - Book 1 Page 4

STEP BY STEP GUIDE TO LocoScript
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SWITCH

PRESS the POWER BUTTON to switch on the computer.

=
=

[

/7‘ Put the disk labelled CP/M PLUS into the disk drive g
/%9 ensuring side 2 faces to the left. T

=
|

NOTE: If nothing has happened on
the screen after 10 seconds then

Press: SPACE BAR

\ We are NOT USING LOCOSCRIPT YET because . . .

U

Q

... we must first make copies of the master
discs which should then be filed away
in a safe place.

If you do not have any blank discs, buy some
as soon as possible and go through the routines:

- FORMATTING BLANK DISCS and

— MAKING COPIES OF MASTER DISCS




The two master discs supplied with the PCW8256/8512 are valuable and should be
protected against damage or accidental corruption. To do this, make copies of them
onto two blank discs (it is not necessary to format the blank discs first as this is done
automatically during disc copying).

NOTE: It will always take two or more passes to copy
each side of the disc, unless you are using the PCW8512.

If you have side two of the System Disc already loaded and A> is displayed on
the screen, go to step 2.

Otherwise, remove any disc that is currently in drive A and replace it with side
2 of the System Disc and

. T & \
PRESS: ( SHIFT H EXTRA I'XllJ and WAIT

J

[NOTE: Hold downL SHIFT JandL EXTRA ]and then press |
With A> on the screen
=EOOEE0HES

When prompted REMOVE the disc and

Choose to copy a disc
PRESS:

Insert side 1 of the first master disc and

PRESS: and wait . . .

REFERENCE: Amstrad Manual - Book 1 Page 33
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Remove the disc and REPLACE with SIDE 1 of the BLANK DISC to which the
copy will be made and

PRESS: space bar and wait until prompted then;

REMOVE the disc and REPLACE with SIDE 1 of the MASTER DISC to copy
the remainder of that side and

PRESS: space bar and wait until prompted then;

REMOVE the disc and REPLACE with SIDE 1 of the BLANK DISC to which
the copy of the remainder will be made and

PRESS: space bar and wait until prompted then;

REMOVE the BLANK DISC and write on the label of the first side the same
titles as are on the master disc e.g. LOCOSCRIPT.

PRESS: space bar and wait . . .

To copy the second side of the master disc put SIDE 2 in drive A and

PRESS: and repeat from step 6
(doing the same for side 2 as for side 1)
OTHERWISE, to finish copying discs
: —
PRESS: | space bar l EXIT

Page 15



A magnetic disc is rather similar to a book which may have physical characteristics
common to other books but have its contents arranged, indexed and laid out
differently.

On a PCW8256/8512 the disc is prepared in a special way through a process called-
formatting and a disc formatted any other way cannot be written to by the
PCW8256/8512. Similarly, the PCW8256/8512 would not be able to read data not
arranged and indexed in the format it expects.

The following steps describe how a blank disc can be formatted for use as a data disc.
N.B. DISC COPYING will automatically format the disc being copied to.

If you have side two of the System Disc already loaded and A> is displayed on
the screen, go to step 2.

Otherwise, remove any disc that is currently in drive A and replace it with side
2 of the System Disc and

PRESS: Lsmnj:( s }:gxﬂ and WAIT
e DO EEOHE

Remove the disc and

—_
PRESS:

Insert the disc to be formatted with SIDE 1 facing to the left and

PRESS: and WAIT

REFERENCE: Amstrad Manual — Book 1 Page 47




FORMATTING (cont.)

When that side of the disc has been formatted, REMOVE the disc and

PRESS: space bar

Turn the disc over and INSERT IT with SIDE 2 facing left and

PRESS: @ and WAIT

When the second side has been formatted REMOVE THE DISC and

PRESS: space bar

To FORMAT MORE DISCS repeat the process from step 5.

Otherwise, to FINISH FORMATTING DISCS

PRESS: space bar then

PRESS:
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The printer supplied with the PCW8256/8512 allows you to print on both SINGLE
SHEETS and CONTINUOQOUS stationery. You can also print in LETTER QUALITY
or DRAFT form (which is quicker). Once the paper has been loaded you will need
to indicate which of these options you wish to use. To find out how, after this

section, see PRINTING (1).
ENSURE THE POWER IS SWITCHED ON

5| WITHOUT THE TRACTOR FEED in place, drop a single sheet centrally
| behind the roller and let it rest back against the paper guide.

LOADING KNOB

Q Pull the BAIL BAR towards you using the levered paper LOADING KNOB on
/2, the right-hand side and . . .

(a) Seehow the paper is automatically fed through to “head of paper” position.
(b) Push the bail bar back into place using the paper loading knob.

(c) If the paper is not straight, then by gripping the top end it can be
moved until properly lined up.

REFERENCE: Amstrad Manual - Book 1 Page 24




LOADING PAPER (cont.)

CONTINUQUS STATIONERY
ﬂ. REMOVE the paper tray first.

2 Put the tractor feed in place and open the tractor covers.

Insert the paper in BEHIND the platen (roller) and, using the bail bar as for a
single sheet, feed it through to the “head of paper” position.

When there is sufficient through, pull the paper up to fit the holes over the
tractor feed.

NOTE: the sprockets can be moved sideways, by pushing them, until the holes
and the teeth properly align.

| Close the tractor covers and wind the paper through until the next page is ready
' for printing.

FAN FOLD PAPER FEED PATH

EP BY STEP GUIDE TO LocoScript
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STARTING UP

WARNING Do not switch your machine ON and OFF unnecessarily.

DON'T FORGET SIDE 1 of disc faces LEFT for Locoscript.

If you need to RELOAD LOCOSCRIPT, ensure you have the
correct disc in Drive A then

PRESS: ( SHIFT K EXTRA M
[NOTE: Hold down[ SHIFT )andLEXTRA )andthenpress @ ]

REFERENCE: Amstrad Manual Book 1 - Pages 4, 29

STEP BY STEP GUIDE TO
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Having assembled all the equipment this will be the starting point each time you
come to switch on the computer.

Select your WORKING COPY disc of LocoScript
(see “"Making Copies of the Master Discs”)

SWITCH ON

If after 100 seconds, you have not put the disc in
the drive there will be three bleeps and you will

have to press the after inserting it.
SPACE BAR

WHAT IF IT'S ALREADY SWITCHED ON?
(a) Remove any disc in Drive A.

(b) Insert the LocoScript disc in Drive A.

(c) PRESS: [ SHIFT J:{ EXTRA EXI'Ij
Hold downt SHIFT ]and L EXTRA Jand then press

and wait for the Disc management display.




This refers to the contents of the disc in the drive in the upper half
of the monitor.

DRIVE B: Youmay not have one, but if you do, it sits in the space below
drive A.

(NOTE: The PCW8512 has a DRIVE B as standard)

DRIVE M: This is not a disc drive — but is a part of the computer memory in
which documents/files are stored (as if on a disc): It becomes most
useful when transferring files from one disc to another as a
temporary holding location (see the section on Transferring Files).

GROUPS

GROUPS: Fach drive (A, B or M) has up to eight groups within which
documents can be filed. Generally, each group will represent a
particular style of document e.g. personal or business letters,
reports or chapters of a book. By grouping in this way one can
make use of standard templates to reduce the preparation required
in laying out a document.

DOCUMENTS

Every letter, memo, report etc. is a document and may be a single
page or many pages. Each document must be given a name and
allocated to a particular GROUP within a DRIVE.

WHAT IS A CURSOR?
The cursor is a bright green moveable rectangle ( B or BB ) which is used
to highlight a position on the screen. It can be used to highlight:

(a) Choices, e.g. a document to be edited on the Disc management Display or
a function on a “pull-down” menu.

(b) Data Entry, i.e. the next position that a character will appear in when typed
(you will see this as you type text into a document).

Press the CURSOR KEYS to see how the cursor moves about:

and ' SHIFT }:{ll SHIFT
( SHIFT ){—»] SHIFT

REFERENCE: Amstrad Manual - Book 1 Pages 11 and 14

)
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GEMENT DISPLAY

This is the opening display of LocoScript and it is essential to understand its purpose
and function.

@ THE INFORMATION LINES

LINE 1: The title of the display “Disc management”, The printer status “Printer idle",
and The Drive being used “Using none".

LINE 2: THE FIRST LEVEL OF OPTIONS - To undertake a specific new process:
Creating, Editing or Printing a document, or using the computer like a
typewriter. Press the appropriate key.

LINE 3: THE SECOND LEVEL OF OPTIONS — Remain with this display but use the
disc management functions, e.g. press {3 to copy a document from one
drive to another.

i : i net fit
127 used 46k free 28 Iiles

h
Drive R Drive B: 1 Drive H: v
ok used Ok free 0 files| 2k used 108k free 2 files

M&\‘(’!&‘\:"’"" W B et 8t
CONT 1k CONT 1k group §
TEMPLATE 17k roup 7 TENPLATE 8k growp 7 Ok

4:LETTERS 7 fNes|A: SMPLES T files|h:CONT T Tfiles|A:TENPLAIE 12 files
¢ liabo files 0 liabo files 0 limbo files 2 limbo f1les
W ADYERT EG 1k TEMPLATE STD 1k LET2PAGE . HDP 2k
; DOCUMENT .EG 4k LET2PAGE PLP 2k
5 LAYOUT EG ik LETTER ‘ND; 1k
[4 hidden — || (a0 G 3K LETTER .PLP 1k
T EG 3k NANUSCRP . aﬁk
@ THE DRIVES PAGENIM . CEN
SPACE available on disc = +
173,000 characters (173k) %sﬁ%&ngk g
SPACE USED = 127k, !
SPACE REMAINING = 46k
8 GROUPS of documents/files
4 used i.e. LETTERS,
SAMPLES, CONT, TEMPLATE
25 documents/files stlored
DRIVE B: r
NO DISC DRIVE FITTED (If
fitted, then information as for |
Drive A will be given) )
DRIVE M (Computer memory):
SPACE available in memory =
102k
SPACE used = 2k, = .
SPACE REMAINING = 100k THE GROUPS
8 GROUPS of documents/files Each DRIVE (A, B or M) may hold documents in
4 used i.e. LETTERS, SAMPLES, up to 8 groups. The documents in each group are
CONT, TEMPLATE listed in alphabetical order and, for each one,
shows the space used (on disc or in memory).
The screen can display only four groups at a time,
e— '\ so to see the others the cursor needs to be moved
HIDDEN FILES to them.

