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Welcome to MemoMaker 

Hewlett-Packard's MemoMaker word-processing program 
combines the simplicity of a typewriter with the speed, power, 
and accuracy of a computer. Because MemoMaker is so easy 
to use, it is perfect for managers and other writers who don't 
have time to master a complex word-processing system. 

Using MemoMaker is like using a typewriter except that what 
you type shows up on your screen instead of on paper. You 
type your document, make any changes you want, and then 
print out a perfect copy. And with MemoMaker, there are no 
surprises-what you see on the screen is what you get when 
you print. You can use underlining or boldface for emphasis; 
you can even justify text to have an even right margin. And 
you can do it without memorizing any commands. 

With MemoMaker, you can type all sorts of documents, not 
just memos. You can create and store special formats for ta­
bles, letterheads, and pre-printed forms. Anything you now 
type on a typewriter will go faster with MemoMaker. 
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The Manuals in 
the MemoMaker 
Series 

A Special Note 
on Terminology 
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This manual, Using MemoMaker, is your general reference 
guide to all the functions and features of MemoMaker. 

If you are not familiar with MemoMaker, we suggest that you 
read Setting You Free With MemoMaker first. Setting You Free 
introduces you to MemoMaker and gives you hands-on prac­
tice with some of the exciting MemoMaker features. 

You'll also find a Quick Reference Guide to MemoMaker in the 
binder with this manual. You can use the Guide as a handy 
memory-jogger to the basic MemoMaker functions. The Guide 
opens out of the binder for easy reading, or you can take it 
out and set it up next to your computer. 

On a standard typewriter, each key has two meanings: it will 
type one character when you tap the key by itself and a dif­
ferent character when you tap the key while holding down 
the Shift key. Your computer's keys work like that, too. Each 
key will do one trick if pressed by itself and another if 
pressed with a "modifier" key, such as (Shift) or ( Extend char). 

In this manual, we always use a general "key" name for each 
keyboard task. Some of these general "keys," such as 0, are 
actual keys on your computer's keyboard. Others, such as 
~, are not actual keys. Instead, the general name simply 
represents a combination of one or more specific keys that 
you would have to press to do that task. 

To help you get familiar with these general "key" names, we 
discuss each one in Chapter 1 and tell you which actual keys 
you need to press to do that task on your computer. Also, 
Appendix B lists each general name along with the cor­
responding keystrokes in a simple table. 
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Before You 
Begin 

Getting Ready to Use 
MemoMaker 

MemoMaker is a simple word-processing system that lets you 
get started working quickly. This chapter: 

• Shows you how to start MemoMaker. 

• Introduces you to MemoMaker screens and keys. 

• Shows you how to exit the program. 

When you write a document with MemoMaker, you will need 
to give MemoMaker some space to work in your computer's 
main memory. The bigger the document, the more memory 
MemoMaker will need. You can easily adjust the size of your 
computer's memory to make room for MemoMaker. Here's 
how you do that: 

1. Go to the Main P.A.M. screen. 

2. Press System Confl (00)· 

Your computer shows you the System Configuration 
screen with a list of parameters and settings. The first 
parameter, labeled M a i n Me m 0 r y / E dis c, specifies 
how the memory in your computer is partitioned. The 
setting for that parameter is highlighted with a black box 
(inverse video). 
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Note 

Note 

Starting 
MemoMaker 

This memory configuration will allow space for a memo with 
about 200 lines. If you will need more space to write several 
memos or one large one, allocate more room in Main Mem­
ory. Also, if you plan to use MemoMaker's File Manager, 
which takes up additional space in memory, set the Main 
Memory even higher. For details on memory requirements, 
refer to Appendix B. 

3. Press (@) or «(ill) until 
the value for the Main Memory reads at least 96K. 

4. Press IDD (00) to lock in that setting and return to 
P.A.M. 

If you have set the Main Memory to its maximum value yet 
MemoMaker still needs more room to create your document, 
you will need to get more memory for your computer. Check 
with your dealer to see all the options you have for adding 
memory to the Portable PLUS. 

Before you can start MemoMaker, you need to install the 
MemoMaker software module into the software drawer in 
your computer. If you have not yet done that, follow the 
Software Module Installation instructions that came with your 
software package. 

1-2 Getting Ready to Use MemoMaker 



Move the display 
pointer to the 

MemoMaker box, and 
then press this 

function key label. 

To start MemoMaker: 

1. Go to the Main P.A.M. screen on your Portable PLUS. 

Notice that MemoMaker shows up as one of the pro­
gram choices. 

2. Use any cursor key to move the display pointer to the 
box labeled M€omoMak €or. 

3. Press «(ill ). 

11"" }"tt-F'ack,.,cI "-8-8:> 

+ 
~TWir¥j reitl",,' 

f1 f2 f3 f4 f5 f6 f7 f8 
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Looking at 
MemoMaker 
Screens 

This is the prompt line 
where the computer 
sends messages to 

This is the response 
line where you re­

spond to messages. 

MemoMaker has 34 different screen displays, each with a 
special purpose. All of the screens are laid out like this: 

This number tells 
what line of your 
document the cursor 
is in. 

This number tells 
what column the 
cursor is in. 

This is the name of the 
document on the screen. If 
the document is not in the 
default drive and directory. 
the drive and directory 
names are included. 

'----..~~ 

This number tells how _+-__________ -' 
many lines the docu-

ment contains. 

f8 

This is the screen name. This is the default drive and directory. 

Each screen consists of a top part with screen information, a 
middle part for text, and a bottom part with the menu of 
function key labels. 

The top part of the screen shows: the screen name, the name 
of the document on the screen, the default drive and direc­
tory, what line and column of the document the cursor is in, 
and the length of the document. Most screens will also have a 
prompt line, where the computer sends messages to you, and 
a response line where you respond to the computer. 
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Text that you type 
shows up here. 

In the middle is where text that you type appears on the 
screen. (It's blank when you first start MemoMaker.) 

eMO: 
Uirec 

These eight boxes are the function key labels. The labels 
change from screen to screen. 

The set of boxes along the bottom of the screen is the menu 
of function key labels. You tell the computer what to do by 
pressing a function key that corresponds to the appropriate 
function key label. 
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Using the 
Keyboard with 
MemoMaker 

The Eight 
Function Keys 

You interact with MemoMaker through four groups of keys 
on your computer keyboard: the function keys, the typewriter 
keys, the editing keys, and the cursor control keys. 

The eight function keys ((ill-@) on your keyboard corre­
spond to the function key labels in boxes at the bottom of 
each MemoMaker screen. Each function key label represents a 
specific task. You tell MemoMaker to do that task by pressing 
the corresponding function key. 

These are the function key labels. 

115 III 
11:57 .. 

These are the function keys on your computer keyboard. Each one 
corresponds to a function key label. 
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The Standard 
Typewriter Keys 

The typewriter keys on your computer keyboard are like 
those on a standard typewriter, with only a few functional 
differences: 

CD/CD Don't use the letter I for the number one (1). 

@J/G) Don't use the letter 0 or 0 for the number zero 
(0). 

(Space bar) Pressing (Space bar) puts a blank space where the 
cursor is (erases the character that was there). 
Don't use (Space bar) to skip over text. Instead, use 
the arrow keys, (Tab), (Back tab) « Shift )( Tab)), or 
( Back space) . 

~ is like locking ( Shift) on a typewriter-with 
two exceptions. 

First, ~ does not affect the number keys or 
the symbol keys. For these keys, you still have to 
use (Shift) to get what is printed on top of the key. 
Second, for the alphabetic keys, when you are us­
ing ~, pressing (Shift) will give you the lower 
case letter. 

To turn on~, press the ~ key. To turn off 
~, press the ~ key again. Your computer 
will show when you are in ~ mode by dis­
playing the initial C at the bottom of the screen. 

Pressing ( Return) moves the cursor to the left mar­
gin of the next line, much like the carriage return 
on a typewriter. But unlike a typewriter, 
MemoMaker will automatically move your text to 
the next line even if you do not press (Return) at 
the end of a line. Use ( Return) when you are typ­
ing only to stop a line short of the right margin or 
to leave a blank line between paragraphs. 
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Editing Keys Editing keys are used to insert or delete lines or characters. 
(In this list, the general key names are given first, followed by 
the corresponding specific keystrokes in parentheses.) 

( Clear line) 

( (EXten~( Clr line)) 

( Delete line) 

(( Extend char )( - Line)) 

( Clear display) 

(( Extend char )~) 

( I nsert line) 

(( Extend char )( + Line)) 

( I nsert char) 

( ( Extend char) ( + Char)) 

( Delete char) 

(( Extend char )( - Char)) 

erases everything from the cursor to 
the end of the line. 

erases the entire line the cursor is on 
and closes up the space by moving 
all other lines up. 

clears everything in the workspace. 

moves all characters from the cursor 
to the end of the line down to the 
left margin of the next line. If the 
cursor is at the beginning of a line, 
the whole line moves down and a 
blank line appears above it. 

switches from write over mode to in­
sert mode. When you type in insert 
mode, what you type is inserted at 
the cursor position and pushes char­
acters past the cursor over to the 
right. 

To switch from insert mode back to 
writeover mode, press ( Insert char) 

again. Your computer will indicate 
when you are in insert mode by dis­
playing the initial I at the bottom of 
the screen. 

removes the character at the cursor 
position from the screen and closes 
up the space by pulling the other 
characters on the line over to the 
left. 
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Cursor Control 
Keys 

Cursor control keys let you move the cursor around on the 
screen and through your document. 

(Back tab) 

(( Shift )( Tab)) 

( Back space) 

( Home) 

((~E::-x'-te-nd"""-'ch-a'r )W) 

~ 
((~E::-x'-te-nd"""-'ch-a'r )eE) 

~ 
(( Shift )0) 

(ROll down) 

(( Shift )eY)) 

(Prev) 
((r::E::-x"--te-nd-;-c-:-h-a~r )( Prey )) 

(Next) 

( (r::E::-x'-te-nd"""-'ch-a~r ) ( Next)) 

moves the cursor up one line. 

moves the cursor down one line. 

moves the cursor one column to the 
left, as far as column 1. 

moves the cursor one column to the 
right, as far as column 80. 

moves the cursor to the next tab stop 
on the right, as far as column 80. 

moves the cursor left to the previous 
tab stop, as far as column 1. 

moves the cursor back one space. 

moves the cursor to the beginning of 
a document. 

moves the cursor to the end of a 
document. 

rolls the document up. 

rolls the document down. 

shows the screen of text that comes 
before the first line on the screen. 

shows the screen of text that comes 
after the last line on the screen. 
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Leaving 
MemoMaker 

To leave MemoMaker, press 
Main Keys screen. 

If you are not on the Main Keys screen, 

(@) on the 

1. Press the eighth function key (@), which will corre-
spond to either or @i,A!', as many 
times as needed until you get back to the Main Keys 
screen. 

2. Then, press 

If there is a document showing on the screen that has not 
been saved, MemoMaker will ask you whether you want to 
save or discard that document. If you want to save it under 
the current name on the prompt line, press Itgwimm (G[)). 
To save the document under a different name, press 

(@) and then follow the naming and saving 
procedure in Chapter 3. If you don't want to save it, press 
No, lhscard (00)· 
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Using 
MemoMaker's 
Standard Format 

Writing with MemoMaker 

Each time you write with MemoMaker, you will choose a for­
mat, type the document, and then name and save the 
document on a disc. 

This chapter explains MemoMaker's standard format and 
some of the special features of typing with MemoMaker and 
moving around in your text. Chapter 3 is about naming and 
saving. 

The format is the way you decide to set up a document. You 
format every document you write-whether you do it by 
hand, typewriter, or computer. When you decide whether to 
single-space or double-space a handwritten draft, when you 
set the margins and tab stops on a typewriter, and when you 
choose to justify the copy on a word processor, you are set­
ting parts of a format. 

A MemoMaker format contains the following instructions: 

• margins 

• tab stops 

• text enhancements (underlining, boldface, or none) 

• justified or ragged right margin 

• printer spacing (single or double space) 

• paper feed setting (manual or automatic) 
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2-2 Writing with MemoMaker 

• type of printer 

• file structure ("Document" or "ASCII") 

• insert or write over mode 

• default drive and directory (where MemoMaker assumes 
you will be storing your documents) _____ 

MemoMaker has a standard format that is built in and ready 
for use. This standard format comes up automatically when 
you start MemoMaker. If you want to change the standard 
format, refer to Chapter 9. 

MemoMaker's standard format is in a file named 
STARTUP.FMT. It includes the following instructions: 

left margin column 1 

right margin column 65 

tab stops every 5 columns (columns 1, 6, 11, and 
so on) 

text enhancement none 

justification off (ragged right) 

printer spacing single space 

paper feed setting manual 

type of printer HP -type 

file structure "Document" 

typing mode writeover 

default drive A: \ 
and directory 



Typing Your 
Document 

Block Paragraphs 
vs. Indented 

Paragraphs 

Writeover Mode 

Word Wrap 

In many ways, typing your MemoMaker documents is just 
like using a typewriter-only it's faster and easier and you 
type on a screen instead of on paper. The cursor marks your 
place. The next character you type will appear at the cursor 
point. 

MemoMaker works best if you write your paragraphs in block 
style-that is, start each paragraph at the left margin and 
leave a blank line between paragraphs. You can use indented 
paragraphs, but that makes aligning your document more dif­
ficult. You will use the align feature after deleting text, cutting 
or copying and pasting, changing margins or when justifying 
your right margin. (We'll explain aligning in detail in "Align­
ing Text" in Chapter 6.) 

Unless you have changed the standard format, you will be in 
writeover mode when you start up MemoMaker. In writeover 
mode, what you type writes over anything that may be at the 
cursor position. For example, if the cursor is at the "n" in 
"now" and you type "s," you will get "sow." 

When you press (Space bar) in writeover mode, you type an 
empty space over the character at the cursor. For example, if 
the cursor is at the "s" in "sat" and you press the space bar 
once, you will get" at." 

When you type a document on a typewriter, you must return 
the carriage at the end of each line to move to the next line. 
You also have to keep track of your right margin and decide 
when you want to move to the next line. MemoMaker per­
forms these functions for you automatically with its word 
wrap feature. Word wrap keeps track of your right margin. 
When you type a word past that right margin, the word 
wraps-or jumps-to the left margin of the next line. You can 
simply type the document non-stop and let MemoMaker take 
care of the rest. 
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Moving Around 
in Your 
Document 

Moving the Cursor 

Scrolling Through 
the Document 

2-4 Writing with MemoMak~r 

MemoMaker tells you how long the document is and keeps 
track of the cursor as you move through the document. 

When you use MemoMaker, you have several different ways 
to move the cursor: 

The standard typewriter keys. Use ( Return), (Back space ), 

and (Tab) as you would on any typewriter. (Back tab) lets you 
tab backwards. Don't use (Space bar) to move forward through 
your document because pressing ( Space bar) means typing a 
blank space. 

The arrow keys. Use @, 0, 0, and (Y) to move the 
cursor left, right, up, and down. 

