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lLetter from the Chairman of Amstrad

Dear New Customer

7 am first of all delighted to welcome you to the world of Amstrad,
with your purchase of this new Notebock computer.

This product is known inside our company as one of my “BABIES"™.
The background to its inception stemmed from my personal desire
to be able to use a computer.

Yes — I am embarrassed to say that, as the Chairman of one of
Eurcpe’s largest manufacturers of computers, I have never been
able to use one! A while ago I called a meeting with some of my
engineering staff and explained that I wanted us to make a simple
to use computer. I explained that I am not interested in knowing
what’s inside the machine and what the specification of the
machine is. I just want a machine that is simple to operate and
understand.

After many months of development and many meetings in which I
was asked to give my opinion on the simplicity of its operation,
the first of this product type evelved. This product is the third
of a long line of our generation of simple to use computers.

Although the Notebook is very simple to use, it should not be
underestimated. I decided to write the first section (Section 1)
of this instruction bock to cover very simply the main functions
for the first time novice user. The second section of the bock
has been written by the “BOFFINS” and uncovers a vast world of
the machine’s operation. If you still have any problems in
understanding the HNotebook, see page 460 for details of our
telephone hotline support.

I am sure that if you have never used a computer before that once
you have started to use the Notebook, you will be delighted with
the results - so remember that it was AMSTRAD that put you in
touch with the world of computing.

If you are delighted with your new skills, please show them off
and recommend a friend or colleague. Help us to make AMSTRAD the
entry-level computer standard.

Yours sincerely

Alan Sugar
Chairman



The best way to follow this
section is to read a bit and
then do a bit!l Have the
machine in front of you and
read carefully step-by-step.

Take your time. |




Sefting Up

Unpack the box and check you have the following items:

NOTEBOOK BAG MAINS THIS
COMPUTER ADAPTOR BOOK

PLEASE FILL OUT THE WARRANTY CARD AND SEND IT OFF.

This will enable us to mail you from time to time on updates and
improvements fo your new Notebook.

PLEASE KEEP ALL PACKAGING MATERIALS - BOX, STYROFOAM ETC IN
CASE YOU NEED TO TRANSPORT YOUR UNIT.

To set up the Notebook, turn the unit face down and puli the white
plastic film so that it comes COMPLETELY out of the Notebook.

Pull out white plastic tab.




Remove the main battery cover and insert five C cell batteries, as
shown below (alternatively you may choose to use just the supplied
power adaptor to power the unit):

STEP 5: ¢
Put the battery cover back on and turn the Notebook face up and

open it so you can see the keyboard and screen. Then press the
ON/OFF key (Under hinge of display). See diagram below.

Brightness
Control

ONn/Of key

The machine should make a “bleeping’ séund and the'scfsen wil
come on.

The screen display should be as below. If not, adjust the Brightness
control ( slider next to the On/Off swifch ).

Hour Minutes

Smt thi time ., ., .,
FPress 14+ to ogqus,t the houwr
Pres=s « uhen in iahed
Press Stop to exit

1 Jan 1990 }

Date Month Year
To set today’s time and date, turn to the next page.
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~ards the top left of the screen you will see a smalt dark section
-ser the two zeros @@, these are the hour digits.

‘et today’s current hour by pressing the up or down keys [T) (1]
sou will use these keys many times in future so remember them).
~vatch the screen while you-are pressing the keys.

JAKey | The Notebook is
set to operate as a
24 hour clock. So,
for example, set
S5pm as 17 or 2am
as 09

ocate the [<1] key (you will use this key many fimes in future so
-amember it ) See diagram above and press it ONCE ONLY.

N
]

“ne small dark section is now over the minutes digits so use the ()
L_ keys to set the minutes. Watch the screen while you are doing
- Once you have set the minutes, press the (1] key.

“he small dark section is now over the date digit, so use the [T] [}]
«eys to enter in today’s date in the month. Once you have set ThlS !

sress the (=) key. _

“ne small dark section is now over the month section, now use ‘rhe;
T. (L keys to select this month, once you have selected ’rhls
wonth, press the (= key. :

-he small dark section is now over the year digifs, now use the {T]
I keys to select this year. Once you have selected this year, press

e [ key.

if you moke o mistake, hold down the YELLOW key, then press
the BLUE key. now press the BLUE key on its own. Finally press the
WHITE key and start again. To adjust the time due to
summer/winter one hour changes, see sefting date and fime in
section 2. IF YOU HAVE ANY PROBLEMS, SEE PAGE 460 FOR DETAILS
OF QUR TELEPHONE SUPPORT.
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CONGRATULATIONS!

- You have now set up your Notebook.

This is how the screen should now lcok:

This area shows  If you are not in Britain  THis area shows
today's date turn to page 79 today’s time

To gloE e Ta use the
AMES SPREADSNEEY
Press

Fress
YELLOW & G YELLOW & WHITE

To_use the To use the To uze the
WORE PROCESSOR CALCULATOR DIARY £ CLOCK
ADDRESS BODE
Pres§ Press Press
YELLOH RED YELLOH & GREEMW TELLOW & BLUE

Using the Notebook with the Mains Adaptor

When you use the Notebook at home or at work, we recommend
you use it with the Mains Adaptor provided. Simply plug the
Mains Adaptor into any 240V 13 Amp wall socket and plug the
lecd into the back of the Notebook. Place the Notebook close
to the socket to avoid unnecessary strain on the tead.

NEVER use other power adaptors - only use the Mains Adaptor
supplied with the Notebook.