“4 hidden 86k”" refers to the LocoScript programs
which are on the disc in Drive A and not

accessible to the user — hence the files THE CURSORS

are hidden. The two cursors indicate the document or group
that can be processed by most of the commands

To have more disc space available you can listed in the second and third “Information Lines"”

replace the disc in Drive A with a data disc (then at the top of the screen, other documents and

remember to press f1). groups can be actioned by moving the cursor to
them.

Page 25



FOR SELECTING DOCUMENTS WITHIN GROUPS

sSololsis

FOR SELECTING GROUPS

PRESS: SHIFT r ( SHIFT J{ 4 J
(e =) (s H=)

When creating a new document in a new group use the

( SHIFT ]:(cursor key ] combination to position the cursor over the

desired group and following the instructions in the section

“PRODUCING YOUR OWN DATA DISC”.

REFERENCE: Amstrad Manual - Book 1 Page 11




7| Documents can be selected FROM THE SAME GROUP by moving the cursor
/| up and down.

amss () (N OMWMO WM

or

)) FROM OTHER GROUPS by moving it (NOTICE: how the cursor in the
/2, from side to side top half of the screen also moves
-from group to group.)

e 3 EE O

) To CREATE a new document position the cursor in the group where it is to be
)) filedand . ... ..

—go to “CREATING A DOCUMENT"” (page 28)

or

to EDIT an existing document place the cursor over the
document name and . . . . ..

—go to “EDITING A DOCUMENT" (page 34)




CREATING A DOCT

() &

THISIS A
“PULL-DOWN" MENU

. Create docunent

é-&'}up:

: Drive:

DOCUMENT NAMES

LocoScript has rules about the way documents are named. Each name is made up
of a main part that is no more than eight characters long and an optional part of up

to three characters, with the first part separated from the shorter part by a dot.

e.g. you may call a document: ADVERT
or ADVERT.EG
or ADVERT.123

REFERENCE: Amstrad Manual - Book 1 Page 12

0 LocoScript




CREATING A DOCI

Each letter, memo, report etc. that you produce is called a DOCUMENT and before

it can be printed out or filed on a disc it must be given a name. This is done when
the document is first CREATED, although it is possible, subsequently, to change
the name.

With the Disc Management DISPLAY on the screen, position the cursor in the
LETTERS group and

PRESS: @ (for Create new document)

2 Type in the name of the document

p
e.g. TYPE: ' space ' HPCWE

(If a document with this name
already exists in this group,
an error message will be
displayed.)

3 To CONFIRM the document name and its group

~ STEP BY STEP GUID




1
| £
(4, &

YOU DO NOT NEED TO USE the RETURN Kkey at the end of each line because

LocoScript uses “word-wrap” to automatically start a new line when the current one
is full.

— Use RETURN when you want to force the cursor on to the next line, e.g. to start
a new paragraph.

WHAT IS “WORD-WRAP"?

Every time a word is typed LocoScript checks to see if it will fit on the line and, if
not, it moves the word to the next line.

— DELETES the character that is under the cursor.
— DELETES the character to the LEFT of the cursor.

REFERENCE: Amstrad Manual - Book 1 Page 15




Having chosen to CREATE a document (see the previous section) in the
LETTERS GROUP, LocoScript provides a standard letter template indicating where
addresses etc. should be typed. Sometimes one does not wish to use the layout in
that fashion and the text provided can be removed (see “DELETING TEXT”).

(See “MAKING TEMPLATES" to produce your own standard template.)

With the Editing Text display on the screen, and the standard layout for the
/. LETTERS GROUP to move the cursor to the second space after the word

e (1) () (7). =
AEE .

until the cursor is in the right position.

| |

// Now to enter his name

) (o) (o)

) To continue with the exercise type in the following without using the
~/ RETURN key.




Updates the document on the disc and returns
to the Disc management menu.

Exit options:
Ly Finish edi
nd.

Updates the document on the disc and keeps
the document on the screen for further editing.

‘T Updates the document on disc, prints it and

[ Save a
i Sal

returns to the Disc management menu.

Ignores any editing, does not update the disc
and returns to the Disc management menu.

CURSOR MOVEMENT KEYS

CHAR Move the cursor forward to the next character.

N
LSHIFT }{WORD
J
~
[ SHIFT J:(I.INE
J

4

Move the cursor forward to the next word.

Il

Move the cursor forward to the start of the next line.

Move the cursor to the next End Of the Line.

Il

Move the cursor forward to the start of the next paragraph.

PAGE| = Move the cursor forward to the start of the next page.

[ SHIFT ]:{DOC

NOTE: The above keys + moves the cursor backwards

.' :
E ]
el

Move the cursor to the end of the document.

—/
Il

In the same manner.
REFERENCE: Amstrad Manual - Book 1 Page 13
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T [ AT \
I (COIlL.)

=
/\:; \ With the text displayed on the screen

PRESS: @

4
W) Choose one of the options by moving the cursor to it e.g. Finish editing.
PRESS: and wait until the Disc management
display is on the screen.

o
//’ To EDIT this or another document go to “EDITING A DOCUMENT”

otherwise . . . .

f’” | To switch off the system
PRESS the disc release button

Then REMOVE the disc

—_—
and . ... \§/
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EDITING A DOCUMENT

THE PULL DOWN MENU

_ Edit document

;Iti_t'" AD ME |
i Group: 5
i Drive! A

Any one of these can be
changed before pressing

REFERENCE: Amstrad Manual — Book 1 Pages 40, 42

STEP BY STEP GUIDE T
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EDITING A DOCUMENT

There will be occasions when it is necessary to change or add to a document that
has been stored on the disc.

IF THE COMPUTER IS NOT SWITCHED ON, GO TO “STARTING UP".
As an example, to edit the document created in “CREATING A DOCUMENT"”

and “ENTERING TEXT"” i.e. the letter FRED.PCW,
position the cursor over it

PRESS: @ @ ....and
PRESS: @

Check the details are correct in the “window” and if so

PRESS:

Otherwise, either:

(a) Move the cursor to the incorrect entry and type in the correction and

PRESS:

(b) cancel the entry and start again

A paragraph of text containing deliberate mistakes has already been stored on
the LocoScript master disc and can be inserted into this document by using the
- PASTE key.

or

First, move the cursor to the bottom of the page

PRESS: w EU w ....etc. and then
PRESS: @

 BY STEP GUIDE TO LocoScript
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EDITING A DOCUMENT (cont.)

After you have made alterations to the text in a document, if you should feel unsure
about how LocoScript will realign it you can see the immediate effect if you

PRESS: RELAY

LOCOSCRIPT always ensures that:

EVERYTHING BEHIND THE CURSOR IS PROPERLY ORGANISED so you
DON'T need to press RELAY, because, as you move down the screen the text will
automatically be reorganised. Similarly, when you finish Editing or Creating a
document and “SAVE" it, LocoScript always scans the remainder of the document
to reorganise it where necessary.

REFERENCE: Amstrad Manual — Book 1 Pages 19, 65
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EDITING A DOCUMENT (cont.)

To correct the spelling of conputer move the cursor to the first line of this
paragraph

PRESS: f I @ [D @ and then six places to the right

PRESS: Dm.-»' to remove the letter n

PRESS: m I to complete the spelling.

To remove the extra letter k in tookk move the cursor to either of the letter k's

MOEIEEE

. ... until cursor on letter k then
PRESS:

Note that the line is now shorter and the remainder of the paragraph ought to
be reorganised, so move the cursor to the line after the end of the paragraph

== (4) () () 1

and see what happens to the paragraph.

To FINISH editing this document

PRESS: |EXIT
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UNDERLINING

CLEAR:

= ()
(=]

REMEMBER:
Underlining CONTINUES

until you tell it to STOP — using @
Large amounts of text can be underlined by following @
N\
with [ SHIFT J{WORD
J
or l PARA
or | PAGE
<
or [ SHIFT }‘{Doc
v

is the SET KEY

is the CLEAR KEY

These two keys are used to “switch” on and off the choices in the “pull-down”
menus and are not to be confused with the ordinary + and — keys.

DO NOT CONFUSE:

with

with

(@) (®
()

REFERENCE: Amstrad Manual — Book 1 Page 56

'STEP BY STEP GUIDE T
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UNDERLINING

There is often a need to underline headings or individual words for emphasis.
LocoScript offers both CONTINUOUS and individual WORD UNDERLINING.

As an example, with the Disc Management display on the screen, move the
cursor to the document ADVERT.EG in the SAMPLES grcup and

PRESS: @ check the entries in the window and if correct

PRESS: (otherwise PRESS: )

2 UNDERLINING THE TITLE
To move the cursor to the first character of the title

PRESS: ‘ I and select the EMPHASIS function

PRESS: 3 I

As the cursor in the window is already on the UNDERLINE function

PRESS:

4 Choose the type of underlining, e.g. to do WORD UNDERLINE

S To move the cursor to indicate the end of the underlining,

PRESS: ....etc. to the position following
the last character of the
word “lawnmower” and

PRESS: | 3 I l E ' |ENTER|

see how the words are
being underlined

' BY STEP GUIDE TO LocoScript
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(o) 6

Use this facility for removing larger amounts of text.

For the fewer words or characters use the DEL| keys.

The CUT key can be used very powerfully and quickly by replacing the cursor key

~
with [ SHIFT }_{wonn
J

or l PARA

or PAGE

~
or ( SHIFT ]:{DOC
J

But be careful - you could very quickly lose a large amount of useful text.

NOTICE how line 3 in the highlighted area at the top of the screen
provides instructions.

"aguut- . Fil? -
UI: select area th

fthe Print menu ( called up from the Disc Manager s by typing 'P* ) 1
print out either a whole socment or just a sgctiogrgignit? e Bhs N

g:etsao clggicg;rﬁg i\]ul:lgded in_the }t’ringumlx as ihé% a]l‘l pg es' amd ‘Pﬂg&
o5’ all pages' is automatically selected when the meny is
up. I g)ns is what you want, just press [ﬁ&ﬂ] and  the docusent uiﬁ he

REFERENCE: Amstrad Manual - Book 1 Page 67
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DELETING TEXT (CUT)

Although the DEL keys will delete individual characters, the CUT key is ideal for
removing larger volumes of text.

I

As an example, with the Disc Management display on the screen, move the
cursor to ADVERT.EG in the SAMPLES group and

PRESS: @ check the entries in the window and if correct

PRESS: (otherwise PRESS:

With ADVERT.EG on the screen move the cursor to the start of the area to be
deleted, say S of Selling and

PRESS: @

Move the cursor to the last character of the area to be removed, say, the space
at the end of the sentence

and NOTICE how the selected area
is HIGHLIGHTED
PRESS: CUT (NOTICE that the TEXT and the

HIGHLIGHTING have DISAPPEARED)
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The words CUT and PASTE are used deliberately to help visualise that a piece of

clesciBls

text has been CUT out and will be PASTED into a new position.

