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INTRODUCTION

This manual introduces you to the BANK STREET WRITER and
its features. As you read, it is a good idea to sit at your computer. Then
you can put into operation what you read about in the manual.

Do not be afraid to press various keys on your computer. Even
though unfamiliar items appear on your screen, you can't hurt your
system. And if you feel frustrated or confused, you can always turn off
your computer and start over.

The more experience you have with the BANK STREET WRITER,
the more at ease you will be with it; the more you use it, the more uses
you will find for it. For instance, here are some of the useful things you
can do:

a) You can write anything that you would normally use a
typewriter for. The WRITER is faster than a typewriter and
the results are always neat with no gaps, erasures, or inserts
due to errors.

b) Write letters, especially if you intend to send similar letters
to several people.

c) Write and easily revise stories, articles, or reports.
d) Write error free reports for office or school.
The BANK STREET WRITER is very easy to use. If you have never

used a computer before, this manual will tell you all you need to know
to use the WRITER. If you have some experience with a computer or
with another word processor, you probably will be able to start using
the BANK STREET WRITER without reading this manual, since all
commands appear on the screen. This booklet can serve then as a
reference manual. (See INDEX/GLOSSARY at the end.)
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I. GETTING STARTED

You have two copies of the BANK STREET WRITER. One should
be put away in a safe place as a backup in case your other disk is ever
damaged. If a disk ever fails, use your backup and return the defective
disk to the place of purchase or Broderbund Software, Inc. for a free
replacement.

a) "STARTING UP" THE WRITER

Turn on the disk drive, and wait for the red BUSY light to go off.
Insert the BANK STREET WRITER disk into the disk drive. Be

sure to hold the disk at its label with the label facing up. Do not touch
the exposed black surface on the disk. Close the disk drive door.

Turn on your monitor or TV. Turn on the computer. The red BUSY
light on the disk drive will come on. At this point, the BANK STREET
WRITER is loading the program from the disk to the computer. The
red light remains on during the loading process. When it goes off, the
WRITER is ready "to use. (NEVER TAMPER WITH THE DISK IN
ANY WAY WHILE THE BUSY LIGHT IS ON. If you try to insert,
remove, or adjust a disk while the red light is on, you may destroy the
contents of that disk.)

b) THE UTILITY PROGRAM
If you press the ESC (Escape) key while the loading operation is oc-

curring (i.e., while the BUSY light is on), the computer will load and run
the UTILITY PROGRAM instead of the WRITER. (See Section VII
of this manual for details.)

c) WHAT TO DO IF THE WRITER WON'T "LOAD"
If for some reason the loading operation is not successful, try the

following steps:

i) Turn off the computer. Remove the BANK STREET
WRITER disk from the disk drive. Reread Paragraph la,
"STARTING" THE WRITER, following the instructions step
by step.

4



ii) If the WRITER won't load, your disk drive may need ad-
justing. Try loadinga disk other than the BANK STREET
WRITER disk using your drive.If the system still does not
work, then take your drive to anauthorizedrepaircenter for
adjustment.If anotherdisk loads but the BANKSTREET
WRITER disk won't, returnthe BANK STREETWRITER
disk to the placeof purchaseor BroderbundSoftware,Inc.
for a free replacement.

d) LOADING A FILE DISK

After you load thecomputer,replace the BANKSTREETWRITER
disk with a floppy diskof your own so you can save what you have writ-
ten. (See Section Vaabout how to prepareyour storagedisk for use.
If you have two disk drives and wish to use drive 2 for your storage disk,
read SectionVII.)

e) USING THE TUTORIAL PROGRAM

To assist you inlearninghow to use the BANKSTREETWRITER,
a tutorial programhas beenincluded.To use thisprogram,insert the
BANK STREETWRITER disk into the disk drive with the label facing
down, turn on thecomputer,and wait for BUSY light to gooff. Direc-
tions for the useof the tutorial will automaticallyappearon the screen.
You must have a BASICcartridgein the computerfor the tutorial pro-
gram to work.

f) THE BASIC CARTRIDGE

The BASICcartridgemust be in the machine when using thetutorial
program. The BANK STREET WRITER itself does notrequire the
BASIC cartridge.The WRITER will run with the BASIC cartridgein-
stalled, but this will decrease themaximumlength of a documentyou
can write from over 2000 words to lessthan 1000 words, so it is best
to remove the cartridge. TheWRITER will not work with other cartridges
in the computer.
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II. BASIC STRUCTUREOF THE BANK STREETWRITER:
MODES OF OPERATION

When the red light goesoff, the screenlooks like this:

ENTER TEXT

TYPE IN TEXT AT CURSOR

1:11 ERASES

ESC FOR MENU

You are now inWRITE MODE, used forcomposinga document.

In addition to WRITE MODE, thereare two other modes:EDIT
MODE andTRANSFERMODE. To get into EDIT MODE, press the
ESC(Escape)key. Whenyou enterEDIT mode,your screenlooks like
this:

< , > AND RETURN

ERASE

UNERASE

MOVE

MOVEBACK

FIND

REPLACE

ESC TO WRITE

TRANSFER

MENU

In EDIT MODE you canmakechangesin what you havewritten.
You can move, erase,or addwords, phrasesor sentences.The specific
options opento you in EDIT MODE are describedlater.

The third modeis one in which you canperformseveralmaintenance
functionson your document.You cansavewhat you havewritten (call-
ed adocument)on a disk, print that document,renameit or delete the
whole document.To enterthe TRANSFERMODE from EDIT MODE,
press the key> repeatedlyor the < key once until the words
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TRANSFERMENU are highlighted. Then pressRETURN. Your screen
now shows thevariousmaintenanceoperationsand allows you to select
one of theseoperations:

<, > AND RETURN ESC TO MAIN MENU

RETRIEVE

SAVE

DELETE

INIT RENAME

PRINT DRAFT

PRINT FINAL

QUIT

CLEAR

These operationsare described in detaillater. To move from
TRANSFERMODE back intoEDIT MODE, press ESC; to move from
EDIT MODE back into WRITE MODE, press ESC again.