When you have finished using the Notebook, we recommend the
adaptor is removed from the wall socket and the cable is
removed from the rear of the Notebook. (Remeber to switch off
before removing the lead from the back of the Nofebook).




“NOW THE CLEVER STUFFt ™™
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Using the Notebook

| . oo

The first thing fo do is to familiarise yourself with the seven most™™
commonly used keys.

These keys will be referred to throughout this section of the book
a5

STOP YELLOW RED GREEN BLUE

n some cases you will be asked 1o press both the Yellow and Red
xeys, the Yellow and Green keys, the Yellow and Blue keys or the
Yellow and White keys. The best way to do this is to press and hold
down the Yellow key first with one finger followed by the other
coloured key with another finger.

After pressing the POWER ON key any time in the future, you will
generally retumn back to the screen shown below. There are five
nain function areas or sections together with the date and time
d|spiay We shall refer ‘ro Thls in future as the MAIN SCREEN.

hE lag the O Lise
© Ealts LPrERbsHbEr
Precs Pr
YELLDMW & G 2T YELLOH & HHITE
’ To use To uze the
- \’-f_" WORD PIIIJCESSOII CALCULATOR Iﬁ s l:L.l:K
- Pr Pres=
"I'ELLCIH & RED YELLOL & GREEHN YELLEﬁ 2 BLUE




To use the Calculator |

Most of us know how to use a calculator. As this is an easy function
for most of us to understand, we shall start with this section first of
all.

Do as the centre panel of the main screen says - press the Yellow
and Green keys AT THE SAME TIME.

Use the GEEEH rumbers on t?e kegboar-ad

Fress Stopr to exi

As you can see from the new screen message above, you are
invited to use the green numbers/characters on the keyboard. To
use the calculator, use only the keys with green characters. No
others will have any effect,

We assume you are familiar with the functions of a calculator and
s0 we have nc more o say in this section other than to advise you
how o get back to the main screen. When you have finished using
the calculator, simply press the [rrd key (fop left corner).

Iif you leave the Notebook switched on without using the
keyboard for more than five minutes, it will automatically switch
off. Simply press the power key and the screen will return.




Using the Word Processor

~or those of you who have used a typewriter or computer béfore
we apologise now for boring you. Throughout this section of the
nook we are assuming the user is @ novice,

sfter returning to the main screen or switching on the Notebook
again the main screen will appear.

Te EIQE the To use the
AMES SPREADSHEET
Press Preaszs
YELLOH & G YELLOW & WHITE

To se the To use the il
1y WORD PROCESSOR CALCULATOR
!DURESS IOIK

Fre:
YELLUH & BLLUE

FPress Press
YELLOW & RED YELLOW & GREEN

"5 use the word processor section simply follow the instructions on
e screen and press the Yeliow and Red keys.

“nis operation will bring you 1o a new screen as below:

Amstrad NC208

et P e———————
[ Woi P OCESSOT

” SE=EEEHN¥E“ f ..... e e e e S [ &m“
~ f

Press
BLLUE

Press
RED

DOCUME|
Press
GREEH

"he first message on the left is 1o start a new document, so we will
_se this first of all and ignore the other two messages for the
~oment. Follow the instructions and press the Red key ONLY.



" After pressing the Red key. the next screen (as shown below

invite you tc give the new document/letter a name. The reason for

giving it a name is s¢ you can identify it amongst a list of many
d_ocumen’rs you will produce in the future.

Please tupe o nome for the neu document and press o B

Follow the instructions and give the document @ name by typing it
in. For example, let's cadll this document f£irst. Simply type in
first by pressingthe F | R § and T keys on the main keyboard
and press the key ( REMEMBER WE TOLD YOU YOU WILL USE
THIS KEY A LOT).

As you will see from the new screen below, the dark line at the fop
shows the Document Name, and also that you are on page 1.

in the left comer on the secend line you will see a rectangular
shaped block flashing on and off, This item is called a CURSCR,
Remember the word CURSCOR - we will refer to it many times in the
future,

You will dlso see the message:
< Start typing new text here

As soon as you hit any key this message will go away, -~~~ -

Before we go any futher you will need to learn some simple
principles to do with typing. ( For those who already know it alf -
SORRY. )

Press the key five times. You will see the cursor move down
the screen.




B

Now locate the keys shown below: =+ vy T8 ns mst s

As you will see, they dall have
arows on them, pointing in
different directions.

Press the Green key four times
and you will see the cursor move
to the right,

*iow press the [T] key four times and you will see the cursor move
.0 the screen.

*.ow press the Red [ key four times and you will see the cursor
~ove 1o the left.

nally, press the Blue key four times and you will see the cursor
~ove down the screen.

© you imagine a cluster of arrow keys as shown below the cursor
-l move in the direction of the arrow you press.

Now type In the following:-
amstrad

.ou will see the cursor is flashing at the end of the word.,

ocate the B3 keys shown below ( top right corner ).

orgss the ™)  key three times and you will see three letters
disappear ( The Boffins say were DELETED. Got it? Del is shorf for

DELETE ).




Press the Red key four fimes and you wilt se8 the’ cutsork now
over the letter a

Now press the P~ - key four times and you will see the remaining four
letters are deleted.

You can imagine now that all letters LEFT of the cursor will be
deleted when you press the -1 and all letters RIGHT of the cursor
will be deleted when you press the I~ key.

Now type in the word:

amstrad

Then locate the large bar af the bottom of the keyboard as shown
below ( This is known as the space bar ).

Press the bar once and you will see the cursor jump to the right of
the word amsgtrad.