The text that has been cut out has to be held somewhere until it is decided where

to paste it. The computer allocates 10 blocks into which such portions of text can
be stored and they are numbered 0-9.

NOTICE how line 3 in the highlighted area at the top of the screen

B o
ayout,
PP: select arsa then press

COPY and CUT bexth:

provides instructions.

-Pild  -Ls1

phe Print meny ( called up from the Disc Manager screen by tuping ‘P' ) lets you
print out either a whole document or just a sectiom of it,

The two choices are included in the Print nenu as 'Print all pages' amd ‘Print
fag . 'Print all pages' is autematic selected uhen e neny is called
{ is what gou want, Jﬁt press 1 and the docuent will be
prm ed, (No e printing after editing a docunent using 'Save and print' always
automatically prmts the whole document.

'LEITERS diting text, e SIn H
-Layout -Pll’ ; B : il Ime an 54

o Print teny € o3 ug fi D1se Manager scrasn hy
priut out either a uhnI oounent or gist a sechion of ib.

it AL e s T el o
sm 13 int a i1 u
Ifaelus is o °f£n'1’m and the document will he

hat you want, just press

REFERENCE: Amstrad Manual - Book 1 Page 69
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A major feature of a word processing package like LocoScript is the ease with which
text (e.g. whole paragraphs) can be repositioned.

ﬂ As an example, with the Disc Management display on the screen, move the
Ji-, cursor to TEXT.EG in the SAMPLES group and

PRESS: @ check the entries in the window and if correct

PRESS: @ (otherwise PRESS: )

With TEXT.EG on the screen move some text e.g. paragraph 3 to between
/J/ paragraphs 1 and 2.

Move the cursor to the START of the text to be moved (i.e. the Yof Youcan . . .)

PRESS:

“ Move the cursor to the END of the text to be moved (i.e. the P of Programs at
3 the start of paragraph 4).

(NOTICE how the text to be moved is HIGHLIGHTED)

PRESS: . (NOTICE that the TEXT and the HIGHLIGHTING
have DISAPPEARED)

L_éj E Move the cursor to the place where the text is to be moved (i.e. the T of To at
the start of paragraph 2) and

e 1)

@gﬁﬁ( 'EP GUID!




N .
u@ no.
0-s | PASTE 0-9 |

\_;__. , Tem—

NOTICE how line 3 in the highlighted area at the top of the screen provides
instructions.

1TIng text,
~hlh LSL LRk

aloct area then press  CUT £o save & reous

he Print meny ( called up from the Disc Manager screfn_hy typing ‘P' ) lets you
print out either a whole document or just a section o

The two chmces are included in the Print menu as ‘Prmt all pages' amd ‘Print
sune fagﬁ Print all pages is autm u;all 5 ected vhm e meny is c?lled
It this is what

ou want 23 press ocuaent wil
prmted (Mote: printing aft iting a docunent usmg ve a print’  always
automatically prints the uhole document .

1t1ng text. rinter 1dle Using @i My
-LPS Page 1 “line b of 54
block 0..9 or phrase A..7 or CANCEL to raturn fo area selest

e Print menu (' ca
print out either a uhol»1

The two choxce;rare included in the Print menu as 'Print a ']!.l pages’ 4 l
SoRe ;ag int a pages is autmatleallmelected en the nenu is called
up, { his is what want, 459 press naunent will he
printed, (Note: prin mg after editing a docuent using ‘Save and print' always
automatically prints the whole docusent,)

u§ r B ; hy
ocunent_or just a sechion of it.

REFERENCE: Amstrad Manual - Book 1 Page 70




COPYING TEXT

As an example, with the Disc Management display on the screen, move the
cursor to TEXT.EG in the SAMPLES group and

PRESS: @ check the entries in the window and if correct

PRESS: (otherwise PRESS: )

With TEXT.EG on the screen copy some text e.g. paragraph 4 after paragraph 5.

Move the cursor to the START of the text to be copied (i.e. the P of Programs . . .)

PRESS:

3 Move the cursor to the end of the text to be copied.
(i.e.Yof Youcan...)

(NOTICE how the text to be copied is HIGHLIGHTED)
PRESS: /] l (NOTICE how the TEXT REMAINS but the
HIGHLIGHTING DISAPPEARS)

Move the cursor to the place where the text is to be copied (i.e. B of BASIC) and

Page 45



FINDING WORDS

l FIND l word(s) ' ‘EN‘I‘ER‘
NOTE:

Searches commence from the position of the cursor downwards through the
document. If you want to search for a word or words in the whole document
remember to position the cursor at the start of the document before initiating it.

ALSO:

Only EXACT matches are recognised, so be sure to use the right combination of
upper and lower case characters.

REFERENCE: Amstrad Manual - Book 1 Page 68
STEP GUIDE TO LocoScript




FINDING WORDS IN TEXT

There are times when one needs to find a specific word or phrase within a multi-page
document. This is available through the LocoScript FIND facility which will find all
the occurrences of a word or phrase.

1 As an example, with the Disc Management display on the screen, move the
cursor to TEXT.EG in the SAMPLES group and

PRESS: @ check the entries in the window and if correct

PRESS: (otherwise PRESS: )

2 With TEXT.EG on the screen choose a word or phrase to be found

e.g. the word BASIC

PRESS:

3 Enter the word(s) to be found, e.g.

l BASIC ‘ lENTERI

4 Having found the first occurrence you can go on to finding others

STEP BY STEP GUIDE TO LocoScript :
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Lﬁ=—i <—— enter the word(s) to be exchanged
e . <4—__ enter the new word(s) to be included

o e stops at each word(s) to be exchanged

to end o POGF if it is to be actioned

Will automatically

replace the old word(s)

with the new one(s)

through to the end of the
PARAgraph, PAGE or DOCument
as indicated

To set the choice — PRESS:
To unset the choice — PRESS:

Where, say, one word is exchanged
for a phrase, then the text will be
automatically reformatted.

REFERENCE: Amstrad Manual - Book 1 Page 71
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There are occasions when it is necessary to.change or correct a word or phrase that
occurs throughout a document. LocoScript can search for such words and
automatically or selectively change them.

As an example, with the Disc Management display on the screen, move the
|| cursor to TEXT.EG in the SAMPLES group and

PRESS: check the entries in the window and if correct

PRESS: (otherwise PRESS: )

With TEXT.EG on the screen, replace the word BASIC with the word COBOL..

Move the cursor to the start of the text in which words are to be
exchanged and

PRESS: [ SHIFT J:[Exc%

Opposite the word FIND enter the words to be changed, e.g. BASIC

TYPE: | BASK

Move the cursor down a line

PRESS:

TYPE: COBOL

Select the method of exchange e.g. Autoexchange to end of Doc.

=Noolojol=




Indicates HIGH QUALITY print.

. Form length:
Gapslength:
Paper out defeat

e ]

W Indicates only SOME pages in the document are to be

printed.
-m-tm

Drive;
" Frint all ma,
e

o e Indicates the pages to be printed. In this example pages
——————— 1, 2 and 3 will be printed. To print a single page (e.g

! - page 2) opposite “From page” type in 2 and opposite
st “To page” type in 2.
s

W The remainder of the pull-down menu is only for
Eera oo o o information and cannot be changed.

REFERENCE: Amstrad Manual — Book 1 Page 115
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PRINTING A PAGE

To complete “The First Steps” this section deals with printing a single page of a
document. More detail on printing is provided in later sections.

Before printing it is important to indicate the quality of print required and whether
it is to be on single sheet paper or continuous stationery.

With the Disc Management display on the screen LOAD a single sheet of
PAPER INTO THE PRINTER and note that the 2nd and 3rd information lines
at the top of the screen have changed, to offer facilities related to printing.

) To print draft quality on single sheets

. PRESS: @
=D @0 E

6% To return to the Disc Management options
)

PRESS: [EXIT

45 To print a page from DOCUMENT.EG in the SAMPLES group move the cursor

to it and

PRESS: @

— Choose to print only one page

)
=D DD D

@ 'To print only page 2, against “From page”

TYPE: 2 n
)

and move down to “To page”

TYPE: I ‘ I [LJ zj EINTE% lENTERl
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TEXT LAYOUT

STEP BY STEP GUIDE TO LocoScript
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RULER LINE @——® 5" 4 ¥ ¢

LEFTMARGIN TABS CENTRE TAB DECIMAL TAB RIGHT TAB  RIGHT MARGIN

The settings along the Ruler Line form a basic control of the layout of the document
by setting the left and right margins and a variety of TAB positions.

New layouts can be produced and introduced throughout the text by using the £2
function when “Editing text”. The following three sections on Changing TAB
Settings and Margins and Using TAB Settings explain how this can be done.

INSERTING LAYOUTS

brand New Layout
PRESS: ENTER and you will be allowed to create a new
layout taking the one you have just been using as a starting
point (see “CHANGING TAB SETTINGS” and

“CHANGING MARGINS").
{Docunént  layout ! i Layout 7?
i Insert layout | Enter the LAYOUT NUMBER and PRESS: ENTER, the
s e

layout will be used from the beginning of the next line and
its number displayed in the information lines at the top

- Layout -
Base layout : of the screen.

Base layout
Makes the Base layout effective from the beginning of the
next line. PRESS: ENTER

EDITING EXISTING LAYOUTS (see “CHANGING TAB
SETTINGS” and “CHANGING MARGINS")

Current layout
The BASE LAYOUT CANNOT BE CHANGED THIS WAY.
The facility to edit a current layout is only present when a
layout other than the base one is in use.

Layout ??
Enter the LAYOUT NUMBER and PRESS: ENTER.
This will allow you to change the layout chosen.

WHAT IS THE BASE LAYOUT?

It is essential that a layout exists, if only to define the positions of the left and right hand margins. LocoScript
does this by providing a base layout. It can only be changed through the document header:

f7 (Modes) ENTER,f7 (Options) f1 (Layout), (edit the layout), EXIT,EXIT, ENTER,EXIT ENTER

HOW MANY DIFFERENT LAYOUTS CAN I HAVE IN A DOCUMENT?

LocoScript allows for 5, but this can be changed (up to a maximum of 99) by editing the header:

F7 (Modes) ENTER,f7 (Options),f6 (Tab Count) (no. of layouts), ENTER,EXIT ENTER,EXIT, ENTER

NB You can also CHANGE THE MAXIMUM NO. CF TABS in a layout (from 10 up to 99) in the same way.