When you create a document, MemoMaker stores it as one 
continuous piece of writing, like a scroll. It doesn't get broken 
up into pages until you print it. 

The ~ and ( Roll down) keyboard functions let you roll 
your document to see text that is not on the screen. ~ 
rolls the document up and shows text that was below the 
screen; ( Roll down) rolls the document down and shows text 
that was above the screen. 

You can also roll your document down if you move the cursor 
to the top line on the screen and then press 0. Instead of 
the cursor moving up (off the screen), the text will move 
down to meet the cursor. Likewise, you can roll your docu­
ment up if you move the cursor to the bottom line on the 
screen and then press (Y). 



Moving Screen by 
Screen 

Moving Directly to 
the Beginning or 

the End of the 
Document 

Editing Your 
Document 

Inserting 
Characters 

(Insert Mode) 

Press ( Next) to show the next screen of text in your document. 
Press (Prev) to show the previous screen of text in your 
document. 

To move to the beginning of a document, press ( Home). To 
move to the end of a document, press (End). 

It's easy to edit your MemoMaker documents. You can edit 
characters, lines of text, or larger blocks of text. This section 
tells you how to edit characters and lines of text. Later chap­
ters tell you how to cut out, move, or copy blocks of text 
within documents or between documents; how to align a doc­
ument; or how to add a text enhancement (underlining or 
boldface). 

If you want to insert a character in a word (or insert a blank 
space between words), you must first switch from write over 
mode to insert mode and then type what you want to insert. 

In insert mode, whatever you type is inserted at the cursor po­
sition and everything from the cursor to the end of the line is 
pushed one space to the right. For example, in insert mode, if 
you move the cursor to the "n" in "now" and type "s", you will 
get "snow." 

If a character gets pushed past the right margin, the word 
containing that character will wrap to the left margin of the 
next line. 

To switch from writeover to insert mode, simply press 
( Insert char). To switch back to writeover mode, press 
( Insert char) again. Your computer will indicate when you are in 
insert mode by displaying the initial I at the bottom of the 
screen. 
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Inserting a Line 

Deleting Character 
by Character 

Deleting or 
Clearing a Line 

2-6 Writing with MemoMaker 

You can insert a line whether you are in insert or writeover 
mode. When you press ( Insert line ), MemoMaker moves all 
characters from the cursor to the end of the line down to the 
left margin of the next line. If the cursor is at the beginning of 
a line, the whole line moves down and a blank line appears 
above it. 

In writeover mode, there are two ways to delete a character. 
With the cursor in place, press (Delete char ), and MemoMaker 
will erase the character at the cursor and close up the space 
by pulling the remaining characters on the line one space to 
the left. Alternatively, you can press (Space bar), and 
MemoMaker will delete the character and put a blank space 
in its place. 

In insert mode, you can delete a character only with the 
( Delete char) function. If you press (Space bar) in insert mode, 
you will just insert a space and the offending character will 
move to the right. 

There are two ways to delete a whole line using MemoMaker. 
You can either: 

• delete a line and close up the space, or 

• delete a line by clearing the text but leaving the space. 

To delete a line and close up the space: 

1. Move the cursor anywhere on the line you want to 
delete. 

2. Press (Delete line) . 

MemoMaker erases the line and moves all succeeding 
lines up one line to fill in the space. 



To clear a line and leave the space: 

1. Move the cursor to the first character of the line you 
want to clear. 

2. Press (Clear line) . 

MemoMaker erases the line but leaves the space. Suc­
ceeding lines do not move up. 

To clear part of a line: 

1. Move the cursor to the first character you want to erase. 

2. Press (Clear line) . 

MemoMaker erases everything from the cursor to the 
end of that line. 

If you delete or clear a line by mistake, MemoMaker lets you 
put it back. As you eliminate each line, it goes automatically 
into a "buffer," which temporarily stores that line. To put back 
a deleted or cleared line, use MemoMaker's Paste Block fea­
ture (refer to Chapter 4). 
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What is a 
Document 
Name? 

Naming, Getting, and Saving 
a Document 

When you type a document, it exists only in the temporary 
workspace until you tell MemoMaker that you want to save 
it. If you do not save it, your document will be erased when 
you either leave MemoMaker or create another document. 
Even if you don't plan to use the document again and just 
want to print out a copy, it's always safer to save it first just 
in case something goes wrong before you get a chance to 
print it out. 

After you have saved a document on a disc, you can get it 
back whenever you want to read it, change it, print it, or use 
it as part of another document. In order for MemoMaker to 
store and get back your documents, you must give each docu­
ment a name. 

A document name identifies a document and distinguishes it 
from all others on a disc. Since the documents you name are 
stored as disc files, document names are actually file names. 

The rules for MemoMaker document names are the same as 
for all other file names in the MS'M_DOS operating system. 
The file name can include only the following characters: 

• letters A through Z (MemoMaker treats all letters as 
capitals) 

• numerals 0 through 9 

• dollar sign $ 

• ampersand & 

• pound sign # 
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• apostrophe ' 

• percent sign % 

• caret '" 

• parentheses 0 
• hyphen -

• underscore _ 

• at sign @ 

• braces {} 

• tilde -

• single quotation ' 

• exclamation point ! 

You cannot use spaces in your file names. 

Document names can also have an extension-a suffix that is 
preceded by a period (for example, JONES.LET). You can use 
extensions to differentiate between different types of docu­
ments. For example: 

this extension: could mean: 

.LET a letter 

.MEM a memo 

.NTS notes 

.OUT an outline 

.REP a report 

.REV a revised document 

.TPL a template (for preprinted forms) 

If you need to refer to a series of letters written to Mr. Jones 
on different dates, you might use the following document 
names: 

JONESLETJAN 

JONESLETFEB 

JONESLETJUN 
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Keeping Track 
of Document 
Names 

Each file in a particular directory on a disc must have a 
unique name. You can have JONES. LET, JONES.PRO, and 
JONES2.LET on the same disc. You can have copies of differ­
ent files called JONES. LET on different discs or in different 
directories. 

A full document name includes not only the file name but 
also the drive name and the directory or subdirectory name. 
For example, the full document name C: \JONES.LET tells 
you that the document named JONES.LET is in the main di­
rectory (\) on the disc in drive C. MemoMaker assumes that 
you want to store your documents in the default directory 
(shown in the upper right corner of your screen), so you need 
to specify the full document name only if you want to use a 
directory other than the default directory. 

For more information on document names and the directory 
structure, refer to your computer's operating instructions. 

When you ask for a document, you must ask for it by the 
exact name you gave it when you created it. Here are two 
ways to keep track of document names: 

• Write the document names on the label of the disc that 
contains them . 

• Use names that immediately suggest the contents of the 
document (for example, JONES.LET for the Jones letter and 
JONES.PRO for the Jones proposal). 

If you ever have trouble remembering the name of one of 
your documents, you can always consult the File Manager. 
Refer to the section on "Using File Manager" later in this 
chapter. 
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Naming and 
Saving a New 
Document 

To name and save a new document: 

1. Go to the Main Keys screen. 

2. Press ' •• MiI (CIT). MemoMaker shows you the File 
Keys screen: 

~~~ 5!~~fr~~~~~~~1~dif~~at~~r~a~~~u6~~o~~~ ~9~day, October 13, 

Please note that this does not affect the due date for travel 
IJouchet-·s. IJ.I~i i ch must st i 11 be turned in no 1 ater than 1: 30 p. m • 
on r1onda~, October 16. If you have any questions about fi 11 ing 
':II.,ft these I.)ol~cher·s, please see Dego Sm i th • _ 

Press this function key label to save your document. 

f8 

3. Press F"f .... iji§. .... (@). MemoMaker shows you the 
Save Memo screen and tells you to: 

Enter file name and press "Return" 

The name TEMPMEMO appears on the response line on 
the top of the screen. 
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Keeping Track 
of Document 
Names 

Each file in a particular directory on a disc must have a 
unique name. You can have JONES. LET, JONES.PRO, and 
JONES2.LET on the same disc. You can have copies of differ­
ent files called JONES. LET on different discs or in different 
directories. 

A full document name includes not only the file name but 
also the drive name and the directory or subdirectory name. 
For example, the full document name C:\JONES.LET tells 
you that the document named JONES.LET is in the main di­
rectory (\) on the disc in drive C. MemoMaker assumes that 
you want to store your documents in the default directory 
(shown in the upper right corner of your screen), so you need 
to specify the full document name only if you want to use a 
directory other than the default directory. 

For more information on document names and the directory 
structure, refer to your computer's operating instructions. 

When you ask for a document, you must ask for it by the 
exact name you gave it when you created it. Here are two 
ways to keep track of document names: 

• Write the document names on the label of the disc that 
contains them . 

• Use names that immediately suggest the contents of the 
document (for example, JONES.LET for the Jones letter and 
JONES.PRO for the Jones proposal). 

If you ever have trouble remembering the name of one of 
your documents, you can always consult the File Manager. 
Refer to the section on "Using File Manager" later in this 
chapter. 
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Naming and 
Saving a New 
Document 

To name and save a new document: 

1. Go to the Main Keys screen. 

2. Press ' •• 44ii ((]D). MemoMaker shows you the File 
Keys screen: 

1 e eys eM() : I 
Line: 3 to 1",,,,: 1J3 Len· th: '3 [I irecte,r : A:" 

~~~ E.~~~f r~~~~~~~1~dif~p;3f~l~r~a~~~u6~~o~~~ ~9~da~, October 13, 

Please note that this does not affect the due date for travel 
'.)otKhers, IJJh i ch must st i 11 be turned in no 1 ater than 1: 30 p. m • 
cln t~onday, October 16. If ':IOU hal..Je any questions about fi 11 ing 
OIJt these \)oucher"s, please see Oego Sm i th . _ 

13 

f3 f4 f5 f6 

Press this function key label to save your document. 

f7 f8 

3. Press Efw.n .... (@). MemoMaker shows you the 
Save Memo screen and tells you to: 

Enter file name and press "Return" 

The name TEMPMEMO appears on the response line on 
the top of the screen. 
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When you save a :II~ Ie eMO eM() : 

document, the current_~t~~~~~~~~~::~::~~ ___________________________________ 1 
name of the document 

I'J"": 1J3 Le,,· th: .) [I i. ec 

appears on the re­
sponse line as well as 
in the upper right-hand 
corner. If you are sav-

ing a new document, 
the name TEMPMEMO 
appears. 

~~~ G!~!.t r'~~~~~~~1~dif~~at~~r~a~~~u6~~oG~~ ~9:day, October 13, 

Please note that this does not affect the d .. ,e date for travel 
vIJtK:her's, wh i ch must st i II be turned in no 1 atet... than 1: 30 p. m • 

~8tM~~~~~'vgBi~~;~,1~ie;~eY~~ehB~~oag~if~~stions about filling 

f1 f2 f3 f4 f5 f6 f7 f8 

4. Make sure that there is a disc in the drive. If you are 
using the electronic disc (drive A), make sure there is 
room for your document. 

5. Set the file structure to either Document or ASCII (refer 
to Chapter 9, "Changing the File Structure"). 

6. Type in a name that is different from any name in that 
directory and then press (Return). Remember, if you are 
not storing your document in the default drive and di­
rectory, include the drive and directory name as part of 
the document name. 

MemoMaker creates a disc file for your document. The 
full document name appears in the upper right-hand 
corner of your screen and the document remains show­
ing on the screen. You can work on the document again 
or go on to another document. 

7. To clear the workspace for the next document, press 
Clear Workspce (00) or press the ( Clear display) key. This 
clears what is showing on the screen but in no way af­
fects your permanent disc file. 
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Naming and 
Saving a 
Revised 
Document 

Getting a 
Document 

When you get a document from a disc and revise it, you have 
two versions of your document: the original disc file and the 
changed document on the screen. You can: 

• Save the changed document and have it replace the origi­
nal version on your disc. 

• Save the changed document as a different file and keep 
two versions of the document. 

• Clear the changed document from the workspace and re­
tain the original version as it existed before you made any 
changes. 

To name and save your revised document: 

1. Go to the Main Keys screen. 

2. Press «(ill). 

3. Press (@). MemoMaker asks you to: 

Enter file name and press "Return". 

The name of the original document appears on the re­
sponse line at the top of the screen. 

4. If you want to replace the original document with the 
revised document, press (Return), and MemoMaker will 
copy the revised document over the old document. 

If you want to keep both the original document and the 
revised document, type in a new document name and 
then press ( Return). You might want to add the suffix 
REV to the new name to indicate that you now have a 
revised version in addition to the old version. 

When you get a document from a disc, you really get a copy 
of what is on the disc. The document stays on the disc and 
you work with the copy in the workspace. 
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Caution 

Press this function key 
label if you want to 

save the current 
document under 

another name. Then 

, When you get a document, use the same file structure setting 
that you used when you saved the file. Otherwise, some un­
wanted characters may show up in your file. Refer to Chapter 
9, "Changing the File Structure," for more information on file 
structure. 

To get a document from the default drive: 

1. Go to the Main Keys screen. 

2. Press (00). 

3. If you have already been working on a document and it 
is showing on the screen, you will have to either save or 
discard that document before you get the next one. 
MemoMaker will ask you: 

Do you want to save the current memo as 
(original document name or TEMPMEMO)? 

This is the name of the current document. 

~~~ 5!~t;f r~~~~~~~1~~/'f~~!at~0t~~a~~'~u6~~oG~~: i~~da~, October-· 13, 

P 1 e·~se note that th i s does not a f feet the due date for tt~ a .... 'e 1 
~)ouchet-·s. 1.I.lh i ch rlllJsi: st i 11 be "tut-·ned in no 1 stet-· than 1: 30 p. m • 
on Monda~, October 16. If you have any questions about filling 
out these l)QI .. Khet-·s, please see Dego Srfli th. 

follow the naming and _-+-____________________________ -. 
saving procedure 

described earlier in this 
chapter. 

Press this function key label if you want to 
save the current document under the cur­
rent name before clearing the workspace. 

Press this function key 
label if you don't want 
to save the document. 

f8 
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On this line, type in the 
name of the document 

• If you want to save the document under that name, 
press "i¥Ai-iii (00)· 

• If you don't want to save the document, press 
No, Dlscard (00)· 

• If you want to save the document under another 
name, press l"rAj-W, (00) and then follow the 
naming and saving procedure described earlier in this 
chapter. 

If your screen is clear or has a document that has been 
saved, MemoMaker asks you to: 

Enter file name and press "Return". 

e eMO eMcl: 
,. Direc 

you want to see. ------~~=-------------------------------------------------------I 

f1 f2 f3 f4 f5 f6 f7 f8 

4. Type in the name of the document you want to see. 

5. Press (Return). MemoMaker shows you the document 
you asked for and returns you to the Main Keys screen. 

To get a document from a disc not in the default drive: 
Follow the same procedure, but be sure to use the full docu­
ment name, so that MemoMaker knows where to look for the 
document. For example, if you have stored a letter written to 
Mr. Jones on March 3 in the Jones directory on the disc in 
drive C, you would tell MemoMaker to get: 

C:~JONES~MARCH3.LET 
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Caution 

Using 
TEMPMEMO 

, The next procedure requires you to switch discs. Before you 
do that, make sure the red light on your disc drive is off. Other­
wise, you may damage your disc. 