Now type in:
notebook

You will see the two words are now spaced apart.
Any time you wish to space words apart, simply use the spdce bdf.

Now you have experienced these features it's time to write your
first document.

Press the ) key and hold it down to clear the screen.

Now off you go - DO IT!
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.1y don’t you type in:-
-his is the first time i have ever used a computer

-ou will now see the CURSOR flashing ot the end of your sentence.
“Jow press the (= key (you must remember this key by now!) and
~ow type in:-

-his is the -second line of the first document i have ever written on a

computer

s you can see, what you have written on the second line was 100
~wuch for one line and it has overlapped onto the third line.

‘.ow press the (<5 key (top left comer).

CONGRATULATIONS!

- you have written your first document on a computer.

"5 write a second document, press the Red key and once again
~vpe in a name for the second document. Let’s call this one
second. Don’t forget to press the (= key (that key againi)

“ow type the following:

1 seem to be getting good at this now
Snce again press the key.

ow type:

i have noticed there are no capital letters in
my sentences

‘A
]

n



it is true - so far everything you have written is in lower case TEHERE
(Boffin talk for non capital letters ). On the keyboard locate the keys
shown in the diagram below. These are known as the SHIFT keys.

Shift

Press the key. .

Now hotd down either of the above shift keys with one finger and
type the following with another finger:

THIS LINE IS ALL IN UPPER CASE

(Upper Case is Boffin talk for Capital letters)
Press the (1! key again.

This fime type in the following sentence but put capital letters
(upper case) and lower case letters where they are expected to
be. Do this by holding down a SHIFT (L] key only when you wish
to fype a capital letter, and release the SHIFT i key when you
type lower case letters.

Now I am getting quite good on this Notebook

Press the (=) key again.

Look at the dark line at the top of the screen and you will see it
sqQys Press STOP to finish or print.

It should be noted at this time that the key (top left cornen
is going to be a very good friend to you. Os pressing it will always
take you out of what you are deoing and back to the previous
screen,

So press 73 now, then press it again. You will see you are now
back at the original main screen.

12



ow press Yellow and Red (at the same fime). As you will see, you
-2 back to the main screen in the word processing section. You
ave used the Red key message to the left to write two documents
~d we have so far ignored the other two messages.

-u
-

= will now éxplore the middle message so press the Green key as
asks.

~e screen shows a list of the two documents you have written.
-~ate the [T) (L] keys (bottom right cornen.

. pressing the White (T] key you wili see the dark band move from
> word second onto the word first.

. pressing the Blue (1] key once you will see the dark band move
sok to the word  second. If you have lots more documents in the
-~ebook you can move the dark band up and down this screen
-1 the 1) keys to locate on any of your document names.

'sve the dark band back over the word first then press the
- key (yes - me again! ) and you will see your first document
cpear, Now press the key ( life saver) and you will come
ack to the main word processor screen. X

‘235 the Green key again and this time move the dark band down
.er the word second by using the Blue (I key and then press
-2 [ key and you wili see your second document appear.

-ass the Blue (4] key four times and read on.

some Useful Tips

. >w you can practise writing a new document. After reading these
3. go back to page 7 and do it all again, but this fime write what
-4 want, call the documents what you want and generally find
- or way around these areas. Remember, the key will bring
-g out to the previous screen message.

13



One other tip to remember is that by using our good old fiiend the
(=) key you can skip lines and space out your sentences in any
document you wish to write, For example, as soon as you get into
the new document section where the cursor is flashing in the corner
and you are invited o« Start typing new text here yoOu
can press the [~ key a few times first. This will mean that when
you finally print out your document the writing will not start right at
the top of the page/paper. Similarly, after you have typedin a few
lines, if you want to space the next paragraph away from the first,
you can use the (=) key. Try if now!

Another useful tip is if you wish to type everything in capital lefters
and you don‘t want to hold your finger on the SHIFT key all of the
time, simply press the key marked CAPS LOCK once ( third from
the bottom on the left ) and everything you type will appear in
upper case lefters (capitals ). Aletter 'C" appears at the top right
of the screen when you have switched Caps Lock on.

To get back to normal lower case use just press the forr 2] key
once again. -

The final fip is to advise you how to use the characters which are
printed above the number keys on the top row of the keyboard, or
indeed how 1o use any character that is printed on the top of @
key.

These can be used by pressing the SHIFT key with one finger and
pressing the character you wish 1o use with another finger.

For example, let’s say you wish fo use the & sign, which is located
above the figure 7 on the fop row of the keyboard. Simply hold
down the SHIFT key. (& ), with one finger and press the &/7 key,
(2.0, with another. Do this a few times. Now release the SHIFT key
and press the &/7 key again and you will see it prints 7. Holding
down a SHIFT key makes another key print the character shown on
its top section.

Now press the Bed  key twice to exit to the main screen.

14




If you leave the Nofebook swifched on without using the
keyboard for more than five minutes, it will automatically switch
off. Simply press the power key and the screen will return.

So far the instructions you have been given for the word processor
section have been very basic. There are many other functions and
wonderful things that can be done within this section. All of the
features of the word processor are explained in greater detail in
the second section of this book.

If you have any probiems, see page 460 for details of our telephone
hotline support,

Using the Spellchecker Dictionary

Inside the micro chips and memeary of this machine there is a 48,000
word dictionary and function which allows you to check if you have
spelt words correctly. This facility also allows you to spell a word
correctly whilst you are in the middie of writing a document.