REFERENCE: Amstrad Manual - Book 1 Pages 91, 105
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Ueiing H
1 lie 1 of 5§
£3=Blocks  EXIT
| S

o lig)e
m&,", Wi,
Ulauouti)e

T3

i
333

LU Y e oM ARt

R

¢
i ((,Centre)., Lo (#ordul)Sasple Pace (:ULje Tl

..... (1;his is a single line that is terminated with a “carriage® s
G oo ..L:gosmpt;autmmang‘mes‘eax-é‘or"m‘text‘sneh'it’mes to the .

.end of a line, 5o you only need to use the RETURN key when you want to .........
.. .force the cyrsor onto the next line, eg when you f“d a paragraph such as ... ..
.. this one and wish to start a new one two limes below.e. ... .= .. ... ... .. ... ...

#...»...This paragraph has heen typed in the usua] way but has been
i .suhse:umﬁgpinﬁaented using the M} artdl_l?kk l_rggs together, Have
....a look at the section on INDENTING, it is quite siaple and can .
oo be most effective.e

K Y i S, S5 7 S 15 7% g2
...This is hased on a new layout ha
i T ¢ ‘hand margin set in copsiderably. This cam be an ...
2 i s, w0 alternative to indenting hut would gmerallg be used . ..
: 2 : .when the layout has a number of different ... ... ..........
frcics 18 et e W Sl s < o requireaents eg this layout glso has a dgcml tab ...
Biecf 3wV i s e B which can be seen in use in the coluan of figures ....
. 2 ,.Belw.«

REFERENCE: Amstrad Manual — Book 1 Pages 73
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LOCOSCRIPT MANUAL
Step-by-Step Guide

AMSOFT
Brentwood House
169 Kings Road
BRENTWOOD
Essex CM14 4ET

SUBJECT MATTER—
\

Sample Page

This is a single line that is terminated with a “carriage” RETURN

LocoScript automatically takes care of your text when it comes to the end of a line,
so you only need to use the RETURN key when you want to force the cursor onto
the next line, e.g. when you end a paragraph such as this one and wish to start a
new one two lines below.

indented using the ALT and TAB keys together. Have a look at the section

L_[This paragraph has been typed in the usual way but has been subsequently
on INDENTING, it is quite simple and can be most effective.

This is based on a new layout which has its left hand margin
set in considerably. This can be an alternative to indenting but
would generally be used when the layout has a number of
different requirements e.g. this layout also has a decimal tab
which can be seen in use in the column of figures below.

234.89
4.33
0.03

2564.00

CONTINUED >>>
[}

—Page 1 0f 1
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Using
11
{7=Hodes  {8=B

RULER LINE R5AH
Lag

AND TABS E
\ fl

Mr. A. Smith
Director
Some Co.
Somewhere

Dear Mr. Smith
SINGLE LINE
INDENT \[Thank you for your time and interest in the new product
that my company has developed.

The high speed communications interchange is revolutionary
and will meet your requirements nationwide as will no other

L product on the market.
WHOLE PARA
W Our pricing is attractive and given a sufficient order size

we can offer exceptional value for money.

I look forward to meeting and demonstrating its capabilities.

REFERENCE: Amstrad Manual - Book 1 Paae 74
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INDENTING

1 As an example, with the Disc Management display on the screen, move the
cursor to QUOTE.EG in the SAMPLES group and

PRESS: @ check the entries in the window and if correct

PRESS: (otherwise PRESS: )

With QUOTE.EG on the screen, we shall number the first two paragraphs.

Move the cursor to the start of the first paragraph and

PART INDENTING

3 Now with the cursor where it is, indent the first line of the paragraph

WHOLE PARAGRAPH INDENTING
4 To indent the whole paragraph in ONE OPERATION

TYPE: |ALTHTABi ‘PARAI

STEP BY STEP GUIDE TO LocoScript
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=a70]=

WHAT IS A TAB?

On the conventional typewriter a tab is a physical stop that allows the carriage to
move (when the tab key is pressed) to a fixed point. In a word processor it is the
fixed point to which the cursor is moved when the tab key is pressed.

LocoScript also provides three other types of tab:

NORMAL CENTRE DECIMAL RIGHT
= e ® -+

The RULER LINE immediately above the text area on the screen indicates the
LEFT and RIGHT hand margins i and L within which the text is
contained. Between these two markers are indicated any TAB markers (see below).

LES/RDNUERT EG
out 1 #P1le
how  fezLayodt

i

lie 2 of 54
¢ EAIT

REFERENCE: Amstrad Manual - Book 1 Page 75, 78
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Documents with complicated layouts including aligning words to the right margin,
centring text above a column or ensuring that the decimal point is always in the
same place are made considerably easier with the tabbing facilities provided by
LocoScript.

| As an example, with the Disc Management display on the screen, move the
2 L cursor to the CONT group and CREATE a new document called TABS.EG

PRESS: @ and enter the name of the document

TYPE: | TABS | [ space ]EJNTE%

With the new document TABS.EG on the screen, introduce a new layout
/<7 of tab settings

———)

| Select “brand New Layout” from the window

PRESS:

/{ | To set TABS move the cursor down to the RULER line

PRESS: @

To REMOVE all of the OLD TAB SETTINGS move the cursor over each tab
character and

\

PRESS: (Note: It is bad practice to have tab settings outside the left
and right hand margins)

~

\U) positions in from the left hand margin (i.e. between 1 and 2 on the ruler line).

PRESS: @

(/;'"‘ To set a NEW TAB move the cursor along the ruler line to the point 7 character
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TAB SETTINGS (cont.)

Using the TAB key with well placed TAB SETTINGS is an efficient way of quickly
positioning the cursor at specific positions on a line.

HOW TABS WORK WHEN EDITING TEXT
(1) NORMAL - Press the TAB key and the cursor will move to the next
TAB setting.

(2) CENTRE - Press TAB to position the cursor on it and, as you type,
the words will be centred about it.

(3) DECIMAL - Like the centre TAB but ideal for columns of figures,
ensuring the decimal point is always in the same column.

(4) RIGHT — Press TAB to position the cursor on it and, as you type,
the words will move along to the left creating a fixed
alignment to the right.

REFERENCE: Amstrad Manual - Book 1 Pages 75, 78
~ STEP BY STEP GUIDE TO LocoScript
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TAB SETTINGS (cont.)

Set a RIGHT TAB (see page opposite) by moving the cursor to position 7 on the
right hand side of the ruler (i.e. column 70) and

PRESS: [ SHIFT HMJ

Set a CENTRE TAB (see page opposite), around which words are to be centred,
by moving the cursor to position 5 (i.e. column 50) on the ruler line and

PRESS: @

() Set a DECIMAL TAB (see page opposite) where the decimal point should be
in a column of figures by moving the cursor to position 2 (i.e. column 20) on the

ruler line and

PRESS: SHIFT f6

ﬂ‘@ To Complete and save these changes

PRESS: |EXIT (Note the layout no. at the top of the s¢reen)

1 To save this document for later use in the section “CHANGING MARGINS”

e o

STEP BY STEP GUIDE TO LocoScript




Although we commonly think of document margins as being a set distance from the
edges of the paper, there are occasions when it can be most helpful to change their
position. With LocoScript, using different layouts, this can be done on command.

For example; in a business letter one may wish to highlight some quotes by
“indenting” them from both sides.

(Layout 2)> N e e

(Layout 1)> _ _ _ _ _ _ _ _ o _______

REFERENCE: Amstrad Manual - Book 1 Page 81
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CHANGING MARGINS

When one wishes to have a narrower or wider column of text and still take advantage
of “word-wrap”, then this can be done by resetting the margins.

As an example, with the Disc Management display on the screen move the
cursor to TABS.EG and

PRESS: E] check the entries in the window and if correct

PRESS: (otherwise PRESS: )

To edit the layout

PRESS: ( SHIFT ):[ f2 }

position the cursor in the section of the menu subtitled Edit layout
and on Layout ??

e njolojolal=

Move the cursor down to the RULER line

PRESS: [D

Change the LEFT HAND MARGIN by moving the cursor to the position
mid-way between 0 and 1 and

PRESS: @ (See how the continuous line and upright on the
ruler have moved.)

Change the RIGHT HAND MARGIN by moving the cursor to the
right to position 8 and

PRESS: [ SHIFT j:( f2 ]

To confirm the changes to the layout

.PRESS: @

7 To save this document for later use in the section “USING TAB SETTINGS”

o) )
i | STEPE

GUIDE TO LocoScript
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CENTRE, DECIMAL and RIGHT TAB settings are restricted when the text
comes up against another TAR setting — try it and see!

REMEMBER:

RIGHT TAB v RIGHT JUSTIFY

RIGHT TAB — is available on every line to which layout applies,
but one has to tab to it.

RIGHT JUSTIFY - is only applicable to the line on which it is used and
is ideal for occasional use.

NB: When the positions of two tabs coincide (e.g. a “centred” heading over a
column of figures with a “decimal” point) — the tabs will have to be set in
different LAYOUTS. The appropriate layout will then have to be “called up”

using SHIFT f2
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USING TAB SETTINGS

Having set tabs in the section “CHANGING TAB SETTINGS", this section will
demonstrate how one can make use of them.

As an example, with the Disc Management display on the screen move the
Ju cursor to TABS.EG and

PRESS: check the entries in the window and if correct

PRESS: (otherwise PRESS: )

&) To enter, say, an address ALIGNED TO THE RIGHT move the cursor to the
21»« right tab ( < on the ruler line) using the TAB key

e o) (o) (o) (o) ()

and
TYPE: r Amstrad [ RETURN

J

rress (TABj(m)( (7 )

N\

TYPE: j( Bzentwo@d] [ RETURN

J

To enter, say a CENTRED title move the cursor to the CENTRE TAB
é3 using the TAB key

mess: (zas )(7as ) (a0 ) e

TYPE:

t The New Word Pmcessorw ( RETURN J

To enter, say a COLUMN of FIGURES with the DECIMAL POINT always in
|/ the same position. Move the cursor to the DECIMAL TAB and enter the figures

s () () ) (oo
DoEDCD
() Coe) (o) o)

—

L< To save this document

=
)

/ 3

PRESS:
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CENTRING TEXT

(=) b

This is DIFFERENT from using the CENTRE TAB as, in this case, the text is
centred between the left and right margins.

Position the cursor at the start of a blank line

PRESS: @ and

type in some text to see how it is immediately centred.

REFERENCE: Amstrad Manual - Book 1 Page 87
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CENTRING TEXT

This facility is different from the centring tab in that it centres text between the
left and right margins. The text can be centred either as it is being entered or
after the event.