To get a document from a disc not in your computer: 
Follow the same basic procedure. If you have an empty disc 
drive, insert the disc with your document into that disc drive. 
Otherwise, after saving or discarding the last document you 
worked on, take out a disc and replace it with the disc that 
contains the document you want. Then start with step 1. Be 
sure to include the full document name, so that MemoMaker 
knows where to look for your document. 

Sometimes when you're using MemoMaker to write a new 
document, you may need to exit quickly from the program. 
You want to save your work, but you may not have the time 
to establish a permanent file. At those times, MemoMaker 
gives you the choice of saving your work in a temporary file, 
named TEMPMEMO. 

Only one document in a particular directory on a disc can be 
saved as TEMPMEMO. If you already have one document 
saved as TEMPMEMO and save another document using the 
TEMPMEMO feature, the second document will erase and re­
place the first. Therefore, you should consider TEMPMEMO 
only as a temporary storage file, and you should rename your 
document when you have more time. Then your 
TEMPMEMO file will be ready to use again. 
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If you want to exit MemoMaker and use TEMPMEMO: 

1. On the Main Keys screen, press 
MemoMaker asks you: 

(@J). 

Do you want to save the current memo as 
TEMP~lEMO? 

and presents you with a new set of function key labels. 

6~~t~f r.~~~~~~~1~dif5~at~~r.~a~~~1~6~~o~~~ i8:da~, October 13, 

Please note that this does not affect the due date fot-· tra'.)el 
I.)OI..Khet-·s. IJ.lh i ch must :::t i 11 be turned in no 1 ater than 1: 30 p. lit • 

I I t'1onda~. Octobet-· 16. If you have any questions about fi 11 in,;! 
these· I,JoI..K:her"s, please see Dego Sro i th . 

want to save the 
current document as 
TEMPMEMO, press 

this function key label. 

2. Press W-iN' (00). MemoMaker makes a permanent 
disc file of your document, stores it under the name 
TEMPMEMO, and then erases the document from the 
screen before exiting the program. 
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Clearing the 
Workspace 

If you clear a new document from the workspace, you 
will erase all traces of that document. Likewise, if you 
retrieve an old document, revise it, and then clear it 
from the workspace, you will lose your revisions. In ei­
ther case, MemoMaker will always give you a chance to 
change your mind before it erases the document. 

To clear the workspace, either: 

• Press the (Clear Display) key 

or 

• Go to the File Keys screen, and press 8'M .. ,t\OiiW 
((ill ). 

If your document has been saved before, MemoMaker 
immediately clears the workspace and lets you get on 
with your other work. 

If your document has never been saved (a new docu­
ment, for example) or if you have been revising an old 
document, MemoMaker will first ask you if you want to 
save your work before it clears the workspace. This is 
your chance to change your mind before discarding your 
work. MemoMaker asks you: 

Do you want to save the current memo as 
(JEMPMEMO or original document name)? 
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• If you want to save your document under the name on the 
response line, press Ui-HW (@). 

MemoMaker will save your document and clear the 
workspace. 

• If you do not want to save your document, press 
lila, l'h scad! (00)· 

MemoMaker will erase your document and clear the 
workspace. 

• If you want to save your document under another name, 
press (@). 

Then follow the naming and saving procedures described 
earlier in this chapter. 

The staff rlleeting ori'=linall ~ scheduled fot" Fr'ida~, October- 13, 
has been r'eschedt~led tot-- Thur5da~, October- 18. 

Ple.:sse no-l:e th.:.1: this does not affect: the due date for" tt-·a~.Jel 
I.)ouc:het-'s, 1.'.Ihieh rllust 5ti 11 be ""tI...Ir-ned in no l~ter'" than 1 :30 p .1"1'1. 
g~-~tt'1i~~~~~' ~)g~~~::~~~, l~ie~!e ~~~eh5~~oa~~i i~~5tlon5 about fi 11 ing 

" n ~ M ffi ffl 

Press this function key label if you want to J J 
save the current document under the cur-
rent name before clearing the workspace. 

Press this function key label if you don't 
want to save the current document. 

Press this function key label if you want to 
save the document under a different name. 
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Using File 
Manager 

Note 

Getting File 
Manager 

Your computer contains a built-in File Manager program that 
lets you organize and keep track of your documents. With File 
Manager, you can: 

• See a list of files in any drive or directory. 

• Print a file or directory. 

• Delete a file or directory. 

• Create a new directory or subdirectory. 

• Change the default drive and directory. 

• Format a disc. 

• Copy a file. 

• Rename a file. 

For information about doing any of these tasks, refer to the 
File Manager chapter of the user's guide for your computer or 
Appendix B of this manual. 

File Manager takes up some of your computer's Main Mem­
ory. If you want to use the File Manager, you may have to 
allocate additional space in Main Memory. For details on 
memory requirements, refer to Appendix B. 

You can go to the File Manager in your computer without 
exiting MemoMaker. 

To get to File Manager: 

1. Go to the Main Keys screen. 

2. Press ' •• \1411 (Cill)· 

3. Press Pile Mana er (00)· 

File Manager is also available from the Get Memo, Save 
Memo, Get Format, and Save Format screens. If you are 
working on any of those screens and want to go to the File 
Manager, simply press (00). 
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Leaving File 
Manager 

When you are through with File Manager and want to return 
to MemoMaker, press (00) as many times as needed 
until a MemoMaker screen appears. You will be able to pick 
up work from where you left off when you first called up the 
File Manager. 
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What Is the 
Buffer? 

Cutting Out, Copying, and 
Pasting Text within a 
Document 

This chapter tells you how to cut out a block of text, how to 
cut and paste a block, and how to copy and paste a block 
within a document. 

If you want to delete text, you cut it out. When you cut and 
paste, you cut out text from one place and move it to another. 
When you copy and paste, you leave the original text where it 
is and move a copy of it to another place in the document. In 
MemoMaker, any text that is either cut out or copied is stored 
in a buffer. When you paste in a block, you take text from the 
buffer. 

A buffer is a temporary holding area for text. MemoMaker 
automatically stores text in the buffer any time you delete 
part or all of a line of text (when you press (Delete line) or 
(Clear line )) or when you cut out or copy a block of text. In a 
cut out or copy block operation, the buffer can hold a charac­
ter, a word, a line, a sentence, a paragraph, or the entire 
document. That's because a block has no predetermined di­
mensions-you define the block you want to work with. The 
size is limited only by your computer's memory. Only one 
block can be stored in the buffer at a time. If you try to put in 
another block, the first block is erased from the buffer to 
make room for the second. 

The buffer is a great safety feature which allows you to 
change your mind, without worrying about losing your text 
permanently. 
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Cutting Out a 
Block of Text 

Move the cursor to the 
first character of the 

When you want to cut out a block of text, you use 
MemoMaker's Block Keys: 

1. With the document showing on the Main Keys screen, __ 
press ':' •• 346 (@). MemoMaker shows you the 
Block Keys screen. 

block you want to cut ~""'="""---""'.,...,:mr1"ro1"""""'''-------------------------1 
out. 

After you have moved 
the cursor to where 

you want to start, 
press this function key 
label to start the Cut 

Out operation. 

n~af~~r~~~~~uM~o6~~ i9~da~, October' 13, 

Please note that this does not affect the due date for travel 
'.)ouchers, wh i ch must st i 11 be turned in no 1 ater than 1: 3121 p. m • 

~8tM~~~~~'vg~~~~~~,1~ie~~eY~~ehB~~oag~ii~~stions about filling 

f1 f2 f3 f4 f5 f6 f7 f8 

2. Move the cursor to the first character in the section of 
text you want to cut out. 

3. Press (ClD). MemoMaker shows you the 
Cut Out Block screen and asks you to: 

Use the cursor to define a block, then 
press "Block OK", 
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Move the cursor to ___ ~~~~~~~~~~~~~~~~~~~!!~~~~~~~~~~~~~ highlight the block you 
want to cut out. 

Ple-3se note that this does not affect the due date for tral.)el 
vOI .. Khers, I,I.lh i c:h must st i 11 be turned in no 1 ai:et.... than 1: 30 p. m • 

~8tt'1~r~~~~' vg~i~~~~, l~ie~!e Y~~e hB~~o a~~i f:~~stions about fi 11 ing 

f1 

ll7 
12: 

f2 f3 f4 f5 f6 f7 f8 

4. Move the cursor to at least one character past the end of 
the block you want to cut out. As you move the cursor, 
MemoMaker highlights the block you are defining. 

If you make a mistake, move the cursor to the left or up 
to erase the highlighting that defines the unwanted por­
tion of the block. 

If you find you can't define the block you want, you 
started in the middle of the block instead of at the be­
ginning. In that case, press (00) and 
begin again with step 2. 

5. Once you have highlighted the block you want to cut 
out, press 1: •••• ,* (@). The highlighted block disap­
pears from the screen and MemoMaker returns you to 
the Block Keys screen, with the rest of your document 
showing on the screen. 
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01(". 

si:aff rlleeting ~.~;Bm~w.mJIWlJi3jRm-1CIW 
been r"eschedu letOrTh~a~, OCC;er~ 

note that th i s does not a ffect the due date for tr a,'e 1 
1.~lh i ch 1i"lust si: i 11 be turned in no 1 ater than 1: 30 p. m • , l)~~:~i~~;~, 1 ~ i e~~e ~~~e h5~~o ag~ i {~~st ions about fill i ng 

III 
12 : 

f1 f2 f3 f4 

After you have defined the block you wan 
to cut out, press this function key label to 

tell MemoMaker to go ahead and cut it 
out. 

After cutting out your block, 
MemoMaker returns you to the 

Block Keys screen. 

f6 

eMCI: 
[Iirec: 

f7 f8 

The block that was cut 
out from here is stored 
in the buffer; the text --t;;;:;;:;::;::::;;:;::;;:;;::;:;;:~::::;:<~--------------------I 
that follows has been 
pulled over to fill the 

space. 

The sta f t meet i n9-
has been t-'eschedu 1 ed tot'"' Thursda ~, October" 1:3. 

Please note that th i s al:1es nClt a f feci: the due date for tr ave 1 
I.)ouchet-·s, I.vh i ch !'mAst st i 11 be tl..~rned in no 1 ai:er than 1: 30 p. m • 
~~_~tt~~~~~~, I,.,:;~i~~~i., l~ie~!e ~~~eh5~~o ag~i {~~stions about fi 11 ing 

f1 f2 f3 f4 f5 f6 
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Cutting and 
Pasting a Block 

'- of Text 

Define and cut out the 
block you want to 

paste in somewhere 
else, 

f1 

If you decide that, for example, paragraph 7 in your docu­
ment should really come before paragraph 2, MemoMaker 
makes it easy to move the text. You simply cut out the block 
you want to move, show MemoMaker where you want to in­
sert the block, and then tell MemoMaker to paste in the block 
that you cut out. 

To cut and paste: 

1. Cut out a block of text by following the instructions in 
the previous section, 

eMCt: 
Direc 

',nocl< or.". 

f2 f3 f4 f5 f6 f7 f8 
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Move the cursor to 
where you want to 
paste in the block. 

After you move the 
cursor to where you 

want to paste the 

After cutting out the block, 
MemoMaker returns you to 
the Block Keys. ---..., 

tOt" Thur'sd-3~, October 19. 

note that this does not affect the due date for travel 
I '.)ouct·,er·s, 1.'.lh i ch ('(lust st i 11 be tur-ned in no I ater than 1: 30 p. m . 

, .. )g~~~~F~ , 1 ~ i e~~e ~~~e h~~~o a~~ i {~~st ions about f i 11 i ng 

block, press this -+----------, 
function key label. 

The block that you had 
cut out is pasted in at 

the cursor position, 
and tt",e text that 

follows moves down. 

f1 

f1 

f2 f3 f4 f5 f6 n f8 

2. Move the cursor to where you want the block inserted. 

3. Press (@). The block you cut out is in­
serted into your document. 

ti'3 nelJ.I 0 f f i ce space have made it necessar y to 
for OUt-· sta f f meet i ng . 

this does not affect the due date for tra'.)el 
mu:::t st i 11 be ""tI .. u-·ned in no 1 ater than 1: 30 p. m . 

"'''X.lc:n'~,.,s, 1 ~ i e~!e Y~~e h~~~o ag~ i i~~st i ons abol~t f i 11 i ng 

f2 f3 f4 f5 f6 

eMC,: 
[Iirec 

n f8 

If you paste a block in the middle of a line, MemoMaker will 
try to fit the block on that line. If the block doesn't fit, 
MemoMaker will split the original line of text and paste the 
block starting on the next line. In that case, you will end up 
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with a short line in the middle of a paragraph. To correct that, 
you can use MemoMaker's Align Block feature to even up all 
of the lines. (Refer to Chapter 6 for details.) 

'- .............. ~-----------------------------------
Copying and 
Pasting a Block 
of Text 

Move the cursor to the 
first character of the 

block you want to 
copy. 

After you have moved 
the cursor, press this 
function key label to 

start the Copy 
operation. 

f1 

You can also copy information from one place in your docu­
ment to another place. The original text remains in place and 
a copy of that text is inserted somewhere else in that docu­
ment or in another document. This is called copy and paste. 

To copy and paste a block of text: 

1. With the document showing on the Main Keys screen, 
press '=' •• a. (@). MemoMaker shows you the 
Block Keys screen. 

f2 f3 f4 f5 f6 f7 f8 

2. Move the cursor to the first character in the section of 
text you want to copy. 

3. Press iiiiN='., (@). MemoMaker shows you the 
Copy Block screen and asks you to: 

Use ~he cursor- ~o define a block, ~hen 

press "Block OK", 
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Move the cursor to highlight 
the block you want to copy. 

After you have defined your 
block, press this function key 
label to tell MemoMaker to 
copy it. 

4. Move the cursor to at least one character past the end of 
the block you want to copy. As you move the cursor, 
MemoMaker highlights the block you are defining. 

If you make a mistake, move the cursor to erase the 
highlighting that defines the unwanted portion of the 
block. 

If you find you can't define the block you want, you 
started with the cursor in the middle of the block instead 
of at the beginning. In that case, press 
(00) and begin again with step 2. 

5. Once you have highlighted the block you want to copy, 
press 1:' ••. '1 «(ill). When the block has been copied, 
the highlighting disappears from the screen and 
MemoMaker returns you to the Block Keys screen, with 
your document showing on the screen. 
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Move the cursor to 
where you want to 

paste in your copied 
block. 

After copying the block into 
the buffer, MemoMaker re­
turns you to the Block 
Keys screen, and the high-
lighting disappears. 