To demonstrate the spellchecker and dictionary function, return to
the main screen by pressing the [ key. As usual press the Yellow
and Red keys together, followed once again by the Red key only
and type in the name of this new document spell and press the
(<) key.

Now type in the text shown below, which as you can see has many
spelling mistakes. Please type it in exactly as you see it below and
do not alter it at all.

e qre gnmg O UrItte G mend Wi el | iberate mistakkes o :
con use the spel Ichecker, We gre also going to uyrite in o ward uhn::h
not only is spelt ur*n:m'% but is gotual Iy the lefFt word we mean to use
in this particulor sentence uritten on the NC20Q i
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Now place one finger on the Yellow key and press the 1 key located
next to the [<7 key. You will now see the screen as shown below.

TR DTS
g to [ " Fic =1 de e-r*-nemlsu (=2 w
con Wse the spe| lchec er- He- Gre also gom to_write in altelec Eptlon
not only is spelt ur‘on% but is cotual ly  the |efFt werd we |L - Loo up word .,
in this particudlar sentel 20 .

noe wr itten on the H - Store word.
- Ignore uord
- Edit word: I

On the right-hand side of the screen you will see the word
writte highlighted in a dork bar. On the left-hand side of the
screen you can see the same word writte also highlighted. This
is the first mistake in your document, What the spellchecker is doing
is asking you a list of questions which can be seen on the right-hand
side of the screen.

!eiec% option

L - Lookup word,
% - Store word.
E_

Igrnore word.
Edit word: I

Obviously this is an incorrectly spelt word and the first question L
invites you to ook up a word which you meant to use. Therefore
press the letter L on the keyboard. As soon as you press the letter L
you will see on the right-hand side of the screen that the Notebook
is looking for words which are similar but spelt correctly and as you
can see from the display below, the Notebook has given you a
choice of three words which it thinks you reclly meant to use.

We Gre gomg o MAlAc o nemo Wwith delliberate mistokkes|Press 4 to zelect
can use the spellchecker, We are lso going tp urite in a Press Stop to exit
not only is spelt uran% but is actual ly the [efFt word ye

in this porticulor sentence yritten on the NC200, !t e

urite

Obviously we meant to use the word write. By using the Blue (1]
key you can move the dark bar down onto the word write. Once
you have done this press the (4] key. You will notice on the
left-hand side of the screen in your document the word write
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has been corrected but a new incorrectly spelt word has been
found.

Once again press the letter L to look up the word. As you will see,
the Notebook has found the comrect spelling of the word
deliberate. Once again press the (= key. You will see the word
deliberate has been comrected in your document and the
Notebook has found another spelling mistake. Once again, press
*he L key and as you will see, the Notebook again finds the cormrect
spelling so press the Key again to correct the word in your
document,

You will now see from the diagram below that the Notebook has
stopped on the word spellchecker.

e ore 9oing to Write @ nemo LIth deliberate mistokes Wﬂ. ‘
con use the Eﬂﬂmﬁ We are also aoing to urite in a|Select option
spe |t wron

not ohly is ut is actually the leFfFt wvord we |L - Lookup word.
th this porticular sentence written on the KC28@. § - Store vord.
I- I ore yord,
E-Edituerd: |

You may be wondering why it has stopped on this word, as clearly
t seems to be spelt comrrectly. The reason for this is that spelichecker
s not really a word usually found in a dictionary. It is a name given
to something. similar o your own name or your company’s name
which, of course, you would not expect to find in a dictionary.
However, the dictionary inside the Notebook will always stop on
things that it cannot recognise. Two of the questions on the
ight-hand side of the screen; S - Store word Or I - Ignore
word can be used in these circumstances, If the word spellchecker
s something very common to you and you are always going to use
t in your documents in the future, then what you can do is to store
t in the memory of the Notebook so that if you ever use it again
‘ne Notebook dictionary will ignore it if it is speft correctly.

Let us in this instance decide t¢ store the word spelichecker in the
‘user dictionary” for future use. Press the letter S. The word
spelichecker has now been stored in the dictionary. If you ever use
it again in one of your documents it will be ignored if spelt correctly.
This facility is very useful if you are going to use a name or term
many times in your documents which is not normally found in a

dictionary.
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As you will see, the spellchecker has now found another incorrectly
spelt word ( lefft ). However, when we wrote this sentence we
did not really mean to use this word. Not only is it spelt incorrectly
but it is not the word we wanted to use. In this case you can use
the question on the right-hand side E - Edit werd. Press the E
key. As you will see the cursor is now af the start of the word 1efft.
By using the £ key, delete the whole word  lefft and then type
in the word wrong. then press the (<] key.

Finally, you will now see that the Notebook has found Nc. The
reason is obvious - this is the prefix of a model number of the
Notebook (NC200) and no-one would expect to find this in @
dictionary. You may decide that you wish to refer to this prefix many
times in future documents that you write, in which case you can
decide to storé it in your user dictionary by pressing the $ key as we
did before with the word spelfichecker. However, it is unlikely that
you would wish to use a model number such as this again and
therefore you can simply advise the Notebook's spelichecker to
ignore it by pressing the T - Ignore word. Asyou will see, after
pressing 1, the Notebook's spelichecker has completely checked
the entire document.

As usual, press B3 to exit and press £ again to return to the
main screen.

 you have any problems, see page 460 for details of our
telephone support

Using the Spellchecker to assist you in spelling a
word correctly whilst writing a document.

it is annaying sometimes when you are writing to find that you have
forgotten how to spell a certain word. The next demonstration wilt
show you how to use the Notebook's spellchecker to assist you in
finding the correct spelling of a word whilst you are writing a
document.
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Starting from the main screen, press the Yellow and Red k&y§™™
together, followed by the Red key only. Type in a name for the new
document: let us use howspell, then press the (=L key as usual.