As an example, with the Disc Management display on the screen, move the
cursor to LAYOUT.EG in the SAMPLES group and

PRESS: @ check the entries in the window and if correct

PRESS: (otherwise PRESS: )

With LAYOUT.EG on the screen, to centre the heading, position the cursor at
the start of the text to be centred

rress: (15

With the cursor already on “Centre line”

PRESS:

STEP BY STEP GUIDE TO LocoScript
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RIGHT JUSTIFICATION (single line

= ( J -

NOTE: This right justification only applies
to the line in which it is used.

)
ust fmstrad Consumer Electrnmcs PLCe
et i "ﬂéﬁ“
ust, BRﬁl
ust Essexi]

REFERENCE: Amstrad Manual - Book 1 Page 88
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' JUSTIFICATION (single line)

There are times when a date, an address or a heading needs to be lined up to the
right hand margin. Right justification meets that need, but it must be noted that this
only applies to one line at a time.

T] As an example, with the Disc Management display on the screen, move the
| | cursor to ADVERT.EG in the SAMPLES group and

=

PRESS: check the entries in the window and if correct

PRESS: (otherwise PRESS: )

()) To right justify the EXISTING heading move the cursor to the beginning of the
/“ first line of text

PRESS: @ and wait until the window appears

? To select Right Justify line

B)

s (1) 3

4 To right justify some NEW TEXT and move the cursor to a new line

PRESS: [ SHIFT }:{meﬂ and
e (5 (D) 3

TYPE: [Rigm Jus‘ciﬁcationj

(NOTE: This Right Justification applies only to one line.)
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To SET the JUSTIFICATION on layouts other than the base layout

s () (1) (1) (1) (0o} 3
s FEHEEE

NB: With PROPORTIONAL SPACING the text on the screen may not look
fully justified, but it will be when printed.

ON SCREEN

M R5/RERL M 1bing text, Printer 1dle, lUsing = M:
=Layout =PiPS  -LS1  -LPb Page 1 line 1 of 53
7=Modes £8=Blocks EXIT

f1=§hau f2=Lavout  f3=Emphasis fd=Stule f5:Lines fb=Pages f7:

The Print menu ( called us fron the Disc Manager screen by typing 'P' ) lets you
print out either a whole document or just a section of it.

The tyo cl\ou:es are inclyded in the Print meny as 'Print all pages' and ‘Print soue
ges ‘Print all pages' ts autoaa 1 %y selected when the ﬁnu is called “ﬁ
lS is Uh?t you nt Ju pres: nd the dogument will he printed ote.
rmtm ter ed g a ocunen usmg 'Save and prmt aleays automatically prints
e lho e document.)

1f you want to print onI? a section of the document, move the menu cursor to 'Print
soae pages', then press LENTERI. (You will see the fick move to this line of the

WHEN TYPED
Printing documents

The Print menu ( called up from the Disc Manager screen by typing 'P' ) lets you
print out either a whole document or just a section of it.

The two choices are included in the Print menu as 'Print all pages' and 'Print some
pages'. 'Print all pages' is automatically selected when the menu is called up. If
this is what you want, just press (ENTER] and the document will be printed. (Note:
printing after editing a document using 'Save and print' always automatically prints
the whole document.)

If you want to print only a section of the document, move the menu cursor to ‘Print
some pages', then press [ENTER]. (You will see the tick move to this line of the
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FULL JUSTIFICATION

To produce a newsprint style of layout, i.e. with straight edges down both sides of
the text, the layout currently in use has to be changed.

1 As an example, with the Disc Management display on the screen, move the
cursor to TEXT.EG in the SAMPLES group and

PRESS: @ check the entries in the window and if correct

PRESS: (otherwise PRESS: )

2 To edit the base layout

N olcioln

3 To SET the JUSTIFY on

me HEEEE
s (o) () o) )

4 To see the effect of the text being automatically realigned

PRESS:

STEP BY STEP GUIDE TO LocoScript
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SHIFT fa

The characters on the screen have to remain at one size — the true effect is only seen
when printed.

However, LocoScript always shows the line breaks the document will have when
it is printed.

Try using the double width facility and see how it allows fewer characters to the line.

SAMPLE OF CHARACTER RANGE

A very large range of special characters is provided in order to produce
such effects as:

superscript®s  and  subscripts With italic, bold and double-strike
options.

There are, in fact, over 200 different characters available,
covering a wide range of European Languages and a wide selection
of mathematical and currency symbols (including the simultaneous
availability of £ and #). LocoScript™ has been specially designed
to allow internationalised versions (with customised keyboards),
whilst every version allows the entry and printing of all
characters.

Letter quality or draft printing is obtained from the
built-in printer, which can handle single sheet or
continuous paper, as well as permitting simultaneous
editing and printing.

¢ This is in 17 pitch ¢
o This 15 1n 15 pitch ¢
o This is in PS pitch o
o This is in 12 (elite) pitch o«
e This is in 10 (pica) pitch o
e This is in 17D (8%¥) pitch e
e This is in 15D (7¥) pitch e
e This i1is in 12D B> pitch e
- This is 4dn 10D L2 Plitch e

T This example document was prepared and printed entirely using the Amstrad PCW8256.
©1985 ANSTRAD Consumer Electronics plc. AMSTRAD is a registered trademark of ANSTRAD Consumer Electronics plc.
Unauthorised use of the trademarks or word AMSTRAD is atrictly forbidden.

REFERENCE: Amstrad Manual - Book 1 Page 89




CHARACTER SIZES

The presentation of a document can be considerably enhanced when thoughtful use
is made of differing character sizes and styles. It is not possible to demonstrate the
character differences on the screen, but they are most apparent when printed.

1l

o> U9 L)

~)] & Wn

As an example, with the Disc Management display on the screen, move the
cursor to LAYOUT.EG in the SAMPLES group and

PRESS: @ check the entries in the window and if correct

PRESS: (otherwise PRESS: )

With LAYOUT.EG on the screen and the cursor at the start of paragraph two,
change the characters to ITALICS, PROPORTIONAL SPACING and
DOUGLE WIDTH

PRESS: [ SHIFT HMJ

To select ITALICS

PRESS: @

To select PROPORTIONAL SPACING

e (1) () (0 10 (D

To select DOUBLE WIDTH

PRESS: m :ﬂ

To confirm these choices

PRESS: ENTER'

Move to the end of the paragraph and reset to the previous character size

PRESS: r e Hm] U] [B] m @

and to confirm these choices

PRESS: ENTERI
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LINE SPACING AND PITCH

LINE PITCH: For single line spacing (the standard spacing) lines are printed
6 or 8 to the inch, which is the line pitch.

LINE SPACING: The standard spacing between lines is ¥ or ¥s of an inch
(depending on the line pitch). Double line spacing doubles the
spacing between lines and 2 line spacing halves it (see below).

SPACING

i o s 73 ;

‘8 Thig I8 a8 sxample f 14 i $pacing:

1 This is an example of single line spacing.
This is an example of single line spacing.

1% This is an example of 12 line spacing.
This is an example of 1%2 line spacing.

2 This is an example of double line spacing.
This is an example of double line spacing.

22 This is an example of 22 line spacing.
This is an example of 2% line spacing.

3 This is an example of 3 line spacing.

This is an example of 3 line spacing.

REFERENCE: Amstrad Manual — Book 1 Page 98
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LINE SPACING AND PITCH

As an example, with the Disc Management display on the screen, move the
cursor to LAYOUT.EG in the SAMPLES group and

PRESS: @ check the entries in the window and if correct

PRESS: (otherwise PRESS: )

With LAYOUT.EG on the screen to change line spacing or line pitch

PRESS: @

LINE SPACING
Move the cursor down to “Line Spacing”

Y DODHOOO

4 Enter the required line spacing e.g. 1%z

][]

LINE PITCH
To use the Line layout menu again

@ To change the line pitch, move the cursor down to “Line Pitch”

s njolnjojololo

Enter the required line pitch e.g. 8 lines per inch

NOTE: In neither case are the changes visible on the screen but they are
apparent on printing.

STEP BY STEP GUIDE TO LocoScript
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HARD HYPHEN:

SOFT HYPHEN:

HARD SPACE:

SOFT SPACE:

NORMAL HYPHEN:

NORMAL SPACE:

is a way of ensuring that both parts of a word separated by
a hyphen will remain together on the same line.

indicates where a hyphen may be used when a word is to
be split over two lines, but is not present if the word is not
split.

is a way of ensuring that two words separated by a space
will remain together on the same line.

is a space in a word which can be used to split the word
between two lines if necessary but is not normally visible.

is visible and is the point at which a word will be broken if
it is at the end of a line.

is visible and is the point at which two words will be broken
at the end of a line.

REFERENCE: Amstrad Manual - Book 1 Page 94




| Asan example, with the Disc Management display on the screen, move the
L, cursor to the CONT group and CREATE a new document called JONES.DOC

PRESS: E] and enter the name of the document

J l l |

TYPE:

l’,‘ To keep Mr. and Jones together using a HARD SPACE
Move the cursor to the J of Jones and

PRESS: (to remove the original space)
PRESS: [fS ] [ ‘] [ ‘ } [ ‘ ] EiNTEﬂ (to insert a hard space)

NOTE: Mr. has moved down to the same line as Jones but you may have to
move the cursor down a couple of lines to see it happen.

/;,f | To split the word “processing” between the first and second lines using a
& 7 SOFT HYPHEN

Move the cursor to the ¢ in processing and

mess. (=] (1) (1) (1) (4] b

Move the cursor down a couple of lines and see the paragraph reorganised.
Two hyphens are displayed (-) -. The first is the soft hyphen code which will not
be printed, and the second is the actual hyphen which will be printed.

/= To save this document

e (e




PAGE END BREAKS

WIDOWS AND ORPHANS

Quite commonly, paragraphs will not fit neatly onto the end of a page but will be

split between two pages. Widows and crphans occur when a single line is left on
one page and the remainder of the paragraph is on the other. LocoScript overcomes

this by breaking one line early, so ensuring there are at least two lines together at
the top or bottom of the page.

BROKEN PARAGRAPHS

This is essentially the same as Widows and Orphans but includes all cases in which
a paragraph is split between two pages. LocoScript has the facility to prevent any
splitting of paragraphs (see opposite).

KEEPING LINES TOGETHER

This is similar to the two above, but allows for any lines, not necessarily paragraphs.
A typical example would be a table of figures with a total which it would be wrong
to allow to be split across two pages.

REFERENCE: Amstrad Manual - Book 1 Page 99
STEP BY STEP GUIDE TO LocoScript
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At the end of a page there is always the possibility of a paragraph being split with
some of it appearing on the next page. LocoScript can ensure that at least two lines
of the paragraph appear on the second page. However, there are facilities for
keeping paragraphs completely together and any group of lines in a table of figures.

It is not possible to provide a simple example, so try the following steps on a
multipage document of your own making.