SUMMARY: No matter where you are, you can always get into
EDIT or WRITE MODE by pressing ESC. But the only way to enter
TRANSFERMODE is first to enterEDIT MODE and then move the
highlighter toTRANSFERMENU. To get out of any of the three modes,
press ESC. In fact, if you ever findyourself lost or confused,merely
press ESC one or more times until you see afamiliar screen.

Before you actually begin writing, experiment with entering and leav-
ing the threedifferent modesthat have just been described.

As you browsethroughthevariousscreens, noticethat the top lines
always give instructions orinformationabout what to do. These are called
PROMPTS,and thesepromptsmake the BANKSTREETWRITEReasy
to understandand use. In fact, because thesepromptsalways give you
the availablecommands,there isnothing to memorizebeforeyou can
use the BANKSTREETWRITER.
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III. WRITE MODE

Use theWRITE MODE whenever you arecomposinga document.
To makealterationsin a documentas youcomposeit, press ESC to get
into the EDIT MODE.

The flashing whitesquarein WRITE MODE is called aCURSOR;
it tells you thelocationof the nextcharacterto be typed. To move the
cursor to the right, press theSPACE BAR; to move it left, press the
left arrow key whileholding down the keymarkedCTRL (Control); to
move it down the page, pressRETURN. When you move thecursorto
the right or down the page, you areactuallyinsertingblank spaces into
your document.

The cursormovesautomaticallyas you type. Notice, as you type,
that your screenaccommodatesa maximumof 38 charactersper line;
a blankspace isconsidereda character.If you begin typing a wordthat
does not fit on a line, thecomputerautomaticallytransfersthat word
to the next line.Therefore,DO NOT HYPHENATEA WORD WHEN
YOU GET TO THE END OF A LINE ON YOUR SCREEN.Similar-
ly, do not pressRETURN when you get to the endof a line. Press
RETURN only when you specificallywant the rest of the line to be blank,
such as at the endof a paragraphor to line up acolumn of figures.

Your final printeddocumentwill probablyneed to be longerthan
38charactersper line.Don't worry aboutthatnow. You canadjustthe
format of the printed page when you decide toprint. (See Section VI
for details.)

The keyboardof your computerfunctionsin almostthe same way
as thekeyboardof a standardtypewriter.To capitalizea letter, for in-
stance, simply press the key forthat letter while holding down theSHIFf
key. However, note the following differences:

a) TO LOCK YOUR TEXT INTO UPPERCASE(CAPITAL)
LETTERS

Hold down SHIFT and press theCAPS-LOWR key; all the letters
you type will becapitals.To move back toupperand lower case,just
press theCAPS-LOWR key by itself.
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b) TO DELETE CHARACTERS YOU HAVE JUST TYPED

If you press the leftarrow key 1:1 while holding down the CTRL
key, you delete onecharacterat a time to the left.Therefore,if you want
to makea changein somethingyou havejust typed, you canchangeor
correctby pressingthe 1:1 andCTRL keys. Remember,however,that
you delete allthe characterstouchedby the cursoras it moves left.If
you noticea mistakeor see achangeyou wantto makeanddo not want
to deleteinterveningcharacters,press ESCandenterEDIT MODE. This
will allow you to move thecursorandmakecorrectionswithout losing
anyof your document.NOTE: The leftarrowwill type a + sign if pressed
without theCTRL key. The left arrow symbolon this key is in inverse,
to matchtheCTRL key; this is toremindyou that to use the leftarrow
effectively, theCTRL key must be helddownat the same time inWRITE
MODE.

c) TO MOVE THE CURSORDOWN

If you want to move the cursor down when you are inWRITE
MODE, pressRETURN oncefor each linethat you want to lower the
cursor.If you movethe cursordown too far andwant to moveit back
up, pressthe left arrow 1:1 (while holding down the CTRL key) once
for every line youwant to raisethecursor.Whenyou get tothebottom
of thescreen,your text automaticallymoves up nine spacesandthe cur-
sor shows inthemiddleof the screen.Whenthis happens,continuetyp-
ing. The last linesof text alwaysremainon the screen.

d) TO ACCESSALL OF THE SYMBOLS ON YOUR KEYBOARD

Severalof the keys onyour keyboardhave two symbols,such as
keys with the + ? = ()". To type thesesecondsymbolspressSHIFT
and the desiredkey.

e) TO USE THE REPEAT FEATURE

If you continueto hold down a key after typing a letter, that key
will automaticallyrepeat(after a brief pause)until you release the key.

f) TO INDENT PARAGRAPHS

Whenstartinga newparagraph,you canhold downthe CTRL key
and press Ito indent the cursor8 spaces tothe right. You can do this
up to four times, getting indentationsof 8, 16, 24, or 32spaces.This
feature is similar to the left margin locking device on astandard
typewriter.Theseindentationsremainin effect until you pressRETURN.
To savespaceon the screen,only the first line of indentationactually

9



appears, but all subsequent lines are indented when you print your
document.

g) TO CENTER TEXT
When, at the beginning of a new paragraph, you hold the CTRL

key and press C (Center), whatever text you type before pressing
RETURN is centered on the line. This feature is useful, for instance,
for titles of documents. The actual centering appears only on the printed
document, not on the screen.
IMPORTANT: As you type your document, you should SAVE it
periodically. For instance, if while you were typing there were a sudden
power failure, you would lose everything you had typed. If, however,
you had been saving periodically, you would lose only the material that
you had typed since the last SAVE. Similarly, you may wish to leave
the computer and turn it off before your document is completed. If you
turn the computer off, you will immediately lose everything that you have
typed. But if you SAVE, you can secure everything that you have typed
and turn the machine off without worrying about losing any of your text.
It is actually a good idea to SAVE every 20 minutes or so. (See Section
Va for details on saving.)
Once you have saved your document, you can shut off the computer
without any risk. You can continue to work on that document by going
to the TRANSFER MODE and accessingthe function called RETRIEVE.
This summons the document back to the screen, and you can continue
typing or editing or whatever other operation you wish. (See Section Vb
for details on retrieving a document.)