De 1 a ~s in sec:w"' i ng new 0 f t i ce space have made it necessar ~ to 
choose .:t nelJJ t i lYle fot-· Otn-' sta f f meet i ng • 
The staff meeting 
h.~5 been t"eschedu 1 ed for Thur-·sda ~ ~ October 19. 

Please note that this does not affect the due date fot-· tt-·at..'el 
1 • .lotK:her's, 1,I,lh i ch .m....ust st i 11 be tl~rned in no I ater than 1: 30 p. m . 
:~:~_~tt'1fr~:~;.~' , ... ,g~~~~~~, l~ie~ge ~~~e h5~~oa~~i f~~stions about fi lilng 

Perllen".bet-·, to help make the tr'ansi tion ·35 smooth ·35 possible and 
t,:, a',.'o i d boo k keep i ng pt-'ob 1 ems, tr·.3~)e 1 ly10uchers 
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6. Move the cursor to where you want the copy inserted. 

f1 

7. Press (00). The block you copied is in-
serted in the text. 

f2 f3 f4 

After moving the cursor, 
press this function key la­
bel to tell MemoMaker to 
paste in your block. 

necessat"'y to 

f5 f6 f7 f8 
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When you press 

MemoMaker pastes 
the block you copied. 

in secur' i ng new 0 f f i ce space have made it necessar ~ to 
a tiel .. .! t i lYle for OI.Ar sta f f meet i ng • 
ff meetin'~ 

resched'" 1 ed for' Thursda ~, October 19. 

that this does not affect the due date for travel 
'.I.lh i c:h mt~st st i 11 be turned in no I atet-· than 1: 313 p. m • 

. ~ l.)gGi~~~~ ~ l~ie~~e Y~~ehB~~oa~~i ~~:stions about fi 11 ing 

I ~:,;r .. ,,;r .. ,t'et-; ~ to he 1 p ma ke the tr an::: i t i on as smooth as poss i b 1 e and 

'1Io~~ki~~t\~a i~;o~~,e~'~te~t-'f~~t; i~~5h~~~ ~ 
, October 16. 
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Moving or 
Copying a Block 
between 
Documents 

Transferring Text Between 
Documents 

MemoMaker lets you easily move or copy text from one docu­
ment to another. Using these features, you can combine two 
documents and you can make a separate document out of 
part of an existing document. You can also copy a whole 
document. 

If you want to use information in one document as part of 
another document, you can tell MemoMaker to transfer the 
information for you. You cut out or copy text from the first 
document, get the document that will receive the block of 
text, and then paste the block into that second document. 
MemoMaker automatically holds your text in the buffer while 
you switch between the two documents. 

To move text between documents on the same disc: 

1. Get the document that has the text you want to move or 
copy. CGetting a Document" is in Chapter 3.) 

2. On the Main Keys screen, press ':' •• 3411 (@). 

3. Cut out or copy the block you want to move. (Cutting 
out and copying are Chapter 4.) 

4. Press (0[)) to return to the Main Keys 
screen. The first document is still showing on the screen. 

5. Get the second document-the one that will receive the 
text. (Remember, if you cut out a block or otherwise 
made any changes to your first document, MemoMaker 
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Caution , 

will ask you whether you want to save those changes as 
part of your permanent document. Copying is not con­
sidered a change.) 

6. With the second document now showing on the Main 
Keys screen, press I:ImM'. (@). 

7. Move the cursor to where you want to insert the block 
from the first document. 

8. Press (@). MemoMaker inserts the block 
from the first document. 

9. If necessary, align your document. ("Aligning Text" is in 
Chapter 6.) 

If one of the documents is in a different drive and 
directory: Follow the same procedure, but be sure to include 
the drive and directory name when you specify the document 
name in steps 1 and 5. For example, if you are moving text 
from a document in the current directory over to a document 
in one of your other directories, C:\MYDOCS, you would ask 
for: 

C: \ MYDOCS \ (document name) 

when you get the second document. 

In the next procedure, you will be switching discs. Before you 
do that, make sure that the red light on the disc drive is off. 
Otherwise, you may damage your disc. 

If one of the documents is on a disc not currently in a 
drive: Follow the basic procedure. Before typing in the name 
of the document, either insert the disc into an empty drive or 
take out a disc and replace it with the disc that contains the 
document. Then get the document and continue as before. 
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Copying a Whole 
Document by 
Resaving 

Caution , 

You may want to copy an entire document, either to make a 
duplicate copy or to help you manage your files. Duplicating 
a document on another disc is a good way to protect your 
files in case the original disc ever gets damaged. Or you just 
might want to consolidate files that are scattered among sev­
eral discs. In either case, you will need to copy a whole 
document onto another disc. MemoMaker calls this procedure 
resaving. 

To copy a whole document onto a different disc: 

1. Get the document that you want to copy. ("Getting a 
Document" is in Chapter 3.) 

In the next step, you will be switching discs. Before you do 
that, make sure that the red light on the disc drive is off. Oth­
erwise, you may damage your disc. 

2. If you have an empty disc drive, insert the disc on which 
you want to store the copy. Otherwise, take out a disc 
and put in the disc you want. 

3. Press ' •• Hiil (CID)· 

4. Press li.i¥i+!WAJAul.i (@). 

MemoMaker shows you the Save Memo screen and tells 
you to: 

Enter file name and press "Return", 

The current name of the document appears on the re­
sponse line at the top the screen. 
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This name is the name 
of the document 

eMCI: 
[Ilrec 

showing on your--~~~~~~~~.----------------------------------------------I 
screen. If you want 

this name as the name tf you) copy, press 
Return . Otherwise, 

type in a new name 
here. 

f1 

in seclwing new office space have made it nec:essar~ to 
a nell.l time fot ... ow-· staff meeting. 
if meeting 

rescheduled for Thursda~, October 18. 
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5. Since you are copying to a different disc, you may either 
use the old name on the response line or type in a new 
name. If you are copying to a disc in a drive or directory 
other than the default drive and directory, be sure to in­
clude the drive name and/or a directory name that 
already exists on that disc. Then press (Return). 

MemoMaker creates a disc file for your document under the 
new name you specified. The full file name appears in the 
upper right-hand corner of your screen and the document re­
mains showing on the screen. 

You now have two copies of your document, the original 
copy on the first disc and a copy on the disc now in the drive. 
You can work on the document again, make another copy, or 
go on to another document. 

To copy onto the same disc: Follow the same procedure, 
with one exception. Since you are copying onto the same disc, 
skip step 2 (switching discs). Be sure to give your copy a dif­
ferent file name. 
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Making a New 
Document from 
Part of an Old 
Document 

Combining 
Documents 

Making a new document from part of an old document is just 
like moving or copying text. You just move or copy the text 
into your workspace. Then you tell MemoMaker to save what 
is in the temporary workspace as a permanent document. 

To make a new document from part of an old document: 

1. Get the document. (Getting a Document" is in Chapter 
3.) 

2. On the Main Keys screen, press P='.M@iii (@). 

3. Cut out or copy the block of text that you want to make 
into a separate document. (Cutting out and copying are 
in Chapter 4.) 

4. Press (Clear display) to clear the screen to make room for 
your block. (The block you cut out or copied is sitting in 
the buffer waiting for you.) 

5. Press (@). The block you cut out or cop-
ied appears on the screen. 

6. Press (00). 

7. Press '.M¥¥.Ii ((ill). 

8. Name and save the new document. (Naming and Sav­
ing a Document" is in Chapter 3.) 

Combining documents is like moving or copying text. You 
just move or copy an entire document instead of part of a 
document. To combine documents, you go through the same 
steps as for cutting and pasting or copying and pasting text, 
marking the whole document as the block that you want to 
cut out or copy. (A quick way to mark an entire document as 
a block is to start with the cursor at the beginning of the doc­
ument, press ((ill) or iiMt-=,m3i (@), and 
then press ~ to move to the end of the document. "Cutting 
and Pasting a Block of Text" and HCopying and Pasting a 
Block of Text" are in Chapter 4.) 
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Aligning Text 

Aligning and Justifying Text 

MemoMaker gives you two ways to improve the appearance 
of your document: aligning and justifying the text. Aligning 
the text is removing the gaps that can get in a line when you 
edit the text. Justifying is adjusting the spacing of words on 
each line so that the text will have an even right margin. 

Sometimes when you insert or delete lines or cut out or move 
text, you end up with a short line. You can fix the appearance 
of the document by aligning the text. You also align text after 
you change the margins of an existing document. When align­
ing text, 

• MemoMaker removes all spaces at the beginning and end 
of each line in the block to be aligned. 

• MemoMaker closes up extra spaces within lines to produce 
proper spacing between words and after punctuation 
marks. 

• MemoMaker brings up words from successive lines to fill in 
partial lines. If a line ends with a hyphen, MemoMaker 
does not eliminate the hyphen and close up the space. For 
example, if a line ends with Hwel-" and the next line begins 
with H come," MemoMaker would combine them to produce 
Hwel- come. H Therefore, make sure you have no lines end­
ing with a hyphen in the block you want to align. 

• MemoMaker will not remove blank lines. 

Aligning and Justifying Text 6-1 



To fix these three 
short lines, first move 

the cursor to the 
beginning of the first 

line. 

You can align a paragraph at a time or you can align the 
whole document in one operation. But don't align your entire 
document at once if you have tables or indented paragraphs. 
MemoMaker's align feature will close up all the spaces in 
your tables and remove the indents from your paragraphs. 

To align text: 

1. Go to the Main Keys screen. 

2. Press 1=' •• $& (@). 

3. With the document showing on the Block Keys screen, 
move the cursor to the first character of the section you 
want to align. 

De 1 a ~s in secut-· i ng net).! 0 f f i ce space have made it necessar ~ to 
choos€: ·3 new time for our sta f f meet i n9 . 
The staff ffieetinQ 
h.3S been t-'eschedu 1 ed for Thursda ~, October 19. 

Please note that this does not affect the due date for tral)el 
..... ':II.Kher·s, wh i ch must st i 11 be turned in no 1 ater than 1: 30 p. m . 
on t·ionday, Octobet-· 16. If you ha ..... e any questions about fi 11 in9 
OIJt these "..'ouchers, please see Dego Sm i th . 

{ 

Rerllembet-·, to help make the transition as smooth as possible and 

~~s~""~i 11 ~o~~ kfG~~,~a i~o~~e11~te;r'i~~~, i~~5h~~~. 
on t~onda y, October 16. 

f1 f2 f3 f8 

this function key label to start the 
aligning procedure. 

4. Press (QD). MemoMaker shows you the 
Align Block screen and asks you to: 

Use the cursor to define a block, then 

press "Block OK". 
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Move the cursor to 
highlight the block you 

want to align. 

De 1 a ~s in secut-· i tig ne~~1 0 t t i Co2 space ha'.,.'e Made it necessar y to 
choose .3 nel.~1 time for- Out-· sta f f meet i ng • 
The staff meetinQ 
h.35 been rescheau 1 ed for Thur'sda y, October 19. 

Please note that th i s does not a t feet the due date for tr -3'v'e 1 
~)ouchet-·s. IIJh i c:h must 5t i 11 be tut-'ned in no 1 atet.... than 1: 30 p. m • 

g~-~tt'i~~~:~~~, 1:)~Gi~~F~, l~ie~~e Y~~eh~~~o a~~i ~~~stions about fi 11 ing 

f1 f2 f3 f4 /f5 f6 

After you have defined the block you want 
to align, press this function key label. 

f7 f8 

5. Move the cursor to at least one character past the end of 
the block you want to align. As you move the cursor, 
MemoMaker highlights the block you are defining. 

If you find you can't define the block you want, you 
started with the cursor in the middle of the block instead 
of at the beginning. In that case, press 
(@) and begin again with step 3. 

6. Check to make sure you have correctly defined your 
block, make any necessary adjustments, and then press 
.= •... ,3' ((][)). 
MemoMaker aligns your text on the screen and shows 
you a new set of function key labels. At this point, the 
alignment is temporary. MemoMaker asks you to: 

Press "Alignmnt OK" if the new 
alignment is correct, otherwise "Cancel 
Align" , 
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necessar~ to 

,'e~,ch,.duled for Thut'sda~, October 19. 

that this does not affect the due date for tr·avel 
P_-',-,,,,--,-,,,,--,,. IJ.lhich must sti 11 be turned in no later than 1 ::30 p.m. 

~ l)~:~~~~~~ , 1 ~ i e~!e ~~~e h5~~o ag~ i f~:st ions about fill i ng 

At this point, the new---..l~:e,melr',b'''-;, to helF· make the tr-ansition as smooth as posslble and 
alignment is b~~kr~~~,~nih~~o~lj~S p .~~a:;~\o1:;~~~~;t-5c~~5~r sW I be 

temporary_ 

" n ffl 

If you want to keep the new alignment, J 
press this function key label. 

If you want to return to the old align­
ment, press this function key label. 

7. Now you can choose to either keep the new alignment 
as it appears on the screen or restore the old alignment: 

• If you are satisfied with the alignment, press 
«(][) to lock in the alignment. 

MemoMaker returns you to the Block Keys screen . 

• If you don't want the new alignment, press 
Cancel All n «(][) to restore the old alignment. 
MemoMaker returns you to the Block Keys screen. 
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Centering 
Lines 

Centering a line is a simple form of aligning the text. 
MemoMaker centers lines within the margins when you 
press 

To center a line of text on the screen: 

1. Type the line you want to center. 

2. Go to the Main Keys. 

3. Press (00). 

MemoMaker centers the line between the left and right 
margins. 

If you need to center a line that you typed previously, 
first move the cursor back to that line and then proceed 
with steps 2 and 3. 

If a line cannot be centered exactly, it is positioned one 
space left of center. 

If a line is too long to fit within the margins and the left 
margin is to the right of column 1, MemoMaker will use 
the columns outside the margins to try to center the line 
so that there is an even overhang on each side of the 
margins. 

If the margins have been released, MemoMaker will cen­
ter the line between columns 1 and 79. 
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Justifying (and 
Unjustifying) 
Text 

Move the cursor to 
the first character of 

the block you want - .... ~!;'c'~~:~= 
to justify. 

When you justify text, you set up the lines so that the right 
margin is even. MemoMaker does this by adjusting the spac­
ing between words so that each line is the same length. 
Unjustified text has an uneven right margin and is often re­
ferred to as ragged right. 

Not Justified Justified 

In MemoMaker, justifying is an option when aligning a block 
of text. 

To justify text: 

1. Go to the Main Keys screen. 

2. With the document showing on the Main Keys screen, 
press I=u"-",m (@). 

th s not affect the due date for travel 
be turned in no later than 1:30 p.m . 

• }O'-.,cnl.rs·, pi ease ~~~e h~~~o ag~ i l~:st ions about f i 11 i ng 

€MO: 
[lire 

Press this function 
key label to start the 

jRemerobe'r, to he 1 p roa ke the tr an::: i t i on as smooth as poss i b I e and 

b~gkt~i~~n¥h~~o~~j~s~.~~a6~lM6~~~~~r6c~~~~rsl~:1 be 

justifying procedure. --+-------------, 
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Move the cursor to 
define the block you 

want to 

Press this function key 
label to turn on the 

justification mode. The 
asterisk that appears 

next to the label 
shows that the 
function is on. 