KEEPING LINES TOGETHER

Position the cursor anywhere within the group of lines that you wish to keep
ﬂ together. Ideally, put it at the start or the end of the group as anywhere else it
— will be necessary to indicate how many lines above AND below the cursor that

are to be included.

PRESS: ( SHIFT Hfﬁ)

Havmg noted the number of lines above and below the cursor
(e.g. 3 above and 4 below)

e (1) (1) (>

As the menu disappears

PRESS: { SHIFT Hfs)(‘]ww@

WIDOWS AND ORPHANS and BROKEN PARAGRAPHS
( To prevent these occurring

4*5 PRESS: @ M (to Edit Header)

PRESS: @ (Options)
PRESS: ( SHIFT Hfﬁ] (Breaks)

4) To prevent widows and orphans

PRESS:

g} To prevent broken paragraphs

e (1) (0 @) 63

P BY STEP GUIDE TO LocoScript
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(See the SAMPLE PAGES section)

Show commands e.g. (+UL) Underline ON
(—UL) Underline CLEARED

Show ruler lines where new layouts have
been introduced.

N — All blank positions on the screen are

Dok represented with a .

: EFfec'tors :

All spaces between words are represented
with a ., (hard space) or A (normal space).

Indicates the position of TABS, CARRIAGE
RETURNS and PAGE ENDS.

REFERENCE: Amstrad Manual - Book 1 Page 84




SHOWING THE CONTROL CHARACTERS

The final appearance on paper of the text on the screen is governed by the control
characters inserted into the text. What .appears on the screen can be in one of two
states:

(a) Showing some or all of the control characters.
(b) Control characters hidden (which will look more like the final printed page).

It is recommended that you have the control characters displayed when setting up
the text so that you are aware of the changes of style, spacing, character size etc.
being used. Unfortunately this will cause the text to be displaced so, before printing,
"hide” them again to gain a fairer impression of how the text will appear when
printed. .

l As an example, with the Disc Management display on the screen, move the

cursor to DOCUMENT.EG in the SAMPLES group and

PRESS: check the entries in the window and if correct

PRESS: (otherwise PRESS: )

To display or hide the control characters

2 PRESS: @

To see them displayed
With the cursor on codes

PRESS;

Move the cursor through the menu and “switch on” some of the other codes.
When that has been done

PRESS:

To hide them
5 To hide the control characters

PRESS: @

6 Move the cursor to each status set V' on the “pull-down” menu and

PRESS:

/ STEP GUIDE TO LocoScript
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PAGE LAYOUT

STEP BY STEP GUIDE TO LocoScript :
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SINGLE SHEET

Equivalent for continuous stationery is:

(using normal 11" paper)

Page Length
Header Zone
Header Text Position
Footer Zone
Footer Text Position

Runad

LEFT HAND RIGHT HAND
MARGIN \ MARGIN
— — T
2
5 | NomaNs |
HEADER ZONE |4 | LAND |
(9 lines) 5 14 .
l s | ™~15T LINE OF HEADER | J
B _‘ﬁ———_T:fh__ﬁTT,m_}aﬁT—Eﬁ—— —{ _____
@)
§ } \ | Only 3 lines available -
15 i THESE LINE NUMBERS ARE | if more are used
8 | DISPLAYED AT THE TOP I then text zone is “pushed down"
1 | RIGHT-HAND CORNER OF | and may run over
;g | THE SCREEN | to the next page.
21 | e.g. LINE 2 OF 54. |
22
23 | |
24 |
25 I l
26 |
27 | |
28
———————— 29 | |
Header zone ; 30 | |
position s o i
—— o |
page body S ERED | |
35 l I
x* |
37 I
38 I
39 |
5 ' |
2 | |
43 |
44 I
a5 | |
46 |
TEXT ZONE |4 | |
(Page body) |49 | |
(54 lines) 2 | |
52 l |
53
5 |
6 |
| |
45;3 ls1) | Only 2 lines available
2l 162 | (as for Header Zone above)
0 SR | SO, WE——
—1 & | o 1ST LINE OF FOOTER | .I
FOOTER ZONE | & | | il
(7 LINES) & I ¥NoMAN'S I
_l__ 70 { LAND |




HEADERS AND FOOTERS (1)

(=) b

NOTE: Headers and footers are NOT displayed on the screen
with the document.

REMEMBER: When changing the size of the header and footer areas on the
document ensure sufficient lines are left for any header
and footer text.

ait1ng paqination,

==mend of header 1 : used for all page
==mpnd of footer 1 : used for all pages

==mend of header 2 : used for no pages at all
=mmend of footer 2 : used for mo pages at all

REFERENCE: Amstrad Manual - Book 1 Pages 97, 105
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S (1)

1)

(Simple Text)

A standard heading (e.g. a chapter title or “CONFIDENTIAL") is a common
requirement at the top of each page in a report or a chapter of a book, as is a footer
such as a page number. To avoid such words having to be repeatedly typed (or
retyped) LocoScript allows headers and footers to be created separate from the body
of the text and then be automatically included during printing.

1l
2

o

)

As an example, with the Disc Management display on the screen, create a
document called HEADFOOT.EG in the LETTERS group

p
PRESS: C I IHEADFOOT.EGI IENTERI

With HEADFOOT.EG on the screen, select “Modes” to “Edit the header”

PRESS: 7 ' .

Type into the header zone above the line marked “end of header 1" e

TYPE: CONFIDENTIAL REPORT J RETURN

TYPE: Amstrad Consumer Electronics MCJ RETURN

To type in a footer line(s), move the cursor down to the space above the line
titled “end of footer 1" and e.g.

TYPE: ‘ f5 I | ‘ I ENTER| | CONTII

(Note: the word CONTINUED will be right justified.)

Having created a header and footer for each page

PRESS: |EXIT| @




Indicate the page number the first page
should have.

SU page
: er enahled

Indicate how headers and footers are to be LR el

shown through the document.

Indicate how the headers and footers are to be
used on the first and last pages.




(First and Last pages)

With some documents the first and last pages can be different from all the others,
e.g. one would not want CONTINUED on the bottom of the last page.
LocoScript enables us to allow for this.

=

1 ; With the document READ.ME on the screen, edit the header

s (1)

/) With the previously created headers and footers on the screen

PRESS: l 7 l [ SHIFT Hw]

? To step the header being printed on the first page move the cursor to “First page

{
~/ — Header enabled”

ojoblolors

/1| Similarly, to avoid having the footer on the last page move the cursor to
LI “last page — Footer enabled”

PRESS: zﬂ U_J w and then

PRESS: =]

§ Having completed these desired changes

)
.
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After the “Pagination menu” has been used for indicating how the headers and
footers are to appear you may find that the wording on the “Editing pagination”
display (where the header and footer text are entered) has been changed.

EXAMPLE:

BEFORE

====== endof header 1: used forallpages ================
====== endof footer 1: usedforallpages ================
====== end of header 2: usedfornopagesatal =============
====== endof footer 2: usedfornopagesatall =============
AFTER

====== end of header 1: used for odd pages ===============
====== endof footer 1. usedfor odd pages ===============
====== end of header 2. used foreven pages ===============

====== end of footer 2. used for even pages ===============

REFERENCE: Amstrad Manual - Book 1 Pages 97, 105




(Odd and Even pages)

It can be quite common to have differences in the headers and/or the footers on odd
and even pages. For example, on right hand pages the header might be on the right
and on left hand ones to the left, also, the word “continued” would normally only
appear on the right hand page.

l With READ.ME on the screen

e (0) ]

2 To make line 1 of the header right justified, with the cursor at the start of the line
. and move the cursor down to the start
PRESS: @ [D of the second line of the header 1.
PRESS: l SHIFT ’:'LINE' 5 I | ‘ I IENTERI

3 Now move the cursor down to the space above the line marked “end of header 2"

=

4 NOTE: The Footer does not need to be changed — but we must indicate that
it is not to be printed on even numbered pages.

To indicate the header and footer printing options required

PRESS: lf7 l ( SHIFT j:(fBJ

Move the cursor to “Odd/even pages differ”

PRESS: U_] m UJ UJ
S EEEEIE
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HEADERS AND FOOTERS (4)

When page numbers are located between () or — — (e.g. (123) or —123-) or between
words (e.g. page 23 of 123) it is necessary to indicate how the number is to be
justified.

EXAMPLE: In allowing for page numbers of three digits, a single digit in that
space may be positioned to the left, the right or in the centre.

- 3- isright justified
-3 — isleft justified

- 3 — iscentred

To indicate how the numbers are to be justified one must use
the appropriate symbols

> indicates RIGHT justification
< indicates LEFT justification

= indicates CENTRING

These symbols are also used to indicate the maximum size of the number e.g.

== represents a 4 digit number to be centred.

REFERENCE: Amstrad Manual - Book 1 Pages 97, 105
' " STEP BY STEP GUIDE TO LocoScript
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HEADERS AND FOOTERS (4)

(Page Numbering)

One can choose to have the pages automatically numbered at either the top or
bottom of the page by indicating it in a header or footer area. Symbols are used to
indicate the maximum size of page number and also its alignment (see opposite) in
the position in which it has been placed. In this instance we shall have all pages
numbered centrally at the bottom of the page and placed between two —'s.

With READ.ME on the screen

e (2] 3

Move the cursor to the space above the line marked “end of footer 1",
to centre the page number

e (D) (563

3 To assemble the page number

() (o o)
e (DD @) 6D memwe

4 To indicate the maximum size of the page no.

Selelala

5 To finish editing the footer

-

STEP BY STEP GUIDE TO LocoScript
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=)

FORGOTTEN THE PRINT CONTROLS?
Is it printing in HIGH quality when you wanted it in DRAFT?

FIRST - Cancel the printing

PRESS: lPTRI l 7 l |ENTER| lEXITl

THEN - Reset the controls

PRESS: @ and make the necessary changes

TO INTERRUPT PRINTING

and to RESTART

PRESS: [EXIT

TO CANCEL PRINTING

eress. (rre) (7] o

REFERENCE: Amstrad Manual - Book 1 Page 115




PRINTING (1)

(Controls)

There are three controls one should check and set correctly before commencing
printing. These are:

(a) Quality of print — HIGH or DRAFT
(b) Type of paper — SINGLE SHEET or CONTINUOUS

(c) Length of paper — e.g. 70 lines for A4, 66 for 11” continuous

1 To update the print controls to, say,

(a) Draft quality

PRESS: ﬂ @ and to select DRAFT
e @)« DE

(b) Continuous stationery

Move the cursor to “Continuous stationery” and

PRESS:

(c) Paper length

Only if you have non-standard paper lengths should you need to change any of
these. If required, move the cursor to the figure to be changed and type in the
new value and

PRESS:

2 To CONFIRM these changes

PRESS: EXIT
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)

Name of the document.
No. of the first page of the document.