TO FIND OUT HOW MUCH SPACE IS AVAILABLE
The BANK STREET WRITER will accept approximately 2300words

in a document-WOO words if you leave your BASIC cartridge in the
computer. When you approach the maximum capacity, a prompt alerts
you to how many words remain. If your document is going to exceed
the maximum length, merely SAVE what you have entered before you
reach the maximum; then use the CLEAR operation on the TRANSFER
MENU and continue typing. This creates a new file to accommodate
what remains from the first document; SAVE this new document and
then you can print the first file followed by the second.

You can find out how much space you have left at any time by press-
ing CONTROL S (S = Space or Storage).
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IV. EDIT MODE

a) MOVING THE CURSOR: CURSORCONTROL KEYS

When you are inEDIT MODE, most of the keys on thecomputer
are inoperative.Eight keys have a specialfunction: to direct thecursor
to various places in the text.For this reason,these eight keys inEDIT
MODE are calledCURSORCONTROL Keys:

EDIT MODE is the mode to use when you want to make altera-
tions in yourdocument- for example, when you want to addmaterial,
replacematerial,makecorrections,deletematerial,and movematerial
from one place in the text toanother.

a
1:1
1:1

a
B (for Beginning)

E (for End)

U (for Up)

D (for Down)

The cursormoves up 1 line.

The cursormoves 1 space to the left.

The cursormoves 1 space to the right.

The cursormoves 1 line down.

The cursormoves to the beginningof the
document.

The cursor moves to the endof the
document.

The cursormoves up 12 lines.

The cursormoves down 12 lines.

Thearrowkeysindicatethe directionof cursormovement.Pressing
anyoneof these keys moves thecursorone unit in thedirectionof that
key.
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These fourcursorcontrolsare
illustratedby this emblem. When
the emblem appears at the top right
handcornerof the screen,cursor
controlkeys are active.It is design-
ed to help yourememberwhen the
keys may be used. Note: These ar-
row keys are also the-, +, *and
= keys. The arrowsappearin in-
verse,indicating that to use them
the CTRL key must be held down.
While this is normally necessary on
the Atari, the WRITER will allow
you to move thecursor in EDIT
MODE by pressing thesearrow
keys with or without the CTRL key

held down. Notethat in WRITE mode, pressing these keyswithout
holding down theCTRL key will cause the-, +, * or = symbols to
be typed, which is why theCTRL key mustbe held down when using
the left or right arrows to erase inWRITE mode.

The final four cursorcontrolkeys; B, E, U and D, can also be used
when thefour-arrow emblem is on.Rememberthat these eightcursor
control movementscan be used only inEDIT MODE. They cannotbe
used inWRITE MODE. Rememberalso that you do not have to hold
down theCTRL key to move thecursorwhen this emblemappears.

If you are editing a very longdocument(thousandsof words) some
editing functions may be slower than usual (i.e., it may take theWRITER
a coupleof seconds to movefrom one endof the text to theother).This
is normal. To speed editingfunctions, you may want tobreakuplong
files into shorterones andrecombinethemlater for printing. (See Sec-
tion V for SAVE and RETRIEVE and Section VI, PRINTING A
DOCUMENT.)

b) ADDITIONS/INSERTIONS

Supposeyou are typing inWRITE MODE and think of a sentence
or an ideathat you would like to include in the text you havealready
written. To makeadditions,press ESC to get intoEDIT MODE; then
useappropriatecursorcontrol keys to get thecursorto the spot where
you want to make your insert.Thenpress ESC to get back intoWRITE
MODE. Now type in what you want to insert. As you type in the new
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material, the original text to the right of the cursor automatically is pushed
aside by the new text. The original text, however, is not deleted.

c) CORRECTIONS

To correcta typederror, follow the same process as in making an
addition: press ESC to getinto EDIT MODE; then again use the ap-
propriatecursorcontrolkeys to get thecursorto the exactpoint for cor-
rection.Thenpress ESC to get back intoWRITE MODE. Now type in
the necessarycorrectionor corrections.Again, the text to the right of
the cursoris pushedahead.After you have typed in yourcorrections,
delete whatever you wishof thatold text by pressing the rightarrowkey
to delete text to the rightof the cursoror press the leftarrow key to
delete to the leftof thecursor.You must hold down theCTRL key while
deleting to the left or right or you will simply type in the+ and* charac-
ters that are also on these keys.

d) OPTIONS IN EDIT MODE

Once you enterEDIT MODE, there are three things you can do:

i) You can press ESC to get back intoWRITE MODE.

ii) You can press anyof the eightcursorcontrol keysmention-
ed above (Section IVa) to move thecursorto a specific loca-
tion in your document.

iii) You can select any of the sevenoperationslisted at thetop
of the screen:ERASE,UNERASE,MOVE, MOVEBACK,
FIND, REPLACE, and TRANSFER MENU. When you
press ESC in theWRITE MODE the firstoperationis already
highlighted.To select adifferentoperation,use the > key
or the < key to move thehighlighterhorizontally;use the
SPACEBAR to move thehighlighter vertically. Once you
decide whichoperationyou wish to use andafter you have
thatoperationhighlighted, pressRETURN. This activates the
operation,and thecomputerthen gives you a seriesof in-
structionsat thetop of the screen.If you decidethatyou do
not want to performthatoperation,press ESC and go back
to the EDIT menu.
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e) ERASE AND UNERASE

To erase a block of text, make surethat ERASEis highlighted on
the EDIT menu and pressRETURN. Positionthe cursorat the begin-
ning of the blockof text to be erased. Use any of thecursorcontrolkeys
(see Section IVa above) to move thecursor so that it is on the first
characterof the block of text you want to erase. Once yourcursor is
positioned,pressRETURN and position the cursorone spacebeyond
the end of the sectionof the text to be erased.If your deletion is going
to include the end of aparagraph,move thecursoroneadditionalspace
beyondthe lastcharactersothat the end-of-paragraphRETURNis also
deleted. As you move thecursor, the text becomes highlighted; as the
characterson the screen are beinghighlighted,deletion is not yet occur-
ring. Deletion does notactuallyoccur until you give thecomputeraddi-
tional instructions.