Type in the following text:

The library has many versions of the encyclopaedia

For those clever ones amongst us, you will see from the above that
we have indeed spelt the word encyclopaedia cofrectly. There
are, however, those of us that are not so confident in our ability to
spell correctly, With the cursor flashing at the end of the word
encyclopaedia hold down the Control key with one finger (the
Control key Is next to the Yellow key on the botftom row of the
keyboard) and press the 1 key (next to the key ) and you
will see that the top ( dark ) line of the screen states - word is in
dictionary. This means that the word is spelt correctly and,
therefore, you can simply carry on typing.

Now carry on typing and add the following (exactly, do not alter ):-

There does not seem to be enough space to
accomodate

Once again, for those of us who are not so sure, the word
accomodate mMay be spelt incorrectly. With the cursor flashing at
the end of the word accomodate hold down the Control key with
one finger and press the figure 1 key. As you will see from the
screen, the word hos been picked up by the Notebook's
spellchecker as incorrect. Simply press the letter L o look up the
correct spelling of the word. When the Notebook has found the
comect speling of the word, press the (2 key. The word
accommodate has now been corected and you are able to
continue typing the rest of your document,

As usual, press the 9 key to exit and press the key again
to return to the main screen. '

We suggest that you experiment in this area and we are sure that
you will find the spellchecker section a great help in the future use
of this product.



How to print out your Documents

The matter of printing out documents can become very

complicated and is covered in much more detdil in the second

section of this book ( page 119 ). This may be obvious, but we’ll say
. it anyway ( Sorry ). To print a document you need a printer,

Unfortunately you cannot use the printer supplied with the Amstrad
PCW range of computers,

These days, most printers have a socket on the back of them
named PARALLEL.

You will see onthe back of the Notebook that it also has a PARALLEL
socket. i

With the Notebook switched off the first thing to do is to connect
the Paraliel socket on the Notebook to the Paraliel socket on the
printer with @ cable { known as a printer cable, usually inchided
with a printer ).

To progress any further the next advice is maybe also obvious but
we will say it anyway! SORRY AGAIN.

Make sure the printer is switched on with paper in it and it is set up
ready to print, according to the manufacturer’s instructions.

Cnce connected to the printer press the Notebook’'s On/Off key.

Then press the Yellow and Red keys, followed by the Blue key and
your list of stored documents will appear as you wili see from the
screen below:




Using the [ T) {1 keys, move the dark band over the document you
wish to print and press the (=) key.

Your document will now print out on the printer.

Press the E=2 key twice to refurn to the main screen.

GENERAL NOTE

One of the virtues of the Notebook is that it is portable. This
means you can take it with you wherever you go. In most offices
or hotels in Britain or, indeed, anywhere in the world, printers are
used. When visiting you can simply plug the Notebook into most
printers and print out what you want there and then.

IF YOU HAVE A PROBLEM PRINTING WE SUGGEST YOU CALL OUR
HOTLINE. SEE PAGE 440.

What floppy disks are used for:

You now have several documents stored in the memory of the
Notebook. You will find that if you switch off the Notebook, next
fime you switch on they are still there. This is one of the greaf things
about the Notebook. At any time, such as when the phone rings,
you can switch off, safe in the knowledge that the information you
have written so far will be safely held in the Notebook's memory
until the next fime you turn on again.

However, the memory within the Notebook is limited. When you first
start to use the Notebook there is enough free memory fo store
about 110,000 characters. As you keep on writing new documents
this mermory will eventually get used up.

This is not a problem because you can easily take coples of the
documenits from mermory on to a floppy disk. Then you can delete
the originals from memory to make space for new documents,
When you later need to work on those documents they can just as
easily be copied back from the floppy disk 1o memory. Once a
document is copied back to memory it can then be worked on just
as before.
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The 3!/ disks used with the Notebook have their information
recorded in the same format as used by the MS-DOS operating
systfem on IBM PC compatible computers. This means that
documents you copy from the Notebook memory to a floppy disk
have a secondary advantage in that they can easily be read into
other programs on another computer that reads MS-DOS
compatible disks. Documents from a PC can also be read back in
o the Notebook.

One further advantage of copying documents from the Notebook
memory to a floppy disk is that documents stored on disk will be
remembered for many years unless you choose to delete them.
Documents in the Notebook’s own memory are only stored as long
as the batteres are connected. If they go flat or something
happens to make them lose contact it is possible that documents
In the Notebook memory could be lost. By copying them to floppy
disk you will always have a copy to return to if such a disaster should
happen.

This last point is so important that we would suggest you copy your
work in progress to a disk at the end of every day (af least, perhaps
even more often - every hour, say). Even if your Notebook were
damaged or stolen the worst thing that could then happen is that
you have lost one day’s work. Copying your documents fo a disk
wili only take a couple of minutes each day and could save you
many many hours, even days, of lost work.

It’s not just documents from the word processor that can be copied
to disk. You can do the same with worksheets from the spreadsheet
program that you will learn about in Section 2 of the manual. You
can even copy your address book and diary information. These are
all described in Section 2 of the manual.