The first page to be printed through to the last
page to be printed.

™

The number of the last page of the document.

EXAMPLE: To print only page 2 enter

opposite “From page” 2 and
opposite “To page” 2

Version 1.2 only

REFERENCE: Amstrad Manual - Book 1 Page 115
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(From Disc Management display)

ENSURE THE PAPER IS LOADED IN THE PRINTER and
THE PRINT CONTROLS ARE SET (previous page)

With Disc Management display on the screen, choose a document to print,
e.g. READ.ME

Move the cursor to the document name and

PRESS: EJ (If “Printer” is flashing PRESS: EXITI first)

Then choocse to print ALL or PART of the document.

PRINT ALL PAGES

PRESS:

) PRINT SOME PAGES
(a) Move the cursor to “Print some pages”

= DO 0

(b) Toindicate which pages are to be printed, with the cursor on “From page”
enter the number of the first page to be printed (e.g. to print pages 2 and 3)

o=

To indicate the last page to be printed, move the cursor to “To Page”
and enter the page number.

- ()63

To start the printing operation




PRINTING (3)

alojnnlElEEsla

NOTE:

As the editing and the printing are using the computer at the same time there may
be some delays especially when editing.

‘Editor sub-modes:

Edit Header
kdit [dentify
nsert text

REFERENCE: Amstrad Manual -~ Book 1 Page 1156
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PRINTING (3)

(When editing another document)

While you are editing one document, LocoScript allows you to print another one.

First, ensure you have paper loaded in the printer.

1 With, say, READ.ME on the screen, choose another document to print,
e.g. ADVERT.ME

PRESS: and move the cursor to select Disc Management.
== () () (1) by

2 Move the cursor to document ADVERT.EG and

rexss. (7)

3 To print all the pages (or you can choose to print some)

PRESS:

é} To return to EDITING the original document (READ.ME)

PRESS: @

~ STEP BY STEP GUIDE TO LocoScript
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(At the end of Editing)

With, say, ADVERT.EG on the screen and with paper loaded in the printer,
finish editing the document and

PRESS: |EXIT

To select “Save and Print”

e (1) (D

Page 103



DIRECT PRINTING

]

The "Offset size" facility is ideal for typing direct onto forms. It enables one to
position the print head precisely on the paper. The Paper Feed knob can then be
used to adjust the paper up and down.

To move the PRINT HEAD

PRESS: |PTR|I£3||‘||‘||‘|
Then using the cursor keys and @

move the PRINT HEAD to the desired position.

When it is in the correct position

PRESS: EXIT and repeat for subsequent positions.

REFERENCE: Amstrad Manual - Book 1 Page 118

___ STEP BY STEP GUIDE T(
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DIRECT PRINTING

This is a means of typing without creating a document. What is entered on the
screen is immediately printed when the RETURN key is pressed. It is ideally used
when typing onto forms and is further assisted by the “Offset size” facility explained

opposite.

1 With Disc Management display on the screen

-0

2 Now type a single line on the screen e.g.

TYPE: [ This line is produced using Direct Printing ]

3 And to print this line

NOTE: the line disappears from the screen once it is printed.

. STEP BY STEP GUIDE TO LocoScript
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OTHER FEATURES

LocoScript provides features other than those previously described. Some of them
do not naturally find a place within previous sections and others are best used after
experience has been gained in the mainstream of the LocoScript word processing
functions.

4 6 DOCUMENT DESCRIPTION
4 7 ALTERNATIVE KEYBOARDS

4 PRODUCING YOUR OWN DATA DISC
4 @ COPYING DOCUMENTS BETWEEN DISCS

S @ MAKING YOUR OWN TEMPLATE

5 l BLOCKS

5 2 PHRASES
5 3 QUICK COMMANDS
5 4 HELP - DISCFULL
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DOCUMENT DESCRIPTION

TO SEE A DESCRIPTION OF THE DOCUMENTS DISPLAYED

With Disc Management display on the screen move the cursor to ADVERT.EG and

PRESS: SHIFT Ia

HAVING SEEN THE DESCRIPTION

s

i Template for Lebters group

REFERENCE: Amstrad Manual - Book 1 Page 128
STEP BY STEP GUIDE TO LocoScript
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DOCUMENT DESCRIPTION

Although names are given to documents they do not always reveal the nature of the
contents of the document. LocoScript allows 90 characters of description to be given
to each document.

1l

As an example, with the Disc Management display on the screen, move the
cursor to ADVERT.EG in the SAMPLES group and

PRESS: @ check the entries in the window and if correct

PRESS: (otherwise PRESS: )

To add a description (i.e. “Edit Identify text”) to the document

e (2) (D 63

Three lines, each of 30 characters, are available to enter a description. If there
already is some text present

PRESS: or and hold down until all the text is removed

Enter the description

TYPE: LAdvenisement for the sale of ' ( RETURN ]

a lawnmower

If no further editing of the document is required

s

(To see the new text see opposite.)

STEP BY STEP GUIDE TO LocoScript

Page 109



THE MAIN KEYBOARD

11 1 O 6 2 =
MLJMULJMUUUUU@@LLL U@
RSN 810G o |
N 35 6 6
L == EII.@.@.

THE KEYBOARD WITH ALT

Rl el e el A ENTEE- =T T ICIEICY
UUMMUMIQ@UU LY

m@Il @g@@

3
|| 2 5

THE KEYBOARD WITH EXTRA

10 310 0
I 3y 2 3 D

J 2 3 | (313D
LI el Well B OF IO INIE T T =]
& j@@@@.@@

REFERENCE: Amstrad Manual - Book 1 Pages 10, 52

P T e e AN R N S
L e ‘ BY c-?‘»!"ﬂ;??’»‘.»:a‘;-’w.‘ £ TO LocoScript
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The Amstrad PCW8256/8512 has been designed to extend the range of characters
available through the keyboard by use of key combinations. For the full range, see
the keyboard layouts opposite.

See the characters generated as you try the following combinations with the
ALT key

s (53H(+) (sp o (o) ()

See the characters generated as you try the following combinations
with the EXTRA key

- (s (o) (oK)

One can also superimpose certain accents on characters e.qg.

PRESS: LEXTRA J:{ 6 ] (Note that the cursor does not

move onto the next position)
-
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PRODUCING YOUR OWN I

A NEW DATA DISC will have no documents on it, although LocoScript ensures
that two standard templates are available in Drive M.

Drive &: \ Drive B: not fitted [Drive H: i
Ok used 173k free @ files| @k used Ok free @ files| 2k used 106k free 2 files

g 0 group T g & muvé st
= iR
T o TOPLATE Ok growp 1 6k

1 files|N:CONT 1 files
0 linho files O linbo files

LATE.STD 1k TEHPLATE STD 1k

CURSOR OVER
A GROUP WITH
NO DOCUMENTS
INDICATES A
NEW GROUP

to select the group it is to appear in and to give that group a name e.g. Group 3 to
become “REPORTS".

FHESS: [Sm” H” EsmFT ]:UJ [smF'r ]_—_( ”
(=) () (1) b (o) 3

D1se managenent.
(=Create new docunent = E= Edn existing document
f1=Disc change = f2=Inspset  f£3=Co fd:=Move {52 Remnn

2 Before creating a document to be recorded on the disc in Drive A it would be wise

Brive fA: Drive B: not fitted [Drive M: ‘.
Ok used 1?31( free 0 files 01( used Ok free O files| 2k used 100k free 2 files

4 0k LETTERS 1k group 4 0k

grm% S}E 333’;2 3}5 IS o mom s X

group 1k aroup k

GROUP STILL, —®1i group 7 ATE 6k growp 7 0k

W:LETTERS I hlesHCDN? 1 files
0 limbo files 9 linbo files

LATE.STD 1k TEMPLATE,STD 1k

CONTAINS NO
DOCUMENTS BUT

DOES HAVE NAME
“REPORTS"

Having named the group, create a document called “DOCUMENT.000".

s () ) o) 3

D130 Maniagenent.
C=Create new dasunent E =Edit existing document
f1=Disc change = f2=Inspect =C f4:Move f5=Renane fb

Drive A: i Dr e B: not fitted [Drive M: '
lk used 172 free 1 files 01: used @k free @ files| 2k used 180k free 2 files

el o Fmg & o & %33% &
[) Ol(

[i] group 6
ey un_ o Surd
CONTAINS A b s 2l il " %‘Hfﬁﬁ iy B il T
DOCUMENT

6701130 VT O )| TEMPLATE, STD Lk TENPLATE.STD 1k

REFERENCE: Amstrad Manual - Book 1 Pages 45, 48
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When using a WORKING COPY of the MASTER DISC, much of the space on the
disc will be taken up by the LocoScript program {i.e. the “hidden files 86k”). Once
the LocoScript program has been loaded into the computer (i.e. the Disc
Management display is on the screen) the working disc can be replaced by a blank
formatted one, which will then have much more free space.

9 \ REPLACE the LocoScript disc with a blank formatted one and

11
PRESS: @

Each of the drives A, B (if fitted) and M can contain 8 groups of documents. Although
each group exists with a group number (e.g. group 3) it can be named to give it a
clearer identification.

NOTE that there are no columns of documents for Drive A and only two for Drive

M, so to record a document on the data disc the upper cursor has to be positicned
over one of the groups in Drive A e.g. group 3, starting in group @

PRESS: [SHIFT ]:{ ‘] (smr'r ]:(‘ ] (srm-"r ):UJ
w Having located the cursor over group 3 create a document in it
. PRESS:
PRESS:

NOTE: There is now a column for group 3 in drive A.

TEMPORARY DOCUMENTS

Short documents, say letters or memos, that you wish to type, print and then discard
should be created in Drive M. This way they will not be recorded on a disc and once
the computer has been switched off the documents will disappear.




Drive M is not a disc drive, it is a part of the computer memory that is used to store
files in a similar manner to disc storage. In this instance it is used for temporary
storage of a file while the discs are being changed over.

Drive @: . [Drive B t fitted |[Drive M: e

150k used 23k free 32 files 2k used 100k free 2 files
I R 10 INVOICE 0 k
S o & amt &

aroup 0
CONT 18k  growp § @k sroup
0

6 0Ok
MPLATE 17k 7% grr:uug? Ok

Read Disc A

\ é:oc. 000"

/%7 Copy “DOCUMENT 000" to M.

9

\

L
& j Replace Disc A with Disc B.

M

NN

Al
L

=¥, Copy “DOCUMENT 000" in M to A.