When all text to be deleted is highlighted, pressRETURN. The com-
puter now asks you to make surethat you do in fact want to erase all
the highlightedtext. This questiongives you a chance to change your
mind. If you press N (No), the screenautomaticallyreturnsto theEDIT
menu.If you press Y (Yes), thehighlightedtext isinstantlydeleted, and
the text to the right of thecursormoves up to the place where the dele-
tion began. (ESC at any timereturnsyou to theEDIT menu without
completingthe ERASE operation.)

If you have deleted morethanyou wantedto, you can still retrieve
your text. HighlightUNERASEin theEDIT menu and pressRETURN.
What you have deletedreturnson the screen in highlightedcontrast.A
prompt askswhetheryou want to restore this highlighted text.If you
press Y (Yes), the textimmediatelyreappears.If you press N (No), the
text is again deleted, and youreturn to the EDIT menu.

ERASE can delete up to 15 lines at a time.If you want to delete
more than15 lines,performyour deletion in segments (i.e., if you want
to delete 41 lines, delete 15 lines twice and then theremaining11.) If
you try to delete morethan 15 lines at a time, aprompt will warn you
that only 15 linesof text are allowed.

Note alsothat if you erase two or moreseparatesegments of text,
you can UNERASE only the most recent segment. Youcannot
UNERASE all the prior segments.

If, aftererasing a segment, youreturnto WRITE MODE and enter
any new text or make anyalterations,you cannotUNERASEyour most
recently erased text.
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f) MOVE AND MOVEBACK

These twofunctionswork togetherjust asERASEand UNERASE
work together.MOVE lets you take aportionof your textandrelocate
it in the document.To move aportion of your text, highlight MOVE
on theEDIT menu and pressRETURN. Use the cursor control keys (Sec-
tion IVa) to position the cursoron the first characterof the block of
text that you want to move and pressRETURN. Now use thecursor
control keys topositionthe cursorone spacebeyondthe lastcharacter
of the text you want to be moved. As you move thecursorforward, the
text becomes highlighted. When all the text you want to move is
highlighted,pressRETURN. Now usecursorcontrol keys to position
the cursorwhere you want your text to be moved and pressRETURN.
The computerwill then give you a chance to change your mind.If you
press Y (Yes), thecomputerinserts thehighlightedtext in the new loca-
tion, and returns you to the EDIT menu. If you press N (No), the
highlightedtext remains in its originalposition.

Suppose you have moved a blockof text and, realizing that you have
made anerror, you want toundo what you havejust done. Highlight
MOVEBACK and pressRETURN. Promptsask whether you want to
keep the highlighted text in its presentlocationor returnit to its original
location.Press Y or N.If you press N, thecomputerreturnsyou to the
EDIT menu,leaving the text where it was. Pressing Y will move the text
back to the place from which it was moved.MOVEBACK may be used
repeatedlyto move the text back andforth.

As with ERASE, MOVE allows you to move up to but no more than
15 lines. To move morethan 15 lines, do so inseparatesegments. But
rememberthat you can MOVEBACK only the most recent segment
moved.

Just as withUNERASE,If you returnto WRITE MODE and enter
any new text or make anyalterations,you cannotMOVEBACK the most
recently moved text. When you move text,rememberto consider mov-
ing the space(s)beforeor after the text. A space isactuallya character.
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g) FIND AND REPLACE

FIND helps you locate a specific place in your text. You can locate
a word or group of consecutive words (up to 29 characters) by highlighting
FIND on theEDIT menu and pressingRETURN.Type in what you want
to find and pressRETURN.The first appearanceof what you have ask-
ed to find ishighlighted. Press Y to locate the nextoccurrence.Press
N to return to the EDIT menu; thecursorremains at thestart of the
found text.

Suppose you wanted to locate all occurrencesof the wordthein your
text. If you type inthe, not only will every occurrenceof the word the
be highlighted,but everyoccurrenceof those three letters will also be
highlighted. Thus, the the will be highlightedin words likethere, then,
and whether.

To avoid this, use theSPACEBARand type a space before and after
the word or words you want to find. Keep in mind,too, that if you ask
to find the, the computerwill not find The.Small letters andcapitallet-
ters areregardedas different characters.

The REPLACEfunction is very similar to theFIND function, but
it allows you, inadditionto finding aparticularword or set of characters,
to replace the word orcharacterswith a different word or adifferent
setof characters.Suppose,for instance,thatyou discoverthatyou have
consistentlymisspelled a word andwantto correctthatmisspelling. Ask
the BANK STREETWRITER to find all occurrencesof the misspelled
word and toREPLACE them with thecorrection.

After you highlightREPLACEand pressRETURN,a promptasks
you to type in what you want to have replaced. When you press
RETURN, the promptnow asks what you want to replace it with. Type
in the newmaterial and pressRETURN. The first occurrenceof the
original word becomes highlighted.If you press Y, the new entry replaces
the old entry.If you press N, no change is made, and the next occur-
renceof the original becomeshighlighted.

Be verycarefulin telling thecomputerwhat you want it to replace.
For instance,if you want to replacemy with your, rememberto type
in spacesbeforeand after each word as you type in the word. Keep in
mind alsothat capital letters and small letters areregardedasdifferent
characters.
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t,

After the BANK STREETWRITER locates all occurrencesof the
word thatyou want to find, the screen tells youthat there are noother
occurrencesof thatword. PressRETURN to go back to theEDIT menu.

The REPLACE function can be used to delete a word or a setof
charactersthroughoutthe text. Type in the word you want to delete.
When asked what you want to use as areplacement,pressRETURN
alone.

The REPLACE function can be very useful.For instance,if you
are writing a seriesof letters, you can use the same basicdocumentfor
all your letters and merely change the nameof the addressee.

You can always quit theFIND or REPLACEfunctions by pressing
the ESC key.

h) TRANSFERMENU

The TRANSFERMENU transfersyou out of EDIT MODE and
into TRANSFERMODE, where anumberof maintenanceand print
operationsare available. These are explained in detail in the sectionsthat
follow.
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V. TRANSFER OPERATIONS

The TRANSFERMODE is used fortransferoperationssuch
as saving to disk, renaming, deleting or printing adocument,and prepar-
ing new disks for use.