As there is more than just documents that can be stored on a floppy
disk, there is a more general word used to describe each item held
on a disk: the word is FILE. When talking about the word processor
we always use the word “document” to mean the pieces of text
that you work on because it is a more meaningful word, but you
will see the word “file” used as well and normally it will mean the
same thing.
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preparing floppy disks for use - Formatting

sefore you can copy information from the Notebook memory to a
“oppy disk there is one vital process that must be performed on the
qoppy disk before it can be used. It must be FORMATTED. This
arocess must be performed once on each new disk that you buy.
During formatting the completely empty space on the surface of
e disk s divided up into neat little “pigeon holes” that the
computer later uses to store the information in.

achnical note: The circulor surface on each side of the disk is
Hivided into 80 tracks and each of those fracks is divided info ¢
sectors (“pigeon holes”). Each sector can hold 512 characters so
e total sforage space on a floppy disk is 737,280 characters - in
-smputing terms this number will often be referred to as 720
< obytes or just 720K. (80 * 2 * 9 * 512 =737.280 = 720 * 1024)

Note: there is a second type of 3‘/2' disk used on PC computers.
-~ese are called "High Density" disks and have 18 sectors per track
~stead of just 9. This means that their total storage capacity is
© 474 560 characters (also known as 1.44M8B). The Notebook cannot
2ad or wiite this type of disk. High Density disks are usually
sentifiable by having an "HD* logo on the disk. They also have d
- 5le punched through them in bottom right comer of the disk.

As well as preparing brand new disks, you can use the forrmatting
process to completely erase everything that has previously been
stored on a floppy disk. This can be quite useful to quickly remove
all documents from a disk but you can aiso see that it could be
quite dangerous - you might inadvertently erase hundreds of
documents that you had stored on disk. Be careful when formatting
disks - be sure that you are formatting the disk you intend tfo.

To format a new floppy disk ready for use proceed as follows:

Place a disk (not supplied) in the drive of the NC200. Insert if, metal
shutter first, through the drive door atf the right hand end of the
Notebook. The disk should be inserted label uppermost (the central
metal spindle of the disk should point downwards).

Push the disk in until it clicks into place. The disk eject button at the
top right corner will click out - you can later press this button when
you want to remove the disk from the drive.
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From the front screen of the Notebook press Yellow and Red keys
together 1o access the Notebook's Word Processor menu.

Then prass the Green key on its own to select the List Stored
Documents ophon Once the list of stored documents is showing on
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¥¥ 00
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Towards the bottom of the list of options that appears you will see
the entry F >> Formatting and export functions... Youcan
press the Blue, (1], key 8 times followed by the [=2] key 10 select this
option but a quicker way is 1o just press the F key on the keyboard
to immediately select this option.

A = EXport morked Files os ASCLI
L - Export moeked Files a= Hordstar

You will now see a further list of options. The one we want to use is
F - Format disk. Just push F again fo quickly select this option.

You are now asked if you reaily want to format the disk in the drive.
Only press Y to start the formatting process if you are absolutely
sure that there is nothing on the disk that you might want to keep.

If you change your mind. press N to stop the formatting process.
Once formatting has begun anything that was previously on the
disk will be totally obliterated.

Once you press Y the formatting process will begin. You will see
the track number count up from 0 to 79, When it is complete you
should see the foliowing rmessage:
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d|sk i5 nou Formotted ond ready For use }
s Step to exit ...

Just press E=J after you have read this message.

Copying files (documents) to a disk

Now that you have a formatted disk you are ready to copy files to
it. You should currently be at the List of Stored Documents.

If necessary, use the White [T] key to move the dark band fo the
top of the list so that £irst is highlighted.

Press the space bar on the keyboard. Notfice that the dark band
moves to the second name in the list and, at the same time, the
name “first” is written in bold type.

Keep pressing the space bar and you will see that each name is
written in bold and the band moves down the list.

When it gets to the bottom of the list you will see that the last entry
is written in bold and the dark band stays over it.

Move the dark band back up the list using the White (T key until
it is over the document called howspell. Press the space bar once
more. This time the entry is written back in normal fext.

Each fime you press the space bar on a name it switches between
normal and bold text. A document name that is written in bold fext
is said to be “marked”.

Currently you have three files marked (first, second and spell). Now
press the &= key. The following menu appears:
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You want to use the C - Copy marked files to disk opfion so
just press the C key.

You will now be asked to confirm that you want to proceed with
this copying operation. The copying operation will always overwrite
documents of the same name that have been stored on the disk
already.

You could press N to stop the copying operation if you redlised
that there were older copies of the document on disk that you
wished to keep (they can be renamed before the copy option is
used - see instructions in Section 2).

As we haven't copied anything to the disk yet it is safe to press Y
the copying process will start. The name of each document will be
printed as it is copied. Finally you will be returned to the list of
documents stored in memaory.

You will now have copies of your documents both on disk and in
the Notebook's memory. in a minute we’ll see how to list what is on
the disk.

Suppose you decided that you had now finished working on the
documents called first and second. You can delete them from
memory, safe in the knowledge that you still have copies stored on
disk.

To delete them, you should position the dark band over each of
these document names in turn and press either P~= orl™] . For each
you will be asked to press Y to confirm that you want to delete the
document.

There is a quick way to delete a group of documents. This is
explained in Section 2 of the manual.

Listing files on disk and copying back to memory

In the previous step you copied three files to the floppy disk and
then deleted two of them from memory. Suppose you now want fo
check which files are stored on disk and copy one back to memaory
to continue working on it - simple!
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From the list stored documents screen that is currently showing press
22 once more. The now familiar menu appears again:

e ritime
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izt disk Files ,
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Egp marked Files to disk
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This time press the L key toselect L. - List disk £filaes. You will
then see a screen simllar to this:

Fae. .