3. Move the cursor to the first character of the block you 
want to justify. 

4. Press In1 n Block (00). 

5. 

MemoMaker shows you the Align Block screen and asks 
you to: 

Use the"cursor to define a block, then 

press "Block OK", 

After you have marked your block and 
turned on justify, press this function 
key label. 

6. Move the cursor to at least one character past the end of 
the block of text you want to justify. As you move the 
cursor, MemoMaker highlights the block you are 
defining. 

If you find you can't define the block you want, you 
started with the cursor in the middle of the block instead 
of at the beginning. In that case, press 
(@) and begin again with step 3. 

Cancel ~U n 
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7. Check to make sure you have correctly defined your 
block, make any necessary adjustments, and then press 
,=' ••• 11 «(ill). 

MemoMaker justifies your text on the screen and shows 
you a new set of function key labels. At this point, your 
text is temporarily justified. MemoMaker asks you to: ___ 

Press "Alignmnt OK" if the new 
alignment is correct, otherwise 
"Cancel Align". 

ColUMn: 1 Len· thO 16 
E:M(d 
[Iirec 

A t this point the --.11~ c'ho:oo: •. ,,~ rile fot-. OUt~ s~! ~ ~c~e~*r~~ . ha¥~em~~~ f ~ t ~~~fi~~t"' ~~-l!~ 
justification is ,'e-,.u'''''.J'.Hed for ThlU--5d .• ~, Octobet- 18. 

temporary. c~h~~si: t~n 11 dg~s t8~~e;J f r~c~ot~~t~~e i:g~~e r~'30 tt·~,:~: 

f1 

~'.~IOUI~~!~~~~r pl!~~e I~e~O~e~~v~mr~~. ql.~estions abol~t fi 11 in'3 

to help rl.ake the transition as smooth as possIble and 
bookkeeping pt-'oblems ~ ·tt-·a' ..... el I.)ouc:her's must sti 11 be 

no 1-3tet-· than 1: 30 p. IT!. on Monda ~, October- 16. 
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If you want to keep the justifi­
cation, press this function key 
label. 

If you want to restore the rag­
ged right margin, press this 
function key label. 

8. Now you can choose to either keep the new alignment 
as it appears on the screen or restore the original 
alignment: 

• If you are satisfied with the justification, press 
«(ill ). 

MemoMaker makes the justification permanent. (You 
can always go back and unjustify it later.) 

• If after seeing your text in justified form, you decide 
that you prefer the original unjustified form, press 

(00)· 

MemoMaker undoes the temporary justification and 
your document appears in its original form. 
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To undo justifying: If your text is justified and you want it 
to be ragged right, follow these same series of steps with one 
exception: when you get to step 5, make sure that the 
'.U" function is off (no asterisk next to the '.U" func­
tion key label on the display). If the function is on, press 
WU" (CID) again to turn it off (asterisk disappears). 
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Adding 
Underlining and 
Boldface 

Enhancing Your Text 

With MemoMaker, you can underline text or put text in bold­
face. You can also change your mind later and undo either. 
MemoMaker calls boldface and underlining "enhancements." 

When you add enhancements to your document, you first se­
lect a block of text and then tell MemoMaker to enhance that 
block. The block can be any size, from a single letter to your 
entire document, but MemoMaker can work with only one 
contiguous block at a time. That is, you cannot tell 
MemoMaker to underline line 3, skip a line, and then under­
line line 5. That would require two block operations, one for 
line 3 and a second for line 5. 
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To underline or to put text in boldface: 

1. Go to the Main Keys screen. 

2. With the document showing on the Main Keys screen, 
press .: •• W"'. (@). 

eM(I: 
[Iirec 

Move the cursor to the 
first character of the -1t~~~~lJi~~ 

it necessar!;l to 
staff Meeting has 

block you want to 
enhance. 

7 -2 Enhancing Your Text 

f1 

affect the due date for tr·a~)el 
tutT,ed in no later than 1 :30 p.m. 

seeh~~~oag~if~~stions about filling 

Press this function key label to 
start the enhancing procedure. 

f8 

3. Move the cursor to the first character of the section you 
want to enhance. 

4. Press Enhance Block ( (ill). 

MemoMaker asks you to: 

Use the cursor to define a block._ then 

press "Block O~~"_ 



Move the cursor to 
highlight the block you 

want to enhance. 

f1 ... 

ColuM : 31 Len : 12 
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the due date fot-· tr ave 1 
n no latet"' than 1 :30 p.m. 

queS"tions about filling 
tho 
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L- Turn on one or both of these enhancements by pressing the 
function key label. An asterisk next to the label on the display 
indicates that function is on. 

5. Turn on or or both by 
pressing the function key label. An asterisk will appear 
next to the label that you selected, indicating that func­
tion is on. (If there is already an asterisk next to the 
enhancement you want, you can skip this step.) 

6. Move the cursor to at least one character past the end of 
the block you want to enhance. As you move the cursor, 
MemoMaker highlights the block you are defining. 

If you find you can't define the block you want, you 
started in the middle of the block instead of at the be­
ginning. In that case, press (@) and 
begin again with step 3. 

7. Check to make sure you have correctly defined your 
block, make any necessary adjustments, and then press 
,:' ••• 11 «(ill). 
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The block you 
highlighted has been 

enhanced as you 
instructed (in this case 

boldface). 

MemoMaker changes your document as you instructed and 
shows those enhancements in the text displayed on the 
screen. Then MemoMaker returns you to the Block Keys 
screen. 

: oc eYl5 eM(1 : • 
Line: 1 Ce,lIJMn: 2S Ler, th: 12 [Iirector' : fi" 

Oe 1 a ~s in secut-· i ng new 0 f f i c:e space have made it nec:essar ~ to 
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been r"eschedu 1 ed for Thur·sda y, October 19. 

f1 f2 

affect the d'-,e date for travel 
turned in no later' than 1 :30 p.m. 

easeY~~ehB~~oa~~ii~:stions about filling 

f3 f4 f5 f6 f7 f8 

Removing 
Enhancements 

If you change your mind and decide to eliminate enhance­
ments, go through the same series of steps as for adding an 
enhancement, with one exception: in step 5, turn off one or 
both of the enhancements by pressing either function key 
label that has an asterisk. Neither nor 
Enhance: Bold should have an asterisk next to the label. 
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Checking Your 
Printer 

Entering Your 
'-- Printing 

Instructions 

Printing Your Document 

Before trying to print a document, make sure that your printer 
is set up and ready. 

• Attach and configure your printer according to the direc­
tions that come with your computer and printer. 

• Turn on your printer. 

• Insert paper. 

MemoMaker offers you several options for printing your doc­
uments. Before you begin printing a document, you will want 
to review the print settings and make any changes you want. 
To review or change MemoMaker's print settings, go to the 
Print Keys: from the Main Keys, press ........ ;II**D (@). 
From the Print Keys screen, you can tell MemoMaker: 

• Whether to single-space or double-space the document. 

• Whether to use manual or automatic paper feed. 

• Which type of printer you will be using. 

• Where to break pages. 
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Press this function key __ ~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~I label to set a page 
shorter than standard. 

,: 1 Len th: Il 

Press this function key 
label to set type of _-+ _______ ---, 

printer. 

Press this function key 
label to turn on the 

automatic paper feed _-+ ____ -, 
function. 

Press this function key 

label to double space ----~~tI!!LI!mtlllJm:l 
your document. 

f1 f2 f8 

Press this function key label to start 
printing your document. 

Press this function to skip over a page while 
printing (on manual feed setting only). 

Changing Line 
Spacing 

8-2 Printing Your Document 

The printing instructions contained in MemoMaker's standard 
format are: 

• Line spacing single (55 lines per page) 

• Paper feed setting manual ('N'.,iM off) 

• Printer type Hewlett-Packard 

• Page breaks 55 lines per page (28 lines for double 
spacing) 

You can change these printing instructions temporarily or cre­
ate a new format that stores your changed instructions. 
("Creating a New Format" is on page 9-7.) 

To change the line spacing setting: press 
(CIT)). 

An asterisk will appear next to that function key label. The 
asterisk means that function is on and the printer will now 
double-space your document. If there already is an asterisk 
next to that label, pressing again will remove 
the asterisk (turn off that function), and the printer will go 
back to single spacing. 



Changing Paper 
Feed 

Specifying the 
Type of Printer 

Note 

To change the paper feed setting: press mDlllmE (@). 

An asterisk will appear next to that function key label. The 
asterisk means that the auto-feed function is on. The printer 
will print the entire document without stopping. Use this set­
ting with continuous paper. If there already is an asterisk next 
to that label, pressing 'M"d+' again will remove the aster­
isk (turn off. the function), and the printer will stop after it 
prints each page (manual feed). Use this setting if you are 
printing onto single sheets of paper. 

MemoMaker will let you use most types of printers. You only 
need to specify which type you want to use: a Hewlett­
Packard printer or some other brand. The difference is in the 
way MemoMaker enhances text (underline and boldface). For 
printing with an HP printer, MemoMaker inserts special con­
trol characters to turn on the enhancements. For other types 
of printers, which may not be able to respond to these special 
characters, MemoMaker enhances text by overstriking 
(reprinting). 

The third function key label (@) on the Print Keys screen 
lets you specify which type of printer you will be using. 
When that label indicates , MemoMaker is 
set to print with an HP printer. To specify printing with an-
other brand of printer, press (@) to 
toggle to the other choice: To reset the 
printer to an HP type, press (@) to 
change the label back to HP-t e Printer* 

The brand of printer is specified in MemoMaker's original for­
mat: unless you indicate otherwise, MemoMaker assumes you 
will be printing with an HP printer. 

Some older Hewlett-Packard printers do not recognize the 
standard HP control characters. If you are having trouble 
printing enhancements with your older HP printer, try telling 
MemoMaker that you are using another brand of printer 
( ). Alt-t pe Prlnter* 
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Sett'.ng Page 
Breaks 

Printing a 
Document 

8-4 Printing Your Document 

To set page breaks to override the standard page 
breaks: 

1. With your document showing on the Print Keys screen, 
find the last line you want on your page and then move 
the cursor to the first character on the next line. (That 
line will be the first line on the next page.) 

2. Press .'W:!¥¥'I (@). The page break symbol, . PA, 

appears on a new line above the cursor. 

MemoMaker will start a new page either when it encounters 
your page break or every 55 lines, whichever comes first. 
Your page can not be longer than 55 lines but can be as short 
as you want. 

You can also set a page break while you are typing your doc­
ument. Simply type. PA in the first column of the line below 
the one you want to be the last line on your page. 
MemoMaker will treat your typed . P A just like its own page 
break symbol. 

The .PA line is included in the total line count for your docu­
ment, but does not actually print out as a line. Therefore, it is 
not counted as one of the lines that compose a printed page. 

To print a document: 

1. Get the document you want to print. ("Getting a Docu­
ment" is in Chapter 3.) 

2. With the document showing on the Main Keys screen, 
press '4'I,I-Hill (@). 

3. Review the printing settings and make any changes you 
want. 

4. Position the cursor at the beginning of the document. 

S. Press 'M'I"-G'A"'·' (00). 

--



Printing Part of 
a Document 

If your paper feed is set for automatic feed, MemoMaker will 
print the whole document through to the end. 

If your paper feed is set for manual feed, MemoMaker will 
print one page and then stop so that you can insert the next 
sheet of paper. Press 1I""-9'4M again to print the second 
page, and so on to the end of your document. 

If you want to stop printing at any time, press Cancel F'rult 

(00)· 

With MemoMaker, you can also print part of a document. 
You can begin the printing anywhere and end it anywhere, 
and you can skip pages in between. 

To start printing partway into a document: 

1, Move the cursor to where you want to start printing. 

2. Follow the directions for "Printing a Document." 

To stop printing before the end of a document: 

1. Set the paper feed instruction for manual feed. 

2. Put in a page break after the last line that you want 
printed. 

3. Follow the instructions for "Printing a Document." 

To skip pages during printing: 

1. Set the paper feed instruction for manual feed and fol­
low the basic instructions for "Printing a Document." 
MemoMaker will stop printing after each page. 

2. When you get to the point where you want to skip a 
page, press '-11,.1',,11 (@) until you get to the next 
page you want to print. 
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Note 

Using Control 
Character 
Sequences 

8-6 Printing Your Document 

3. If you want to start printing in the middle of a page, 
move the cursor to that line. 

4. Insert your next sheet of paper. 

5. Press iii'i,'IIMijZ., (Q[) to resume printing. 

You can also use the function to step through your 
document before printing. In that way you can see how your 
document naturally divides into pages and then correct any 
problems. For example, if your document breaks in the mid­
dle of a chart, you can insert a page break before the chart. 

You can embed sequences of control characters in your 
MemoMaker document to tell the printer to turn on certain 
enhancements, such as italics, subscripts, and superscripts. 
Each printer uses particular character sequences to activate 
the enhancements, so you need to refer to your printer man­
ual for information about the character sequences you can use 
with your printer. 

To embed a control character within your document: 

1. Move the cursor to where you want to put the sequence. 

2. Hold down (CTRL) while you press the control character 
you want. 

The control character will show up in inverse video on your 
display. 
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Changing a 
Format 

Changing the 
Margins 

Changing Formats and 
Creating New Formats 

A MemoMaker format contains information on margins, tab 
stops, justification, enhancements, file structure, writing 
mode, printing instructions, and default drive and directory. 
MemoMaker starts you with a standard format, 
STARTUP.FMT, which is described in Chapter 2. If that for­
mat does not suit you, MemoMaker lets you change all or part 
of it. You can tailor a format to fit each of your documents. If 
you plan to use a special format repeatedly, you can store that 
format and retrieve it quickly whenever you need it. You can 
even create and store your own custom STARTUP.FMT that 
will come up automatically when you start MemoMaker. 

This chapter tells you how to change a format and how to 
create, save, and use a new format based on those changes. 

In this section, we review each element of a format and de­
scribe how to change it. Remember, the changes are 
temporary unless you name and save the format as described 
later in this chapter. 

To see the "ruler" that shows where your margins and tabs 
are set, go to the Format Keys (on the Main Keys, press 
Format l<e 5 , @). Your document remains on the screen, 
and the margins and tabs ruler shows up along the top. 
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Press this function key 
label to set the right 
margin at the cursor. 

Press this function key 
label to set the left 

margin at the cursor. 

f1 

This highlighted area shows where your margins are set. 
A 

f2 f3 f4 f5 f6 f7 f8 

To change the left margin: 

1. On the Format Keys screen, move the cursor to the col­
umn where you want your new left margin. 

2. Press teH Mar HI «(ill ). 

To change the right margin: 

1. On the Format Keys screen, move the cursor to the col­
umn where you want your new right margin. 

2. Press ,\It ht Mar In (@). 

In each case, the highlighting in the ruler line will reflect the 
new setting. Note that the cursor can be on any line when 
you change the margins. 