Throughoutall theTransferoperations,you may stop in the middle
of the operationat any time andreturnto the TRANSFERMENU by
pressing the ESC key.If the operationhas not yet beencarriedout at
that point, this will stop it from beingperformed.

The TRANSFERMENU offers a series ofoptions:

a) INIT AND SAVE

As mentionedin Section III, whenever you are working on a docu-
ment, youshouldsave your text periodically. You will certainly want
to save yourdocumentwhen you have finishedpreparingit. Saving a
documentis the processof transferringit from the screen to a floppy
disk of your own. It is not possible to save adocumentdirectly on the
BANK STREETWRITER disk.

Whenever youpurchasea new blank floppy disk, you must first IN-
ITIALIZE it. The process of initializing makesthatdisk compatiblewith
your owncomputer.Since your disk must be initialized before you can
use it, always have an initialized disk onhandbefore using theWRITER.
To initializea new disk, highlight INIT on theTRANSFERMENU, press
RETURN, and follow theinstructionsat the top of the screen.(Another
way is to follow the initialization procedures given in your computer user's
manual.)The BANK STREETWRITER usesstandardAtari format
disks to store files.

ONCE A DISK IS INITIALIZED, IT SHOULD NEVER BE IN-
ITIALIZED AGAIN UNLESS YOU WANT TO ERASETHE ENTIRE
CONTENTSOF THAT DISK.

When you want to SAVE adocumentor part of a document,enter
the TRANSFERMENU, highlight SAVE, and pressRETURN. Be sure
that the BANK STREETWRITER disk has been replaced by your own
initialized floppy disk. Then follow the instructionsat the top of the
screen. You are first asked if you want to save your wholedocument;
answer Y or N.If you answer N, a series ofpromptstell you how to
savejust a portionof the document.You will be asked to give the docu-
ment a nameof up to 8characters;the selection ofthat name is com-
pletely up to you. Do not use a namethatyou have already used;other-
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wise, you will lose the originaldocument.If you are not sure whether
you have used aparticularname,request aCATALOG, which displays
the namesof all the documentson your disk.

You may protectyour documentwith a PASSWORDif you wish.
If you do decide to enter apassword,be sure to keep arecordof what
thatpasswordis. Passwordsarenot usually necessary unless your docu-
mentcontainspersonalor importantinformationandotherpeople have
access to your disk. You can remove apasswordby renaminga docu-
ment to the same name with nopassword.

If you do protectyour documentwith a password,an asterisk will
appearbefore the name ofthatdocumentwhen itappearsin the catalog.

Once you have saved yourdocumenton the disk, you can feel free
to turn off the computerwithout worrying aboutlosing what you have
written. However, once you haveturnedthecomputeroff, you will need
to loadthe documentfrom the floppy disk backinto the machine.This
is the process calledRETRIEVE.

IF YOU TURN OFF THE COMPUTER WITHOUT SAVING
YOUR DOCUMENT, YOU WILL LOSE THAT DOCUMENT.

If you run outof storagecapacityon your disk, thecomputeralerts
you with the message:CANNOT SAVE-DISK IS FULL. If this hap-
pens, replace your working disk with a newblankdisk. (For thisreason,
you shouldalways have one spare floppy diskalreadyinitialized.)

A floppy disk will store theequivalentof approximately45 pages
of single spaced text.

You shouldalsostorea copyof your documenton aback-updisk.
A back-updisk is anadditionalfloppy diskthatcontains a second ("back-
up") copy of yourdocument.Thus, if you should accidentally harm your
first disk, you will always have anadditionalcopy of your document.

NOTE: The WRITER will save to and retrieve fromdatadisks in
the drive # (1-4) which is set by theUTILITY PROGRAM (normally
drive#1, see Section VII). There is a way totemporarilychange the drive
# for thedatadisk, without leaving theWRITERand going to the UTILI-
TY PROGRAM. Simply type ,D# (where # is 1, 2, 3 or 4) in placeof
a filename in any of the diskfunctions.If you have typed a valid drive
#, theWRITER will then ask for the filename again and the drive# used
will be changeduntil the computeris turnedoff. To change the drive
# sothatthe WRITER will automaticallyusethatdrive # when it isrun,
use theUTILITY PROGRAM.
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b) RETRIEVE

When you want to work on adocumentthat you have saved, you
must first load the BANKSTREETWRITER into the computer(Sec-
tion I). Enter TRANSFER MENU, press RETURN, highlight
RETRIEVE,and then pressRETURN. Then replace the BANKSTREET
WRITER disk with your ownstoragedisk. If you are not sureof the
exact nameof your document,requesta CATALOG. The cataloglists
the namesof all the documentsthathave been saved on your disk. Type
in the nameof the documenton which you wish to work and type in
the password(if you haveprotectedyour documentwith a password).
PressRETURN and your documentwill be loaded.

Once yourdocumentis loaded, you can add to thatdocument,delete
from it, move words orphrasesor edit it in any waythat you want. But
remember,WHENEVER YOU MAKE ANY CHANGES IN YOUR
DOCUMENT, YOU SHOULD SAVE THAT REVISEDDOCUMENT.
You can use the same name for thedocumentthat you usedbefore.If
you do so, thecomputerreplaces the old version with the new version.
If you use adifferent file name, thecomputersaves the new version and
also keeps the old version(s). Remember that whenever you want to save,
you shouldfirst replace the BANKSTREETWRITER disk with your
own alreadyinitialized disk.

If you requesta specificdocumentand get the message"FILE NOT
FOUND," one of the following has most likelyoccurred:

i) You forgot to save thedocument.Request acatalogto see
if the documentwas in fact saved on your disk.If the docu-
ment was not saved, there isnothing you can do.

ii) You made anerrorwhen you typed in the file name. Request
a catalogto confirm the spelling of the name, and then type
in the nameof the documentas it appearsin the catalog.

iii) You typed in the wrongpassword(or did not type in a
password)for a protecteddocument.If this happens,repeat
the cycle, typing in verycarefullythe nameof the document
and thepassword.