HREHT &

;i ' 15-96-93 11:48
SECOMD 181 15-06-93 11:49
SPELL . 27 15-86-93 11.58

The first part of the top line shows you how much free space is
available on the disk. (1K = 1024 characters so 709K means 709 *
1024 = 726,016 characters).

The part, which says Dir: \NOTEBOOK is not really important unless
you are going fo use the stored information on another computer
(this is explained in Section 2 of the manual).

fach file stored on disk is listed with its name followed by the
~umber of characters it contains and the date and time when if
~ais created or last edited on the Notebook.

At the top of the list is an entry called (PARENT), once again, this
is not important to understand unless you will be copying files tO
another type of computer (see Section 2).

Press the Blue [ L key and you will see that, just iike on the list of
documents stored in memory. you can move the dark band onto
any of the names. If it is more than 30 seconds since the files were
listed you may have noticed that there was some delay before the
bpand moved. This is normal, it is because the floppy disk motor had
been switched off to save battery life. When ever you press a key
on the list of disk files screen, the motor will be switched on again
if it was off. This operation takes a few seconds.

Move the band down to the file called SECOND and press the
space bar.
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Just like on the list of documents stored in memory you can mark
names on disk by pressing the space bar. Pressing it again over the
same name would un-mark a file name,

Macral

With the name SECOND showing in bold text press the [v..:
Disk Operations menu will appear:
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Formet disk
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It probobly won't come as much surprise to see that there is an
option ¢ - Copy marked files to memory this is just like the
C - Copy marked files to disk option that we used before.

Press the C key now and then Y to confirm the operation.

After the copy operation is complete you will be left with the list of
documents cn disk showing on screen. Press ) 4o return to the list
of documents stored in memory.

The file SECOND has been successtully retored to memory from the
disk and you can now move the dark band over it and press (1] to
edit it. Press '~ when you have finished.

Notice that when the file was originally written it was given the
name “second” buf now it has the name "SECOND". The name was
actually changed to upper case when it was first copied from
memory to disk.

The reason for this is that in order for the floppy disks to be MS-DOS
compatible (for use on other computers) the document names
used within the Notebook must be restricted to match with M5-DOS
file name conventions. This means that all characters are converted
to upper case, some special punctuation characters and spaces
will be removed or converted to underline characters and, if a
name is more than eight characters long, it will have a full stop
inserted at the ninth character and al! subsequent characters will
be moved one position to the right, the twelth character being lost.
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As you've seen, when such an amended name is copied back o
the Notebook it retains the name it had on disk - it does not revert
to the name that was originally given to it on the Notebook.

Summary

To summarise the use of disks: Floppy disks must be formaited
before use. When you first access the List Stored Documents screen
it shows the documents held in the Notebook's battery backed up
memory. The Space bar is used to mark file names. Marked files can
then be copied to disks. The files on a disk can be listed. Once this
list is shown on screen entries can alsoe be marked. Those marked
files can then be copied back from disk to memory.

|
Floppy disk drive battery usage

The disk system uses a lot of battery power to operate and it is
probably best to try and use it only when operating from the mains
adaptor to prolong battery life. The batteries may reach a stage at
which there is still plenty of power to run the Notebook for many
hours but insufficient to operate the disk sysfem. You will see a
warning message if this is the case when you fry to use the disk

The batteries are too fow For disk usoge
Press Stop to exit ...

To give you an idea of relative power consumption. If normal
consumption is when the Notebook is switched on but the back
light and floppy disk are not used, consumption increases to three
times normal level when the back light is on. Consumpftion
increqses to twelve times normal when the floppy disk is being used
and consumption is fiffeen times normal when both back light and
floppy disk are used together.




Using the Dicary/Clock/Address Book Section

So far we have used the word processor and caiculator section on
the main screen.

To | the T the
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Now we will explore the next- section on the main screen, the
Diary/Clock/Address Book section.

As directed by the main screen, press the Yellow and Blue keys. You
will now see the new screen as shown below.

[_ Ansgrad NCZ08 ]
aboridS shok
Fred

You will notice that the new screen is broken up again into three
main sections. For the purpose of this exercise we will concentrate
first of all on the Address Book section. The Notebook has a section
within it that allows you 1o store names and addresses, telephone
numbers, fax numbers, and car phone numbers of all your
associates, relatives, companies etc.
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Using the Address Book

Press the Red key as indicated. You wilt see from the display below
the new screen which should be considered as a blank page in
your address book.

P T S U7 2 e O 2 O 0 PO =3 A

AddsEd it address
Fres= 14 to move
Press Stop to exit

Hame
Hddress

H Tel !
mco Tel;

Hob i le Tel |
Hemo H

' As you will see, the dark cursor is positioned in the top ieft-hand
corner of the page next to the section marked Name. Let us now
enter an example name and address so follow these instructions.

With the cursor in the top right-hand corner, type in:
Amstrad plc

and press the (2] key

Now type in: o
169 Kings Road

and press the key

Now type in:

Brantwood

and press the (= key

Now type imn:

Essex CMl4 4EF

and press the (= key again.

You will notice that the cursor is now sitting under the E of Essex.
In this case there is no Home telephone number so press the =)
key twice. You will now see the cursor is in line with the word 0ffice
Tel,

31




Now type in:

0891 808181 ' B

and press the key to move to the Fax line then type in
0277 211350

As you will see, the cursor is now at the end of the fax telephone
number. There is No Mobile telephone number so press (=] twice
to move to the Memo line and then fype:

Designer/manufacturar of NC200

You have now entered your first name and address in the cddréss
book section. Press the key twice which will refurmn you to the
main screen of the Diary/Clock/Address Book section.