You can change the margins after a document has been 
typed, but then you will need to align the text to fit within 
the new margins. (H Aligning TextH is in Chapter 6.) 
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Releasing the 
Margins or 

Restoring the 
Margin Settings 

If you want to type past your margins, you must release 
them. When margins are released, you can type from column 
1 to column 79. MemoMaker's word wrap feature still works 
when the margins are released. The function 
key label on the Format Keys screen lets you release and re­
store margins. 

To release the margins: press 
the Format Keys screen. 

Mar 10 Release «(ill) on 

An asterisk appears next to that label, indicating that the mar­
gins are released. You can now type outside the margins. 

The highlighted area shows where your margins are set. 
A 

112 
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Press this function key label to release 

f6 f7 f8 

the margins (inserts an asterisk next to 
the label) or restore the margins 
(removes the asterisk from the label). 

To restore margins that have been released: press 
Mar HI Release· «(ill) on the Format Keys screens. 

The asterisk next to that label will disappear, indicating that 
the margins have been restored to their original settings. 
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Note 

Changing the Tab 
Stops 

Press this function key 

The ( Return) key will also restore the margin settings. If you 
need to press (Return ), to start a new paragraph for example, 
while the margins are released, be sure to release the margins 
again after you press (Return). 

To set a tab stop: 

1. On the Main Keys, press «(ill). 

2. Move the cursor to the column where you want a tab 
stop. 

3. Press "U.'" «(ill). A 'T' appears in that column in 
the ruler line, indicating that your tab stop has been set. 

label to set a tab stop _-+ _______ ....., 
at the cursor. 

To clear a tab stop: 

f5 f6 f7 f8 

Press this function key label to clear a 
tab stop. 

1. On the Main Keys, press «(ill). 

2. Move the cursor to the column with the tab stop you 
want to clear. 

3. Press @iM-'" (@). MemoMaker erases the "T" that 
marked that tab on the ruler line, indicating that the tab 
has been cleared. 
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Changing the File 
Structure 

Caution , 

When you save and get files, MemoMaker offers you a choice 
of two file structures: Document and ASCII. If you use the 
Document file structure, your file will contain standard 
MemoMaker text enhancements (underline and boldface) and 
"soft" characters (soft carriage returns and blanks). This file 
structure is compatible with structures used in many other 
text-management programs (such as Wordstar®). Use this 
structure if you want to preserve text enhancements for print­
ing or if you want to run your files in another text­
management program. If you use the ASCII file structure, 
MemoMaker will strip out all soft characters and MemoMaker 
text enhancements. This file structure is compatible with other 
MS'M-DOS programs. 

When you get a document, use the same file structure setting 
that you used when you saved the file. Otherwise, some un­
wanted characters may show up in your file. 

To change the file structure setting: 

1. Go to the Main Keys. 

2. Press I.dtiE «(ill). 

3. Press 'i~W*;t§M.i (@). 

4. Look at the second function key label, which will be ei-
ther or Document Fde" fiSC II File" 

• If is showing but you want to use the 
ASCII file structure, press (@) to 
change the label to ASCII FIle" 

• If is showing but you want to use the 
Document file structure, press ASCI! Fde· (@) to 
change the label to Document FIle" 
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Press this function key 
label to switch 

between 
and 

Note 

Oe I a SIS in sectu-' i ng new 0 f f i ce space have made it necessar ~ to 
chocise a new time for Ol...lr sta f f meet i ng . The sta f f meet i ng has 
been t-'eschedl~ 1 ed for Thur'sda ~, October 19. 