There may be times when you want tocombinea documentthat
you havealreadysaved with adocumentyou are working on. Retriev-
ing adocumentwith text alreadyon the screen will insert thedocument
at thecursor.If there is notenoughroom in your present file to fit in

20



the requesteddocument,the following prompt will occur: FILE TOO
LARGE TO RETRIEVE. If this happens, you cannot combine
documentsunless you erase someof your text.

RETRIEVE can becombinedwith the "partial save" (i.e., saving
only partof a document)optiondescribed in Section Va. For instance,
if you want to repeat aportion of your document,you can savethat
portion and then retrieve it inother places in your text.

c) RENAME

If you want to change the nameof a saveddocument,highlight the
RENAME feature on theTRANSFERMENU. Then follow the instruc-
tions at the topof the screen. Renaming can be useful when, for exam-
ple, you write a letter and call itTAXES. A few days later, you write
a follow-up letter. Since it is closelyconnectedwith the first letter, you
want to showthat connectionin your catalog.Therefore,you call the
second letter TAXES2 and you change the name of the firstdocument
from TAXES to TAXESl.

d) CLEAR AND DELETE

At times you may finish adocumentand save it on your own disk
and want to begin a newdocument.You need to remove the text from
the olddocumentthat still remains on your screen. Of course, you can
shut off the computerand reload,but a faster way is to highlight the
CLEAR operationon the TRANSFERMENU and pressRETURN.
Follow the instructionsthat appearat the topof the screen, and your
screen will completely clear and be ready for a newdocument.If you
complete theCLEAR operationwithout having first saved your text, you
losethat text.

DELETE, on theotherhand,is used to remove adocumentfrom
storage on your disk. Highlight the wordDELETE on theTRANSFER
MENU, follow the instructionsat the topof the screen, and your docu-
ment will be deleted from storage.

Note thatDELETE (on theTRANSFERMENU) and ERASE (on
theEDIT menu)performverydifferentoperations.ERASE allows you
to erasea portionof your text from the document on the screen. DELETE
removes the entiredocumentfrom the storage disk.
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e) QUIT

If you highlight theQUIT operationon the TRANSFERMENU
and pressRETURN, you leave the text processingoperation.You will
beofferedthe optionof loadinganotherdisk and bepromptedto insert
that disk in the drive (you canrestartthe WRITER this way). If you
have a BASICcartridgein your computer,you will also be given the
option of using that cartridge.

IF YOU QUIT WITHOUT SAVING YOUR TEXT, YOU WILL
LOSE THAT TEXT.
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VI. PRINTING A DOCUMENT

Two different printing commandsappear on the TRANSFER
MENU: PRINT DRAFT and PRINT FINAL.

a) PRINT FINAL

PRINT FINAL allows you to control how the text isprinted.
Promptsask you a series ofquestions.To accept the displayed value,
merely pressRETURN. These displayed or"default" values are set up
for the normalprint format. (To alter them see Section VII.) To change
a value, type in the new value.If you change your mindaboutan earlier
value, press ESC, highlightPRINT FINAL, pressRETURN and start
again. Here are thequestionsthat appear:

i) HOW MANY CHARACTERS PER LINE? (The default
value is 65) The range is between 40 and 126charactersper
line. A blank spacecountsas acharacter.The maximum
numberof charactersthat can fit onto one line varies with
the sizeof paperyou use and the typeof printer you have.

ii) SPACING BETWEEN LINES? (The default value isI) 1
prints single space, 2 double space, and 3 triple space.

iii) IS THIS A CONTINUATION OF THE PREVIOUSFILE?
(The defaultvalue is N) Press Y if you want to connect the
documentyou are nowprinting with the one you havejust
printed.Otherwise, accept N.If selected, thisoptionresumes
printing at the endof the previousdocumentand continues
at the page and linenumberwhere the previousdocument
ended.Any previously used header will alsoappear.

iv) PAGESTO BE NUMBERED? (The defaultvalue is Y) ac-
cept Y to have theprinterautomaticallyassign a page number
to each page.Promptsthen ask:START AT PAGE # ? If
you want numberingto begin with the first page, accept1.
If you have a cover page and want the firstnumberedpage
to be the secondactual page, type in 2.Promptsthen ask
whetheryou want theseNUMBERS to appearat theTOP
or at theBOTTOM of the page (The default value is B). Type
T or B accordingly. Seeexplanationof top and bottom
margins andlocation of pagenumbersin Section VII.
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v) PAUSEBETWEENPAGES?(Thedefaultvalue is N) Press
Y if you have to add paper one sheet at a time to your printer.
Otherwiseaccept N.

vi) EJECTLAST PAGE? (The default value is Y) Press N if
you wish to addanotherdocumentto the one you havejust
printed. Otherwise, accept Y. Ejecting the page sets the printer
at a new page;not ejecting the page leaves theprinterat the
end of the lastprinted text. Ejecting the last pageof your
documentcauses yourprinter to set thepaperto the topof
the next page. Becareful of the "no eject"option and use
it only where youintend to continueprinting on the same
page. Not ejecting the last page and then moving thepaper
in the printer yourself can "confuse" the WRITER about
where the lastprinting left off. The WRITER assumesthat
when itprints for the first time, thepaperis set in theprinter
at thetop of the page. See yourprinter manualto find out
how to setyour printer at the "top of form".

vii) TYPE IN PAGE HEADING A heading is a word orgroup
of words that will appearat the top of eachprinted page.
A heading is useful to identify the pages of aparticulardocu-
ment,especially ifthatdocumentruns to several pages. The
maximumlength of a headingis 38characters.If you have
page headings (or page numbers at the top of your document)
the first pageof your documentwill containneither a heading
nor a pagenumber,but the heading andnumberswill ap-
pear on allsubsequentpages.

viii) PRINT ENTIRE FILE? (The default value is Y) Press N
if you want to print only a portionof your document.Ac-
cept Y if you want to print the entiredocument.A partial
print can beuseful, for instance,if you havemadealtera-
tions on just one sectionandwant to print a copy of only
thatsection.It would be a wasteof time andpaperto reprint
the wholedocument.If you press N,promptsask you to
identify the specificpart of the documentthat you want
printed.