A: M:
“Doc. 000"
“Doc. 000"

REFERENCE: Amstrad Manual - Book 1 Pages 38, 43
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COPYING FILES BETWEEN DISCS

To copy a file e.g. ADVERT.EG from the System Disc to a new group REPORTS
on your Data Disc.

If the Working copy of the System Disc is not in Drive A, remove any disc that is
there, insert the Working copy and

PRESS: @

With the Disc Management display on the screen position the cursor on
ADVERT.EG and

PRESS: @

First it is necessary to copy the document to a group in Drive M by moving the
cursor to the group

PRESS: ‘—>| l—'»l |->| and

REMOVE THE DISC from the drive and REPLACE IT with the Data Disc to
be copied to, and

PRESS: @

To copy ADVERT.EG from drive M to the group called REPORTS on the new
disc

PRESS: @ and move the cursor to the new group

PRESS: | SHIFT -= | SHIFT H f | . etc,

NOTE: If the new disc has no documents in the destination group, one will have

to use [ SHIFT J:[ CURSOR J to get into the group.

With the cursor positioned on the desired group in DRIVE A

LocoScript
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MAKING YOUR OWN TEMPLATE

To create a memo document called SMITH.001 to Mr. W. Smith, use group 6 in
Drive A which contains a standard memo template (created on the opposite page).

1 Position the cursor within group 6 in Drive A and

PRESS:

TYPE: SMITH space 001

2 To complete the memo

4 )
TYPE: EOL| |EOL EOL] [ 1st January 1986
\. J
A
EOL A. Jones
. J

)
EOL EW. Smith

, J

=

EOL| [EOL Confirming meeting on Friday
S 10th January at 2.30 to discuss

future plans.

REFERENCE: Amstrad Manual - Book 1 Page 125
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MAKING YOUR OWN TEMPLATE

A maijor feature of LocoScript is the way documents are grouped together to take
advantage of similar layouts and maybe the same initial text. The common layout
and common text are regarded as the template for the group and are held in a special
file called TEMPLATE.STD.

When creating a new decument a standard template will always be presented,
either one that has been specially designed for the group or selected automatically
from another group.

In the following steps we shall create a template for a standard memo and the facing
page will show how to make use of it.

With Disc Management display on the screen, move the upper cursor to an
unused group e.g. group 6 in Drive A using

(e owor )

With the cursor on group 6 in Drive A

TYPE: [TEMPLATE.STD J |ENTER|

As this group does not already have a group template, you will be presented
with one from another group. To clear that template from the screen

PRESS: [CUT] [ SHIFT )Z[IE(E] lCUT'

4 To create a NEW LAYOUT (or a selection of them) for this group of documents
see “CHANGING TAB SETTINGS"” and “CHANGING MARGINS"

5 To prepare a document template, e.g. for a memo

rvee: () (7) () fore) () () (o)
(pare) (revonn) (rmone) e () (erone)
(rerom) ance: ) o) o
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BLOCKS

INSERTING A SAVED BLOCK

As an example, insert the block saved on the opposite page into TEXT.EG.

1 With document TEXT.EG on the screen, position the cursor at the start of
paragraph 2 and to insert the text (BLOCK 1)

s () (1) (1) 69

2 With Disc Management display (headed “Editing text”) on the screen
MOVE THE CURSOR TO LAWNMOWR and

PRESS: (see the text being inserted)

NOTE: These saved blocks CANNOT BE EDITED — until they have been inserted
(pasted) into another document.

REFERENCE: Amstrad Manual - Book 1 Page 111

STEP BY STEP GUIDE TO LocoScript '

Page 118



There are times when it can be very useful to be able to copy or move a block of text
from one document to another (even documents on different discs). The sections
“COPYING text” and “MOVING text"” explain how the cutting and pasting
processes are used within a document; this section deals with storing biocks of text
so that they can be transferred any number of times to other documents.

As an example, with the Disc Management display on the screen, move the
cursor to ADVERT.EG in the SAMPLES group and

PRESS:

PRESS: ENTER (otherwise PRESS: )

To take a copy of the first paragraph “Petrol driven . . ." and put it in BLOCK 1

g]u8]al0
) L0 =] 2]

PRESS: [ SHIFT j:( ] |ENTER|

With the Disc Management display (headed “Editing text”) on the screen, move
the cursor to the group in which the block is to be stored.

check the entries in the window and if correct

81 Q)

PRESS:

=

Q
=]
]

[NB Ifthisis a one-off transfer to another document, especially one on another
disc, store it in Drive M. But if you want to retain this block to use on other
occasions, store it in a group in Drive A.]

PRESS:
TYPE: | | | V “

When you have finished with the document

PRESS: EXIT
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PHRASE.STD is a special LocoScript file containing up to 26 phrases, referred to by
the letters A to Z, and which cannot be edited as a document.

TO STORE THE PHRASES ON A DISC

To be able to use the useful phrase (created opposite) on other occasions it will have
to be stored on the Working Copy of the System disc.

5 Insert the Working Copy of the System Disc in DRIVE A (having removed any
] other disc that might be there).

PRESS: @

6) Move PHRASES.STD from DRIVE M to the first column of DRIVE A.

&
. (W D3 - 6363

NOTE: The maximum size for any one phrase is 255 characters. The maximum
number of characters for the phrases together is 550.
So KEEP THEM SHORT!

REFERENCE: Amstrad Manual - Book 1 Page 113
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Apart from being able to create and store blocks LocoScript also enables one to store
up to 26 short phrases which can be more easily used than blocks. All phrases are
stored in a file called PHRASES.STD and are inserted into text by using the paste
key.

5] As an example create a document called PHRASES and set up in it one or a
] number of phrases

With Disc Management display on screen

PRESS: | P

/" Move to the end of the document and type in a useful phrase

PRESS: L SHIFT ]:(DO(% [RETURN]

“) Move the cursor to the start of the line and

PRESS: [ALT}:[ SHIFT
PRESS: [COPY] &:OL] [COPYJ l E I

/| To SAVE the phrase for later use in another document

e (s o) (1) (3

NOTE: A new file called PHRASES.STD has been created in DRIVE M.

To save this updated version of the Phrases file it has to be MOVED to the first
column in DRIVE A of the Working copy of the SYSTEM DISC (see opposite).
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USING PHRASES

TO LIST ALL THE PHRASES HELD IN PHRASES.STD

(l PHRASES.STD cannot be edited as a document so to list all the phrases they

need to be inserted into an existing document. In this case a dummy document
is created for the purpose

PRESS: [ LisTeRs |

To insert the phrases

e () (D) (D63

Move the cursor on to PHRASES.STD and

3 3

REFERENCE: Amstrad Manual - Book 1 Page 113

~ STEP BY STEP GUIDE TO LocoScript |
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USING PHRASES

As an example, to insert the phrase created in the previous section the
document ADVERT.EG, with Disc Management display on the screen and the
cursor on ADVERT.EG

s (2

Move the cursor to the position where the phrase is to be inserted and

2
PRESS: m [_U @ @

, STEP BY STEP GUIDE TO LocoScript ?
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QUICK COMMANDS

Bold

Centre

Double

Italic

Keep ?77?
LayouT ?77?
Line Pitch ?
Line Spacing ??
Last Line

Last Page Number
Pitch 7?7
Page Number
ReVerse

Right Justify
SuBscript
SupeRscript
UnderLine

Word underline
UniT

_ hard space
_hard hyphen

REFERENCE: Amstrad Manual - Book 1 Page 121
L ____STEP BY STEP GUIDE TO Lo

Bold

Double

Italic

Keep ??
LayouT

Line Pitch

Line Spacing

Pitch
ReVerse
SuBscript

SupeRscript
UnderLine

_ soft space
_ soft hyphen

SEE THE DESK DISPLAY




There are two pull-down menus called SET and CLEAR which contain a range of
commands that can be initiated through them. This can be a quicker way of using
commands for those who have become familiar with LocoScript.

For example, to put text into italics.

USING THE CURSOR

T! With the cursor positioned before the text to be set in italics

PRESS: and wait for menu

6) Move cursor in menu down to Italic

e (1) (1) (1) B9

CALLING MENU QUICKLY

=

Move cursor in menu down to Italic

Eulojol=

WITHOUT USING THE CURSOR

Each entry in the menu(s) can be uniquely identified by the capital letters displayed
and any ? . e.g. I = Italic, RJ = Right Justify. The ? represents a number or character
that has to be entered.

= (1)

WITHOUT USING THE MENUS

The small desk display that is included with this book indicates how these same
commands can be initiated without using the menus, so that the above example
becomes:

s (B )

by T
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NOTE: that the space occupied by LIMBO files is automatically released when
other files require the space.

If you wish to see which files are being held in “limbo” and to erase any
of them, then:

5] TO SEE THE LIMBO FILES
| | With Disc Management display on the screen

NOTE: that the LIMBO FILES are
now listed in the columns.

tlng “docunent

f4=Mave ff Ren [

D'ak u!éd 100k free 2 files
T

CONT 1k
TENPLATE _ 0k ggg? 0k

A:LETTERS 10 hles A: SM!?LES .5 files|A:CONT 3 files|f: TEHPLATE 12 files
L—> | 2 limbo files 3 limbo files 1 Tinbo mes 2 linbo files
1k lMES . 2k LETRPAGE, MDP 2k
40 00w 18 IR &
ik rmWr: 1k LETTER .PLP 1k
— |Ji 1 liabo MANUSCRP 2
3k NANUSCRP , 2 libo
3 linbo ” 2k
3k PAGENUM .CEN 1k
s&gglﬂ JROLk
M R Ik
GGE)M R hlmbo
MRASER L 1%
TEMPLATE LAB 2k

y) To ERASE a LIMBO FILE, move the cursor to it and

PRESS: ( SHIFT l:l fﬁj lENTERl
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There can be occasions when one attempts to “finish editing” a large document and
the “disc full” warning is displayed. To avoid losing this typing it is necessary to
create additional space on the disc.

‘\ To get access to the Disc Management display

' PRESS:

%)) With the Disc Management display on the screen try doing the following to
/“4 create more space:

(a) Erase any documents from Drive A that are no longer required

using SHIFT -

(b) Move any documents from Drive A to Drive M

using SHIFT -

(c) If there is insufficient space in Drive M erase any unnecessary
documents from Drive M then do step (b).

~) When you feel that sufficient space has been created

" PRESS:

/j | If the “disk full” message is still present:
( )
=
Go back to STEP 1 and create even more space.
/= If there are any documents transferred to Drive M that you wish to keep and
) there is insufficient space on the disc being used

(a) Replace the disc in Drive A with one that has space

(b) PRESS: @

(c) Move the documents from Drive M to Drive A

using [ SHIFT ]:[M]
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