P 1 e.~se note that th i s does not a f feet the due date for tr ave 1 
l. ... ol...lchers, '}.lh i c:h must st i 11 be turned in no l.~rter than 1:_::?0 p. m • 
~~~t M~~~~~, 1.)g~~~~F~, l~ie~ie ~~~eh5~~o a~~i {~:stlons about rIll ing 

f1 f2 f3 f4 f5 '6 

iEMO: 
Direc 

f7 f8 

You can easily change the file structure of an existing file at 
any time. First get the file. (Be sure to use the same file struc­
ture you used when you saved it.) Then change the file 
structure setting as described just above in this section. Fi­
nally, save the file again. Now the file has the new file 
structure you just specified. 

Changing Other 
Format Settings 

Procedures for changing the remammg format specifications 
are discussed in other chapters: 

To change: 

Typing Mode 
• Insert mode 
• Write over mode 

Justification 

Text enhancements 

• Underline 
• Boldface 

Printing instructions 
• Line spacing 
• Paper feed setting 
• Type of printer 

9-6 Changing and Creating Formats 

Refer to: 

Chapter 2 

Chapter 6 

Chapter 7 

Chapter 8 



Creating a New 
Format 

Naming and Saving 
Your New Format 

When you change your format, the changes are temporary 
until you name and save the format. This section tells you 
how to name and save a new format, how to create a new 
startup format, and how to retrieve a new format for later 
use. 

MemoMaker saves your format as a disc file. A format name 
is like a document name, and the rules for naming documents 
also apply to naming formats (refer to Chapter 3 for details). 

A handy way to remember format names is to add the suffix 
".FMT' to the name. For example, LETTEKFMT could be your 
format for letters. Another way is to start format names with 
FORMAT and use suffixes to distinguish between them, for 
example FORMAT.LET for a letter format. 

To name and save a new format: 

1. Make all the changes you want in the format by using 
the previous sections of this chapter. 

2. Return to the Main Keys. 

3. Press ' •• sm ((]J). 

4. Press (@). MemoMaker asks you to: 

En~et- file name and press "Return", 

The name of the format that MemoMaker was using be­
fore you made changes appears on the response line at 
the top of your screen. 
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This name is the name 
of the old format that 

you have changed. 

f1 

Making a New 
Format into 

STARTUP.FMT 

f2 f3 f4 f5 f6 IT f8 

5. You can choose to replace the old format or keep both 
the old format and the new format. 

• If you want to erase the old format permanently and 
replace it with the new one, press (Return). 

MemoMaker stores the new format under the old 
name . 

• If you want to keep both the old format and the new 
format, type in a name different from any other for­
mat name on that disc and then press C£!eturn ). 

MemoMaker saves your new format under that name 
and also keeps the old format under its name. 

If you want to change the format that comes up when you 
start MemoMaker, follow the procedure for HNaming and 
Saving Your New Format." Name the new format 
STARTUP.FMT, and store it in your working drive and direc­
tory. MemoMaker will use your new STARTUP.FMT 
whenever you start MemoMaker from that drive and 
directory. 
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Note 

Getting a Format 

'--- Type in the name of 
the format file you 

want to get. 

f1 

You can store a different STARTUP.FMT on each drive and 
directory. If MemoMaker does not find one of your 
STARTUP.FMT's when you start the program, it will auto­
matically use its own standard STARTUP.FMT, which is 
described in Chapter 2. 

Getting a format is similar to getting a document. Here's the 
procedure: 

1. Go to the Main Keys. 

2. Press •• blhB (00). 

3. Press -IIi-Md' «(]D). MemoMaker takes you to the 
Get Format screen and asks you to: 

Enter fi Ie name and press "Retllrn", 

eM(I: 
Direc 

1)1 
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4. Type in the name of the format you want and press 
(Return ). MemoMaker replaces the format you had been 
using with the format you asked for. 
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f1 

Help 

Every MemoMaker screen (except the Print Memo screen) has 
a mm function to give you information about every label on 
that screen. When you press mm (@), the Help informa­
tion temporarily replaces any text on the screen display. An 
asterisk next to the mm label also shows that you are in the 
Help mode. 

Here's the screen you see when you press mm (@) on the 
Main Keys screen: 

- p.-·o ..... ides file operations (Get MeMo, Save MeMo, etc.) 

- provides text block operations (Cut Block, Cop~ Block, etc. 

- p .... ·o'vides screen forMat operations (Left Margin, Set Tab, 
etc.) 

- provides p .... ·inter ope .... ·ations (Page E:r-eal<, Print MeMo, etc.) 

- reads a dOCUMent frOM disc, replacing the MeMO currently in 
the Io-Iori<space 

- centers the current I ine bet~ee"'l the Marg ins 

f2 f3 f4 f8 

The asterisk shows that you are in 

f5 f~n 
Help mode. 

To leave Help mode and return to normal MemoMaker oper­
ation, press mill (@) again. If you had a document on the 
screen when you first pressed mm, it will come back when 
you leave Help. 

Help 10-1 
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Creating a 
Template 

Using MemoMaker Templates 
with Pre-Printed Forms 

With MemoMaker, you can set up your document to print 
within the bounds of special stationery, memo forms, and 
other pre-printed forms. The layout guidelines for this type of 
printing are called "templates." A template is simply a docu­
ment that serves as a pattern for repetitive typing. 

MemoMaker comes with one standard template for memos 
(MEMO.TPL). You can use it as is, modify it, or create your 
own templates. 

To create your own template, you first establish the layout 
that fits the form you are using. After you are satisfied with 
the alignment, you name and save your template like any 
other document. ("Naming and Saving a New Document" is 
in Chapter 3.) 

Some of the text on your templates may be only placement 
guidelines while other text may actually print out as part of 
the final form. For example, a template for an outline might 
include the entry: 

Chapter 1. TYPE CHAPTER TITLE HERE 

When you type your outline, you would type right over the 
capitalized words. Then, in the final document, your chapter 
title would print out after the words C hap t e r 1. 
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Getting a 
Template 

Checking and 
Aligning the 
Template 

11-2 Using Templates 

Getting a template is like getting a document: 

1. Go to the Main Keys. 

2. Press m-AW"i.' «(ill). 

MemoMaker asks you to: 

En t er- f i 1 e name and PI' ess II Re t Ut" nil. 

3. Type in the name of the template you want, either 
MemoMaker's standard template (B:\MEMO­
TM\MEMO.TPL) or one of your own. 

4. Press ( Return) . 

MemoMaker gets the template you asked for and returns 
you to the Main Keys screen. 

When you get a template or create a new template, you need 
to print out a test copy to see if the entries match your printed 
form. If they don't, you will need to align the template so the 
entries match. 

To check your template: 

1. Make sure your printer is in proper working order and 
then insert one of your forms. 

2. With the template showing on the Main Keys screen, 
press '4i "'-HE (CID). 

3. On the Print Keys screen, look at 1""h4-'. It should 
be off (no asterisk). If there is an asterisk next to that 
label, press ."i#§.g (@) to remove the asterisk. 



Text that you type 
over the guideline 

words on MEMO.TPL 
will be placed in the 

proper position on 
your pre-printed memo 
form. If your entries do 

not line up exactly, 
follow the procedures 

for aligning the 
template. 

4. Press 'Mil,'-e'A"I.& ((ill). 

MemoMaker prints the template on your printed form. If 
the entries don't line up, align your template. 

FRDt-1NAt-1E DATE 

TDNAt-1E SUBJECT 

f1 f2 f3 f4 f5 f6 f7 f8 

o N.E. Circle Boulevard, Corvallis, Oregon 97330, Telephone 503 757-2000 TWX #510-596-0683 

INTEROFFICE CORRESPONDENCE 

FROM, FROMNAME DATE: DATE 

TO, TONAME SUBJECT: SUBJECT 

BEGIN MEMO HERE 
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Note 

11-4 Using Templates 

To align your template: 

1. Look at your unmatched test printout and estimate how 
many columns and lines you need to move the entries so 
that they will line up. 

2. Use the editing keys to move the template entries on -­
your computer screen. 

3. Print the template again on another of your forms. 

4. Check the new alignment. If it is still off, repeat steps 1 
through 4. 

To get the best quality of printing on your forms, use either a 
laser printer or an impact printer with your computer. 

If you are printing with an HP ThinkJet printer, you will get 
the best results if you have your forms printed on paper de­
signed for this type of printer. 
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Reference Guide to the 
Function Key Labels 

This chapter lists the MemoMaker function key labels in al­
phabetical order. Each entry tells: 

• What screen the function key is on. 

• Its position on the screen (@-@). 

• What task it performs. 

• A page you can refer to for more information. 

is @ on the Block Keys screen. Use to rearrange 
a block of text so that it conforms to the current margins and 
justification status. After you choose , you use 
the cursor to define the block you want to align. After you 
approve the block, MemoMaker shows you the new align­
ment and then lets you either keep the new alignment or 
cancel it and return to the old alignment. (See page 6-2.) 

is 00 on the second Align Block screen. Use af­
ter you have created a new alignment to tell MemoMaker that 
you want to save the new alignment. (See page 6-4.) 

is one of two labels that share the @ position on the Print 
Keys screen. When is showing, 
MemoMaker is set to print your document on a brand of 
printer other than a Hewlett-Packard type. If you want to 
print with a Hewlett-Packard printer, press 

to switch to the other option: 
. (See page 8-3.) 
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ASCII File' is one of two function key labels that share the @ postion on 
the Get Memo and Save Memo screens. If is 
showing on the screen, you can save or get a file with an 
ASCII file structure, which is compatible with other MSTM_ 
DOS programs. If you do not want to use the ASCII file 
structure, press to switch to the other file struc-
ture: Document File. (See page 9-5.) 

""_,@., is @ on the Print screen. When m-dM is on (has an as­
terisk), the printer is set to use continuous paper. It will print 
the entire document at one time. If there is no asterisk next to 
the label, the printer will print only one page at a time. (See 
page 8-3.) 

I='.W¥M is @ on the Main Keys screen. Use ':'.WS¥iii when you 
want to cut out, copy, paste, align, enhance, or justify a block 
of text. When you press ,=,.W"4iii, MemoMaker shows you 
the Block Keys screen. (See page 4-2, 6-2, or 7-2.) 

II:'.W.':' is @) on the Cut Out Block, Copy Block, Enhance Block, and 
Align Block screens. Use ':'.W"31 to verify that you have 
correctly marked the block you want to cut out, copy, en­
hance, align, or justify. After you press I: •• W.,:, for a cut 
out, copy, or enhance procedure, MemoMaker returns you to 
the Block Keys screen. After you press I:I.WII:' for an align 
or justify procedure, MemoMaker takes you to a second Align 
Block screen and asks you to approve the new alignment. 
(See page 4-3, 6-3, or 7-3.) 

€lancet 1)11 n 

€lancel €lo 

Cancel All n is 00 on the two Align Block screens. Use on 
the first Align Block screen if you decide you don't want to 
align a block after all. 

Use on the second Align Block screen if after 
seeing the new alignment, you decide that you don't want to 
keep it. MemoMaker will undo the new alignment, put back 
the old alignment, and return you to the Block Keys screen. 
(See page 6-4.) 

is 00 on the Copy Block screen. Use if after 
pressing Wi":'.', you decide not to copy a block after all. 
(See page 4-8.) 
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Cancel Clea" 

Cancel Cut Out 

Cancel Enhance 

Cancel Exit 

is 00 on the Clear Workspace screen. Use if 
you have pressed or (Clear display) and then 
decide you don't want to clear the workspace. (See page 
3-12.) 

is 00 on the Cut Out Block screen. Use if 
after pressing , you decide not to cut out a 
block after all. (See page 4-3.) 

is 00 on the Enhance Block screen. Use if 
you have pressed and then decide that you 
don't want to enhance a block. (See page 7-3.) 

is 00 on the Exit MEMOMAKER screen. Use if 
you have selected and then decide that you 
don't want to exit the program. (See page 1-10.) 

ilfiMiiWM' is 00 on the Get Memo and Get Format screens. Use 
ii',iiilWJ' if you have selected either m-;'4,4.1 or 

Cancel PrInt 

Cancel Save 

Center 41ne 

..... Id,,@' and then decide that you don't want to :-etrieve a 
memo or format. (See page 3-8 or 9-9.) 

is 00 on the Print Memo screen. Use if you 
pressed , .. , •• iiWMH and then decide you want to stop print-
ing. When you press , MemoMaker stops 
putting text in line to be printed, but the printer doesn't stop 
printing immediately. Everything that had already been sent 
over to the printer before you pressed will con­
tinue to be printed out unless you stop the printer itself. (See 
page 8-5.) 

is 00 on the Save Memo and Save Format screens. Use 
Cancel Save if after pressing 'ii.jJA'§"i.i or , you 
decide that you don't want to save the memo or format. (See 
page 3-5 or 9-8.) 

is 00 on the Main Keys screen. Use to center a 
line of text between the right and left margins. 

If the margins have been released when you press 
, MemoMaker centers the line between columns 

1 and 79. (See page 6-5.) 
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''''MM", is (ill on the Format Keys screen. Use "if'Me, to remove a 
tab stop. (See page 9-4.) 

Clear Works ce is 00 on the File Keys screen. Use to clear 
the document from the workspace to make room for another 
document. If the document in the workspace is new and has 
not been saved or if you have revised a document but have 
not yet saved the changes, MemoMaker will ask you if you 
want to save it before it is cleared. (See page 3-11.) 

iiliiiD='.' is @ on the Block Keys screen. Use iii!i.~'.' to place a 
copy of a block of text in a buffer so that the copy can later 
be inserted at a second location without removing the original 
text. When you press &.IM='·,, MemoMaker shows you 
the Copy Block screen where you define the block of text to 
be copied. (See page 4-7.) 

Cut Out Block 

Document FIle* 

Double Space 

is CIT) on the Block Keys screen. Use to re-
move a block of text from its original location and place it in a 
buffer. can be used to delete a portion of text 
or as a first step in a cut and paste operation where the text in 
the buffer is inserted at a second location. When you choose 
Cut Out Block , MemoMaker shows you the Cut Out Block 
screen where you define the block of text to be cut out. (See 
page 4-2.) 

is one of two function key labels that share the @ position 
on the Get Memo and Save Memo screens. If Document File' 

is showing on the screen, you can save or get a file with a file 
structure that is compatible with other MS™ -DOS programs. If 
you do not want to use the Document file structure, press 
Document FIle* to switch to the other file stucture: ASCII 
File. (See page 9-5.) 

is CIT) on the Print Keys screen. When is on 
(has an asterisk), the printer is set to double space your docu­
ment. If there is no asterisk, the printer single spaces your 
document. (See page 8-2.) 
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Enhance Elock 

Enhance: 130 HI 

is @ on the Block Keys screen. Use to under­
line or put text in boldface, or to undo either. When you press 
Enfiance Elock , MemoMaker takes you to the Enhance Block 
screen and asks you to define the block of text that you want 
to enhance. (See page 7-2.) 

is @ on the Enhance Block screen. When Enfiance: EoB:! has 
boldface. (See an asterisk, MemoMaker is set to put text in 

page 7-3.) 

is CIT) on the Enhance Block screen. When 
has an asterisk, MemoMaker is set to underline a block of 
text. (See page 7-3.) 

is 00 on the Main Keys screen. Use to exit the 
program. If there is a document showing on the screen that 
has not been saved, when you press 
MemoMaker will ask you whether you want to save that doc­
ument before exiting the program. (See page 1-10.) 

Iddi4& is CIT) on the Main Keys screen. Use File Keys to save and get 
documents and formats, to clear a document from the 
workspace, and to get the File Manager. When you press 
IIdd"4, MemoMaker shows you the File Keys screen. (See 
page 3-4 or 9-7.) 

Flle Mana er 

Format Ke 5 

is @ on the File Keys, Get Memo, Save Memo, Get Format, 
and Save Format screens. Use the File Manager to list, for­
mat, create, delete, copy, and rename files, subdirectories, and 
directories. When you press , MemoMaker 
takes you to the File Manager. (See page 3 -13.) 

is @ on the Main Keys screen. Use when you 
want to see or change your margins and tab stops or release 
the margins. When you press , MemoMaker 
takes you to the Format Keys screen. (See page 9-1.) 

m •• · .. nt" is @ on the File Keys screen. Use m •• · .. ..fi" to retrieve a 
format that has been saved as a disc file. When you press 
•• "",,6'1, MemoMaker shows you the Get Format screen 
and asks you which format you want. (See page 9-9.) 
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·-;tA"... is CTIJ on the File Keys screen and 00 on the Main Keys 
screen. Use •• iH .... to retrieve a document that has been 
stored as a disc file. When you choose •• AI§"J.i, 
MemoMaker shows you the Get Memo screen and asks you 
which document you want. If there is a new document show­
ing on the screen that hasn't been saved or if you have 
revised an old document but haven't yet saved the changes, 
MemoMaker asks you if you want to save that document be­
fore it is cleared to make room for the next document. (See 
page 3-7.) 

m!D!I is OD on all MemoMaker screens except the Print Memo 
screen. Use m!D!I to get information about the function key 
labels currently displayed on a screen. When you press m!D!I, 
an asterisk will appear in m!D!I, and MemoMaker will show 
you a Help screen. In the Help mode, the normal functioning 
of other keys is blocked. To return to normal functioning, 
press IDIIIiI to remove the asterisk. (See page 10-1.) 

HP-type Printer" 

Left Mar in 

MEMOMAKR Main 

Mar in Release 

is one of two labels that share the @ position on the Print 
Keys screen. When is showing, 
MemoMaker is set to print your document on a Hewlett­
Packard printer. If you want to print with some other type of 
printer, press to switch to the other option: 
Alt-type Printer" . (See page 8-3.) 

is CTIJ on the first Align Block screen. When 'mOm has an 
asterisk, MemoMaker is set to align your document to have 
even right margins. If there is no asterisk, MemoMaker is set 
to align your document to have ragged right margins. (See 
page 6-7.) 

is CTIJ on the Format Keys screen. Use to reset 
your left margin at the cursor position. (See page 9-2.) 

is 00 on the File Keys, Block Keys, Format Keys, and Print 
Keys screens. Use to return to the Main Keys 
screen. (See page 1-10.) 

is 00 on the Format Keys screen. Use to re­
lease both the left and right margins so that you can type in 
columns 1 through 79. (See page 9-3.) 
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tio, lhscard shows up as 00 after you press '.-414,,1.1, EXIt MEM8MAKR 
Clear Workspce , or (Clear display) if there is either a new docu­
ment on the screen or a revised version of an old document. 
Use if you do not want to save the document 
that is in the workspace. 

If you press after you press '.9MB, 
MemoMaker clears the document on the screen and asks you 
which document you want to get. If you press No, DIscard 

after you press , MemoMaker erases the docu­
ment and exits the program. If you press , after 
you press , MemoMaker clears the document 
that is on the screen. (See page 1-10, 3-8, or 3-12.) 

.. ' .... M' is ® on the Print Keys screen. Use "'.@*UI to shorten 
MemoMaker's standard page lengths. When you press 
W§I.:!IM', MemoMaker puts the page break symbol, . PA, 