ix) The promptthenasks"DO YOU WANT TO SEEWHERE
EACH PAGEOF TEXT WILL END?" (The defaultvalue



is N) If you press Y, you are shown where the text ends at
the bottomof the first page, and you can thenadjustthat
page break, moving it upward with the 0 key and
downwardwith the 0 key. PressRETURN to takeyou to
the second page, and so on,until you have reviewed all the
pages inyour document.Moving the place where a pageof
text endsaffectsonly the printed copy being madeat the
time. It does notchangethe documentin any way.

x) When you areactually printing your documentand want
to stop, press ESC. Thisreturnsyou to theTRANSFER
MENU. After you have printed a documentin PRINT
FINAL, you will be asked"DO YOU WANT TO PRINT
ANOTHER COPY?"Answer Y for anotherprintoutor ac-
cept N to return to the TRANSFERMENU.

b) PRINT DRAFT

PRINT DRAFT, on theotherhand,printsyour documentexactly
as it appearson the screen(i.e., at 38charactersper line). Thisopera-
tion is useful for proofreading,for it allows you to locatecorrections
made in theprinteddocumenton the screen.If you request adraft copy,
you areaskedsomeof the samequestionsthat appearin the PRINT
FINAL operation.See theparagraphsabove for moreexplanation.

You canmadeadditionaladjustmentsto the formatof your docu-
ment andadjust the valuesthat are displayedin the questionsasked
during the PRINT process by accessing theUTILITY PROGRAM.

NOTE: If you are using a 40column printer, be sure to set the
left marginat either0 or 1, and select acolumnwidth of 40 at the time
you print. Also, the used pageheadingsand/ortop of pagenumbering
will causespacingproblemson a 40columnprinter and soshouldbe
avoided. Finally, page breaks may not be displayedproperlywhen print-
ing on a 40column printer.
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VII. UTILITY PROGRAM

The UTILITY PROGRAMis used tochangecertainvalues such
asthosewhich theWRITER needs tocommunicatewith printersand
disk drives, and to list the nameof each WRITER file on your data
disk along with itspasswordif one was used.

To use theUTILITY PROGRAM, press theESC key while the
WRITER disk is loading the program.

The WRITER will probablywork fine the way it is set up when
you get it. Tochangethe standardvalues with which theWRITER has
been set up, select 1 on theUTILITY PROGRAMmenuanda list of
thoseitems you may assign values to willappearon the screen. Press
the SPACE BAR to see the restof the list. You maychangea single
item by pressingthe letter next to that item, or review all the items by
pressingRETURN. For each item you select, a screenappearsgiving
you thenecessaryinformationto entera new value or keep thecurrent
value.

While mostof the items set by theUTILITY PROGRAMare self-
explanajory,the following notes may beuseful in using theprogram.
If you are indoubt aboutan item, a"standardvalue" is providedfor
each; try this valueand then adjust it later if necessary.

a) DATA DISK DRIVE #

Make certainthat you actuallyhave a disk driveconnectedto the
drive you select.For a one drive system, you can use the same drive
for the programandthe datadisk, as theprogramdisk may be remov-
ed once theprogramhas beenloadedinto the computer.For a two-
drive system, you can assign theseconddrive to thedatadisk. (This
valuedeterminesin which drive theWRITER looks for adatadisk each
time it is run. The drive can bechangedtemporarily from within the
editor itself- Seenote at end of SectionVa.)
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Certainprinterparameterscan bechangedfrom within the editor
each time youprint. However, the following parameterscan only be
changedfrom the UTILITY PROGRAM:

Print-Draft left margin
Print-Draft line spacing
Print-Final left margin
# of lines total per page
# of lines for top margin
# of lines for bottom margin

b) TOP AND BOTTOM MARGINS, HEADERS AND PAGE
NUMBERS

The top and bottom marginsare thenumberof lines aboveand
below your text area(to the top and bottomof the page).If you use
a headerfor your printed copy (selected at the timeof printing), the
headerwill appearin the top margin with threeblank lines between
it andthe top of your text. If you use pagenumbersat thetop of the
page,they will appearon this same line(whetheror not you are using
a header)on the right. If you use pagenumbersat the bottomof the
page,they will be centeredfrom left to right, in the bottom margin,
with threeblank lines betweenthe textandthe pagenumber.NOTE:
Headersand top-of-pagepagenumbers,if used,will never on
page 1of your document(this is for letters orotherformal documents).
If you want a headeron page one, use atitle, either flush left or
centered,on the first lineof your document.If you want to startpage
numberingon the first page,use bottom-of-pagenumbering.

c) LINE FEED ON CARRIAGE RETURN.

This shouldbe set inaccordwith the settingson your printer. If
your printer insertsa line feedautomaticallyat eachcarriagereturn,
set this item to N (No); ifyour printer doesnot, set it to Y (Yes).If
you set itincorrectly,you will quickly know it by theresultingdouble-
spacingor overwriting of your output.
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d) FORM FEED CHARACTER.

Normally the editorhas tocountlines to know when it gets to the
top of a new page.If your printer will accepta form feed character,
set this item to Y (Yes),and insert the ASCII value of the character
(usually a 12 forControlL) in the next item. This will make yourprint-
ing faster, as theprogramwill not have to go line by line injumping
to the next page.

e) KEYCLICK.

A keyclick can beenabled,which gives youaudiblefeedbackeach
time a key ispressed.

f) LISTING FILES AND PASSWORDS.

To see a listingof the files on your datadisk, along with their
passwords,selectoption 2 from the UTILITY PROGRAMmenuand
follow the directions.

g) QUIT.

To quit the utilityprogram,selectoption3. If your BANK STREET
WRITER disk is in theproperdrive, theWRITER will be reloaded.
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Cursor moves up 12 lines.
Cursor moves down 12 lines.

Cursor moves to beginning of document.
Cursor moves to end of document.

Cursor moves up one line.
Cursor moves one space to the left.
Cursor moves one space to the right.
Cursor moves down one line.

INDEX/GLOSSARY

Page numbers in parentheses refer to specific sections of the manual
where the subject is discussed in more detail.
* (ASTERISK) (p. 19): An asterisk before a name in a catalog indicates
that the document is protected by a password.
BACK-UP DISK (p. 19): A disk on which you keep a second copy of
your document in case you damage your first copy.
CATALOG (p. 19): A listing of all the documents on your disk.
CHARACTER: Every individual entry on your screen is a character;
a character can be a letter, a punctuation mark, a number or a blank
space.
CLEAR (p. 21): A TRANSFER function. The process of removing all
the text on your screen so that you can begin a new document. i.e., you
clear the screen.
CONTROL C(p.lO): In WRITE MODE centers a set of characters on
a line.
CONTROL I (p. 9): In WRITE MODE, indents 8 spaces.
CONTROL S (p.1O): In WRITE MODE, tells how much space is left
in a document.
CURSOR (p. 8): The blinking white square that shows you in WRITE
MODE where the next character is about to be entered.
CURSOR CONTROL KEYS (p. 11):

D=
a1=
1:1=a
B

E

U
D

These cursor control keys will not operate in WRITE MODE, only
in EDIT MODE.
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DELETE (p. 21): TRANSFER operation; removes a document from your
disk.
DISK (p. 18): You should have two disks: The BANK STREET WRITER
disk, which you use to load the text processing program into your com-
puter; your own disk, which you use to save your documents.
DRAFT (p.25 ): An initial version of what you have written. After you
have written a draft, you may want to read it over, edit, and rewrite parts
before you finalize it.
EDIT: Making corrections and improvements to your document.
EDIT MODE (p.ll):The mode to make corrections or alterations in your
document. You can always get into EDIT MODE by pressing ESC at
least once.
ERASE (p. 14): An EDIT function; the process of deleting a word,
phrase, or series of lines from your document.
ESC: Refers to the ESCape key on your keyboard. ESC moves you from
one mode to another or stops an operation without completing it.
FILE/FILE NAME/TEXT FILE: These three phrases are all different
ways to refer to the name of a specific document.
FIND (p. 16): An EDIT function. The process of locating a specificword
or phrase in your document.
FLOPPY DISK: Same as DISK.
HEADING (p. 24): A word or group of words that appears at the top
of each page of a document.
HIGHLIGHT: A reverse contrast in which dark letters appear on a light
background.
INITIALIZE (p. 18): A TRANSFER function. The process of making
your floppy disk compatible with your computer. If you INITIALIZE
a disk, you erase all the contents of that disk.
LOAD (p. 4): The process of transferring a document or a program from
a disk into the computer.

LOWERCASE (p. 8): Small letters as opposed to capitals.
MENU: A screen display of a series of options, such as the menu of
EDIT operations or TRANSFER operations.
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MODE (p. 6): A structuralsubdivisionwhich includes agroupof func-
tions in your BANK STREETWRITER. There are three modes to the
BANK STREETWRITER: WRITE, EDIT, and TRANSFER.Each is
describedseparatelyin the manual.

MOVE (p. 15): An EDIT operation.The processof moving a word,
phrase, or seriesof lines from onelocationin your documentto another.

MOVEBACK (p. 15): An EDIT operation.The processof returningto
its original location a portion of text that you have moved.

PAGE BREAK (p. 24): Where the last lineof a printed page occurs.

PRINT DRAFT (p. 25): An option to print a draft of a documentso
that the printed version willappear on paper just as it does on your screen.
i.e., with no more than 38 charactersper line.

PRINT FINAL (p. 23): An option to print a documentin which you
determinehow it will look on theprintedpage,i.e., in which you decide
the numberof characters per line, the margins, the spacing between lines,
and so on.

PROMPT: A message orquestionto you from the computer.Prompts
appearon the screen and give youinstructionson how to proceed.

QUIT (p. 22): A TRANSFERoperation.Discontinuesthe text process-
ing operationof your computerand allows you to use yourcomputer
for other purposes.

RENAME (p. 21): A TRANSFERoperationchanging the nameof a
documenton a disk.

REPLACE (p.16):An EDIT operation.The process ofsubstitutingone
set of charactersin your documentfor another.

RETRIEVE (p. 20): A TRANSFER function. The processof loading
a particulardocumentfrom a disk into thecomputer.

RETURN: The RETURN key on yourkeyboard.RETURNin WRITE
MODE moves thecursor down one line. InEDIT and TRANSFER
MODES, it activates ahighlighted function or allows you torespond
to a prompt.

SAVE (p. 18): A TRANSFERfunction. The process oftransferringa
documentor part of adocumentfrom thecomputerto your disk. Always
SAVE before QUITing or CLEARING or before turning off your
computer.
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SHIFT(p. 8): In WRITE MODE, the SHIFT key onyour keyboardac-
cesses theuppersymbolsonthosekeysthathave twodifferentsymbols,
such as070 $ # ( ) ? '. In addition,the SHIFT in combinationwith a letter
key enters acapital letter.

TEXT: The words that makeup your document.

TEXT FILE: SeeFILE

TRANSFERMENU (p. 17): Highlighting these words on theEDIT
MENU and then pressing RETURN gets you into the various
TRANSFERoperations.

TRANSFERMODE (p. 18): The modethatallows you toperformseveral
different maintenanceoperationson your document,such as saving,
loading, deletingandprinting. TRANSFERMODE is enteredfirst by
highlightingTRANSFERMENU on theEDIT MENU andthenpress-
ing RETURN.

TUTORIAL (p. 5): A programon thebackside of the BANKSTREET
WRITER disk that assists you inlearningto use the textprocessor.

UNERASE(p.14): An EDITING operationreinstatinginto your text
a portion that you haveerased.

UPPERCASE(p. 8): Capitalletters asopposedto small letters accessed
by pressingSHIFT, and the letter you want to capitalize.

UTILITY (p. 26): A programon the BANK STREETWRITER disk
thatallows you to changecertaininformationused by the textprocessor,
and to readpasswords.Accessed by pressing ESCafter you first turn
on the computer.

WRITE MODE (p. 8): Oneof the threestructuralunits of the BANK
STREETWRITER used toentertext. No matterwhat operationyou
are involved in, you can always get intoWRITE MODE by pressing ESC
one or more times.
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