on the screen in column 1 of the cursor line, thus signalling 
the printer to end a page there. (See page 8-4.) 

f!i!aste !i!lock is @ on the Block Keys screen. Use to insert at 
the cursor position a block that has been cut out or copied or 
a line that has been cleared or deleted. (See page 4-6.) 

is ® on the Main Keys screen. Use the Print Keys when you 
want to print a document. When you press 1111111111'1411, 
MemoMaker takes you to the Print Keys screen, where you 
give your printing instructions. (See page 8-1.) 

ellll",lIm@ is 00 on the Print Keys screen. Use eniij-;m.H to start print­
ing your document. If you set the printer for automatic feed, 
MemoMaker prints the entire document starting at the cursor 
position. If you manual feed, MemoMaker stops after it prints 
a page. (See page 8-4.) 

fill IU Mar il!! 

Saw!! Itormat 

is @ on the Format Keys screen. Use 
your right margin to the cursor position. 

fih l"it Mal' II!! to reset 
(See page 9-2.) 

is ® on the File Keys screen. Use Saw!! Itormat to save the 
current format as a disc file. When you press Saw!! Itormat 
MemoMaker shows you the Save Format screen and asks you 
to name the format. (See page 9-7.) 
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Ei¥WW,i§u!.i is @ on the File Keys screen. Use FUGW;m..!.i to save the doc­
ument in the workspace as a disc file. When you press 
Fi@WMM, MemoMaker shows you the Save Memo screen 
and asks you to name the document. (See page 3-4.) "U.'" is @ on the Format Keys screen. Use "U.'" to set a tab 
stop at the cursor position. (See page 9-4.) 

iiiiiWLiiili is 00 on the Print Keys screen. Use .. 1ii.liBIl to skip pages 
during printing or to show where the page breaks fall before 
printing. When you press .. 1,i.li'.iii, MemoMaker skips the 
next 55 lines or until it sees the 0 P A page break symbol. To 
use iiiii!iillWS for printing parts of a document, you must set 
the paper feed for manual feed. (See page 8-5.) 

,gAHG# shows up as Q[) after you press •• M"'.', EXlt MEMCJMAKR 

Clear Works ce , or ( Clear display) if there is either a new docu­
ment on the screen or a revised version of an old document. 
Use ,iiai.WII if you want to save the document on the 
screen. If the document has never been saved, MemoMaker 
asks you if you want to save it as TEMPMEMO. If there is a 
changed version of an old document, MemoMaker asks you if 
you want to save the new version under the old name (this 
would erase the old version, in effect updating the old 
document). 

If you press "4-"#i'l; after you press 'M-A'#ui., I 

MemoMaker saves the document on the screen and asks you 
which document you want to get. If you press ,gwiNB af-
ter you press , MemoMaker stores the 
document before exiting the program. If you press .. '-1iill 
after you press , MemoMaker saves the docu­
ment before clearing the screen. (See page 1-10, 3-8, or 3-12.) 
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Note 

Message 

Error Messages 

This appendix lists error messages that you might get while 
using MemoMaker, tells why you might have gotten each 
message, and suggests remedies for getting back to work. 

If you get an error message while using File Manager, refer to 
the user's guide for your computer. 

Can't create file name, 

Condition 1: The drive does not have a disc. 

Remedy 1: Put a disc in the drive. 

Condition 2: The disc in the drive does not have a directory 
by that name. 

Remedy 2: Either create a directory, put in a disc with that 
directory, or specify a directory that already exists. 

Condition 3: The disc you are trying to save your files on is 
damaged. 

Remedy 3: Use another disc. 

Condition 4: The disc is write-protected. 

Remedy 4: Slide the protection tab on the disc to the "write" 
position. 

Condition 5: You tried to save a file on the ROM (drive B). 

Remedy 5: You can't save a file on drive B. Use another 
drive and directory name. 
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Message 

Message 

Message 

A-2 Error Messages 

Condition 6: The disc didn't have enough room to create 
your file. 

Remedy 6: If you are trying to save to a floppy disc, use 
another disc with more room. If you are trying to save to the 
built-in electronic disc (drive A), you will have to delete other __ 
files on that disc to make more room for your new file. 

Can't open the printer. Check 
configuration. 

Condition 1: Your printer is off. 

Remedy 1: Turn on your printer. 

Condition 2: The printer you are attempting to print to is not 
properly configured. 

Remedy 2: Reconfigure the printer. Refer to the operating 
instructions for your computer or printer for guidelines. 

Error while printing. 

Condition: You turned off your printer while it was printing. 

Remedy: Leave your printer on during printing. 

File name does not current ly exist. 

Condition 1: You asked for a file that doesn't exist. 

Remedy 1: Check for spelling errors. Make sure you have 
correctly indicated the drive and directory name (if the file is 
not in the default drive and directory). 

Condition 2: File name is not on the disc. 

Remedy 2: Insert the disc that contains file name. 



Message 

Message 

Message 

File name is an illegal file name, 

Condition: You tried to save a file under a file name that 
contains characters other than those that can be used in a file 
name or in some other way deviates from MemoMaker's rules 
for file names. 

Remedy: Use a legal file name. (Refer to Chapter 3 in this 
manual.) 

Input error whi Ie reading file name, 

Condition 1: Before you finished getting the file, you re­
moved the disc it was stored on. 

Remedy 1: Get the file, this time without removing the disc. 

Condition 2: The disc containing file name is damaged. 

Remedy 2: There is no way to get a file from a damaged 
disc. If you made a duplicate copy of the file, get the file from 
the disc with that copy. 

Lines in the input file were split because 
they were too long, 

Condition: You retrieved a file that contains lines longer 
than MemoMaker's maximum line length of 79 columns. The 
lines have been split at column 79 and wrapped to fit a 79-
column line. 

Remedy: No remedy necessary. Your file has in no way 
been damaged; MemoMaker has only readjusted the line 
lengths. 
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Message 

Message 

A-4 Error Messages 

Ou~pu~ errol- while wri~ing file name. 
Check free disc space. 

Condition: The disc doesn't have enough room for your en­
tire file. 

Remedy: If you are trying to save to a floppy disc, use an­
other disc with more room. If you are trying to save to the 
built-in electronic disc (drive A), you will have to delete other 
files on that disc to make more room for your new file. 

Warning: No~ enough memory ~o comple~e 

~his opel-a~ion. 

Condition 1: You tried to cut out, copy, or align some text, 
but your computer does not have enough room in Main 
Memory to store the block temporarily. 

Remedy 1. First save your file and exit MemoMaker. Then 
go to the System Configuration screen and reallocate more 
memory to Main Memory (less to Edisc). 

Condition 2. You tried to get a memo, but your computer 
does not have enough Main Memory for it. 

Remedy 2. Try to allocate more memory to Main Memory 
(less to Edisc). If that doesn't work, you will have to add 
some optional extra memory to your computer. 

Condition 3. You tried to call the File Manager, but your 
computer does not have enough Main Memory for it and 
your file both. 

Remedy 3. Either save your file to make room for File Man­
ager or allocate more memory to Main Memory (less to Edisc). 
If neither of those simple option are possible, you will have to 
add some optional extra memory to your computer. 



Translating our 
General Key 
Names into 
Specific 
Keystrokes 

Special Notes about 
MemoMaker on the Portable 
PLUS 

Most keys on your computer can do several different things, 
depending on whether you press them alone or in combina­
tion with "modifier" keys like ( Extend char) and ( Shift). 

Throughout this manual, we have used descriptive names to 
explain what your computer does when you press a certain 
key or combination of keys. These general "key" names give 
vivid pictures of the tasks. For example, the general name 
~ is more descriptive than the specific keystrokes 
(Shift )0, which actually perform that task. You won't find 
these general "key" names on your keyboard. But this next 
table will help you translate them into specific keystrokes on 
your Portable PLUS. After very little practice, you will be as 
familiar with each general name as you are with the idea of 
shifted keys on a typewriter. 

To do this: Press this: 

(Home) (Extend char)CB 

~ (Extend char )0 
(Back tab) ( Shift )( Tab) 

( I nsert char) ( Extend char )( + Char) 

( Delete char) ( Extend char )( - Char) 

( I nsert line) ( Extend char) ( + Line) 

( Delete line) ( Extend char )( - Line) 

( Clear line) ( Extend char )( Clr line) 

( Clear dis~la~ ) ( Extend char )~ 
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File 
Management on 
the Portable 
PLUS 

To do this: Press this: 

(Next) ( Extend char ) ( Next) 

( Prev) ( Extend char )( Prev ) 

~ (Shift)0 

(Roll down) (Shift )eY) 

Your computer has a File Manager program for organizing 
your files. Chapter 3 of this manual tells you how to get to 
File Manager and how to return to MemoMaker. You will find 
a detailed discussion of File Manager in Chapter 6 of the 
User's Guide for the Portable PLUS. Some of the more common 
file management commands are included here for your con­
venience. The table lists the file management task and the 
function you would use to do that task with File Manager. 

Common File Management Commands 

To: On the File Manager screen, 
press: 

print a file or directory (CID) 

delete a file or directory ( @) 

make a new directory omD •• (@)) 

change directory '.M.g.., ••• (@) 

format a disc 'MP"''' «(ill) 

copy a file WW.e " (00) 
Rename Flle rename a file ( (ill ) 
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Memory 
Management 

You can partition the memory in your Portable PLUS between 
Main Memory and Edisc. Main Memory is the space reserved 
for programs, such as MemoMaker jTime Management, and 
Edisc is space for storing files. 

When you write a document with MemoMaker, you will need 
to give MemoMaker some space to work in Main Memory. 
The bigger the document, the more memory MemoMaker will 
need. And if you plan to use File Manager, you will need to 
make space for it too. Here are some guidelines for adjusting 
the size of your computer's Main Memory to make room for 
MemoMaker: 

• To run the basic MemoMaker program (without File Man­
ager), set Main Memory to at least 96K. This amount 
should be enough for a document with about 200 lines. 

• Allow about 10K more for each additional 100 lines you 
want to create with MemoMaker. 

• If you also want to use File Manager to list your files, re­
name or delete a file, change the default drive and 
directory, or create a new directory, allow an additional 
20K in Main Memory. 

• If you want to use File Manager to format a disc or copy or 
print a file or directory, allow 36K for File Manager in Main 
Memory. 

You can easily adjust the size of your computer's memory to 
make room for MemoMaker. Just follow the procedure for 
partitioning memory, which is described at the beginning of 
Chapter 1. If you set the Main Memory to its maximum value 
yet you still need more memory to do what you want with 
MemoMaker, you will need to get more memory for your 
computer. Check with your dealer to see all the options you 
have for adding memory to the Portable PLUS. 
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Index 

Special Characters 
~ 1-9, 2-4, B-2 
C!) 1-9, 2-4, B-2 
G) 1-9, 2-4 
CB 1-9, 2-4 
CB 1-9, B-1 
CB 1-9, B-1 

A 
Aligning 

A block of text 2-3, 4-7, 5-2, 6-1/6-4 
A template 11-4 

ASCII file structure 2-2, 3-5, 9-5/9-6 
Automatic paper feed 8-3, 8-5 

B 
(Backspace) 1-7, 1-9, 2-4 
(Back tab) 1-7,1-9,2-4, B-1 
Blocks of text 

Aligning 2-3, 4-7, 6-1/6-4 
Copying and pasting 4-7/4-10, 5-1/5-2 
Cutting and pasting 4-5/4-7, 5-1/5-2 
Cutting out 4-2/4-4 
Defining 4-3, 4-8, 6-3, 6-7, 7-3 
Enhancing 7-1/7-4 
Justifying and unjustifying 6-6/6-9 

Block Keys 
Aligning a block 6-1/6-4 
Cutting or copying and pasting between docu­

ments 5-1/5-2 
Cutting or copying and pasting within a docu-

ment 4-5/4-11 
Cutting out a block 4-2/4-4 
Enhancing a block 7-1/7-4 
Justifying a block 6-6/6-9 

Block paragraphs 2-3 
Block storage (see Buffer) 
Boldface (see Enhancing text) 
Buffer 5-5 

Definition of 4-1 
For deleted or cleared lines 2-7 

C 
~1-7 

Centering lines 6-5 
Changing 

Default drive and directory 3-13, B-2 
Enhancement setting 7-2/7-4, 9-6 
Formats 9-1/9-6 
Justification setting 6-6/6-9, 9-6 
Margins 9-1/9-2 
Printing instructions 8-1/8-4, 9-6 
Tab stops 9-4 

Characters 
Deleting 1-8, 2-6 
Inserting 1-8, 2-5 

Checking a template 11-2/11-3 
(Cleardisplay) 1-8,3-11,5-5, B-1 
(Clearline) 1-8,2-6/2-7,4-1, B-1 
Clearing 

A line 1-8, 2-6/2-7, 4-1 
A tab stop 9-4 

Clearing the workspace 
When making a new document from part of an 

old document 5-5 
When naming and saving a document 3-5 

Combining documents 5-5 
Control characters 8-3, 8-6 
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Copying a document 
By resaving 5-3/5-4 
Onto a different disc 5-3/5-4 
Onto the same disc 5-4 
Part of a document 5-5 
Using copy and paste 4-7/4-10 
Using File Manager 3-13/3-14, B-2 

Copying and pasting a block of text 
Between documents 5-1/5-2 
To combine documents 5-5 
To make a new document from part of an old 

document 5-5 
Within a document 4-7/4-10 

Creating 
A new directory 3-13, B-2 
A new document from part of an old docu-

ment 5-5 
A new format 9-7/9-8 
A new STARTUP.FMT 9-8/9-9 
A template 11-1 

Cursor 1-4, 2-3 
Moving 1-9 
Position indicators 1-4 

Cursor control keys 1-9 
Cutting and pasting a block of text 

Between documents 5-1/5-2 
To combine documents 5-5 
To make a new document from part of an old 

document 5-5 
Within a document 4-5/4-10 

Cutting out a block of text 4-2/4-4 

D 
Default drive and directory 1-4, 3-7 

As part of a file name 3-3, 3-5, 5-2 
Changing 3-13, B-2 
Screen identification of 1-4, 3-3, 3-7 

1-2 Index 

Defining a block of text 
Marking part of the document 4-3, 4-8, 6-3, 

6-7, 7-3 
Marking the whole document 5-5 

( Delete char) 1-8, 2-6, B-1 
(Delete line) 1-8, 2-6, 4-1, B-1 
Deleting 

A character 1-8, 2-6 
A document 3-11/3-12 
A line 1-8, 2-6 

Directories (see also Default drive and directory) 
Creating 3-13, B-2 
Directory names as part of a file name 3-3, 3-5, 

5-2 
Getting a file from another directory 3-8 
Root directory 3-3 

"Document" file structure 2-2, 3-5, 9-5/9-6 
Document length, notation of 1-4 
Document names 3-1/3-3 

Drive and directory name as part of the name 
3-3 

Extensions as part of the name 3-2 
Keeping track of 3-3 
Lei;al characters 3-1/3-2 
Names already taken 3-3 
Screen identification of current document 1-4, 

3-7, 5-4 
Documents 

Copying 5-3/5-4 
Deleting 3-11/3-12 
Editing 2-5/2-7 
Getting 3-6/3-9, 9-5 
Moving through 2-4/2-5 
Naming and saving 1-10, Chapter 3 
Printing Chapter 8 
Typing 2-3 
Writing using a template Chapter 11 

Double-spacing 8-2 



E 
Editing a document 2-5/2-7 

Cutting or copying and pasting between docu­
ments 5-1/5-2 

Cutting or copying and pasting within a docu-
ment 4-5/4-10 

Deleting a character 1-8, 2-6 
Deleting or clearing a line 1-8, 2-6/2-7, 4-1 
Inserting a line 1-8, 2-6 
Inserting characters 1-8, 2-5 

Editing keys 1-8 
~ 1-9, 2-5, 5-5, B-1 
Enhancements 2-1, 2-2, Chapter 7, 9-5 

Changing the setting 7-2/7-4 
Definition of 7-1 
Removing 7-4 
Setting with control characters 8-6 

Enhancing text Chapter 7 
Error messages Appendix A 
Extensions to file names 3-2 

F 
File Keys 

Changing the file structure 9-5 
Clearing the workspace 3-11/3-12 
Getting a document 3-6/3-9 
Getting a format 9-9 
Saving a document 3-6 
Saving a format 9-7/9-8 

File Manager 3-13/3-14, B-2, B-3 
File names (see Document names; Format names) 
File structure 2-2, 3-5, 3-7 

Choices of 9-5 
Changing 9-5/9-6 

Format Keys 
Changing margins 9-1/9-2 
Changing tab stops 9-4 
Releasing and restoring margins 9-3/9-4 

Format names (see also Document names) 
9-7/9-8 

Formats 
Changing 9-1/9-6 
Creating 9-7/9-8 
Definition of 2-1, 9-1 
Getting 9-9 
Instructions contained in 2-1/2-2 
MemoMaker's standard STARTUP.FMT 2-2 
Naming and saving 9-7/9-8 

Function key labels 
Definition of 1-5 
Reference guide to Chapter 12 
Relationship to function keys 1-5/1-6 

Function keys, relationship to function key labels 
1-5/1-6 

G 
Getting a document 3-6/3-9, 9-5 
Getting a format 9-9 
Getting a template 11-2 

H 
Help mode Chapter 10 
Highlighting text (see Blocks of text, defining) 
(Home) 1-9,2-5, B-1 
Hyphenated words, what happens during align­

ing 6-1 

I 
Indented paragraphs 2-3, 6-2 
(Insert char) 1-8, 2-5, B-1 
(Insertline) 1-8,2-6, B-1 
Insert mode 1-8, 2-5/2-6, 9-6 

Indication of 1-8, 2-5 
Inserting 

A line 1-8, 2-6 
A block of text (see Pasting a block) 
Characters 1-8, 2-5 
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J 
Justifying text 6-6/6-9 

K 
Keyboard 1-6/1-9 

L 

Cursor control keys 1-9 
Editing keys 1-8 
Function keys 1-6 
Standard typewriter keys 1-7 

Leaving MemoMaker 1-10 
Legal file names 3-1/3-2 
Line spacing 2-1, 2-2, 8-1, 8-2 
Lines 

Centering 6-5 
Clearing and deleting 1-8, 2-6/2-7, 4-1 
Inserting 1-8, 2-6 

M 
Manual paper feed 8-1, 8-2, 8-5 
Margins 2-1, 2-2 

Releasing and restoring 9-3/9-4 
Setting 9-1/9-2 

Memo template (MEMO.TPL) Chapter 11 
Menu of function key labels 1-5 
Moving a block of text (see Cutting and pasting a 

block of text) 
Moving through a document 2-4/2-5 

Moving screen by screen 2-5 
Moving the cursor 2-4 
Moving to the beginning or end 2-5 
Scrolling through 2-4 

N 
Naming and saving 

A format 9-7/9-8 
A new document 1-10, 3-4/3-5 
A revised document 3-6 
A template 11-1 
Using TEMPMEMO 3-9/3-10 

(Next) 1-9, 2-5, B-2 

1-4 Index 

p 
.PA 8-4 
P.A.M. (Personal Applications Manager) 1-3 
Page breaks 8-2, 8-5 

Seeing where they naturally fall 8-6 
Setting 8-4 
Standard page lengths 8-2 
Setting page breaks to shorten the standard 8-4 
Standard page lengths defined 8-2, 8-4 

Paper feed setting 2-1, 2-2, 8-2, 8-3, 8-5, 9-6 
Pasting a block of text 2-7 

Combining documents 5-5 
Copying and pasting within a document 

4-7/4-10 
Creating a new document from part of an old 

document 5-5 
Cutting and pasting within a document 

4-5/4-7 
Cutting or copying and pasting between docu­

ments 5-1/5-2 
(Prev) 1-9, 2-5, B-2 
Pre-printed forms, using with MemoMaker tem-

plates Chapter 11 
Print Keys Chapter 8 
Print settings 8-1/8-4 
Printer selection 8-1, 8-2, 8-3, 9-6 
Printer spacing (see Line spacing) 
Printers 2-2, 8-1/8-2 

Checking your printer 8-1 
Configuration 8-1 
HP versus other types 2-2, 8-2, 8-3 
Setting type of printer 8-3 

Printing 
A whole document 8-4/8-5 
Control character sequences 8-6 
Part of a document 8-5/8-6 
Skipping pages during 8-5/8-6 

Prompt line, location on the screen 1-4 
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R 
Ragged right margin (see Unjustifying a block of 

text) 
Releasing or restoring margins 9-3/9-4 
Resaving 5-3/5-4 

~ Response line, location on the screen 1-4 
~ 1-7, 2-4, 9-4 
(Rolldown) 1-9,2-4, B-2 
~ 1-9,2-4, B-2 
Ruler line 9-1/9-4 

5 
Saving a document (see Naming and saving) 
Screen layout 1-4/1-5 
Scrolling through a document 2-4 
Setting a tab stop 9-4 
(Shift) 1-7, 1-9 
Single spacing 2-2, 8-2 
Skipping pages during printing 8-5/8-6 
( Space bar) 1-7, 2-3, 2-4, 2-6 
Starting MemoMaker 1-2/1-3 
STARTUP.FMT 

Instructions contained in 2-2 
Making a new format into STARTUP.FMT 

9-8/9-9 
Subdirectories (see Directories) 

T 
(Tab) 1-7, 1-9, 2-4 
Tab stops 2-1, 2-2 

Clearing 9-4 
Setting 9-4 

Tables, aligning 6-2 
Templates 

Checking and aligning 11-2/11-4 
Creating 11-1 
Getting 11-2 
Writing a document with a template Chapter 

11 
TEMPMEMO 3-4, 3-9/3-10, 3-11 
Typewriter keys 1-7 
Typing a document 2-3 

Typing mode 1-8, 2-2, 2-5, 9-6 
Word Wrap 2-3, 2-5, 9-3 

u 
Underlining (see Enhancing text) 
Unjustifying text 6-9 

w 
Word wrap 2-3, 2-5, 9-3 
Wordstar® 9-5 
Writeover mode 1-8, 2-2, 2-3, 2-5, 9-6 
Writing a document with a template Chapter 11 
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