Now press the Red key again.

As you will see from the screen display below, on the right-hand
side there is a list of questions.

_m_-—_____

Amstrod plo

Hame
Rdgr\ess 1169 K ings Road idd Mew Address
:Erentuood Jd it RAddre:ss
IEzsmx CM14 4EF 1ind RAdgressa
H Jo|ete Hddress
e Tel : Irint Aggresze:
o TEI:8891 8033?1
ook 18277 211 ] Fress Stop tTo exli

Mobile Tel: )
Heuo \Des igner /monufeo turer OF HC2Z0D

Across the question Browse you will see a dark band. By using
the (T) (1) keys you can move this dark band up and down. By
using the White [yﬂ key. move the dark band to the top item
(A)dd new address and press the (= key.

As you will see, you will turn to the next blank page in your address
book. In order to explain to you the full features of the Address Book
we will need to type in four more names and addresses. When
typing, remember all the keys which you used in the word processor
section such as () , SHIFT, Spacebar, £ . have the same
function in the address book. So if you make mistakes or need
upper or lower case, use the keys as you wolld In the word
processor section.
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Now type in the following ( COPY THEM EXACTLY ). Remember,
when you are at the end of a line, fo press the key.

John Smith

1000 High Street
Braintree

Essex CM7 80N

0222 215555

0222 215556
0850 555123
Accountant

The cursor is now at the end of the memo information. Press the
1 key and you will see that once you have filed up a full page
of the Address Book by pressing the [~/] key you will move on to
the next page.

Now type in:

Brian Layer

The Essex Brick Co Ltd
0ld Kiln Works
Chelmsford

Essex CM() 7DY

0245 442277

0245 123456

0245 789000

0863 485961

In this case there is nothing to enter for memo so just press the (=)
key to bring you fo the top of a new page.

Now type in:

Doctor Jones

The Medical Centre

Righ Street

Southand on Sea

Essex SS53 9QY

0702 133444 (Only call in Emergency)
0702 487654



0702 123456 - o g
If not available ask for Doctor Brown =~

As the cursor is now at the end of the page press the key
which will once again take you to the top of the next page. Now
type in:

Star Garage

Chiltern Works

Green Street

Basildon
Essex 5515 6DU

0268 51515)
0268 121212
(836 474747
Ask for PETER BROWN

The cursor is now at the end of the memo field. Press E=7  to exit.

We have now entered a total of five names and addresses. As you
will see from the screen below, the last entry is showing on the
screen.,
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OFF 1ce Tel @268 515151 . .
[=r 3 58258 IZ I%i; . press Stop to ex|
bile Te| @836 _474/4
mo ‘Hsk For Peter Brown

You will alse notice that the dark band on the right- hand side is
over the word Browse. By using the Red or Green keys you can
browse through the list of names and addresses you have in the
Address Book.

Press the Red key now and you will see it will take you to one of the
other names in the Address Book. Press it again and again and if
will take you through all the addresses that we have put in the
Address Book.

Pressing the Green key will do exactly the same but in the reverse
order. Notice that the names appear in alphabetic order.




As you can see from the right of the screen, there are six different
facilities in the Address Book section. One of the most interesting is
the facility (F)ind Address. Jo get into the (F)ind Address
section use the White (T] key b moving the dark band con to
(F)ind Address and press the gJ key.

As you will see from the screen below, you are invited to type in the
address or the name that you wish to find.

Eﬂm—llﬂml

Fine : &

Enter text to Find and press

This is an excellent facility. As you know, when you are thinking
about somebody or some company there are cerfain things that
you remember them by. You cannot for example, remember their
address. You cannot remember in some cases their full nome. You
cannot remember in some cases their telephone number. The
screen above allows you to type in whatever you can remember
about the Address Book entry you are trying to find.

Let us for example say that we are frying to find the address book
entry of the local garage. All we can remember is that the garage
s in Chiltern Works. Type in chiltern Works and then press the
— key. As you will see the Notebook will immediately take you to
e address book entry of the Star Garage.

Now let us try another example. Let us say we wish to find the
telephone number of Amstrad but we can only remember the
~ame Amstrad. Once again move the dark band over (F}ind
Address and pressthe [~!] key. You wil see the name Chiltern
works is still on the screen. Ignore this and simply type in Amstrad.
You will see now that the old message Chiltern Works Nas gone
and Amstrad is now on the screen.

Once again press the (] key and you will see the Notebook will
take you immediately to the Address Book page for Amstrad.

You will notice on the right-hand side of the screen where the six
massages are that five of the messages start with a Bold Capital
oftera E F D P. Instead of using the White (T] key to move the
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dark band on to the message, there is a quicker method to use and
that is simply to type in the Bold Capital Letter.

As an exc:mple; let us try to find the Doctor’s felephone number.
Simply press the F key. As you will see, the Notebook moves 1o the
screen with aAmstrad still showing from our last exercise,

[oonder

[Find i Mms trad:

Enter text to Find and press «

Now type in Doctor and press the (+] key. You will see the
Doctor’s name and address appear on the screen.

If any of the detaqils in your Address Book entries change. you may
wish o edit them. For example, the Doctor may change his
telephone number.

As you have the Doctor’s name and address on the screen, let us
imagine that he has changed his home ftelephone number and you
wish to replace it in your address book.

As you will see. on the right-hand side of the screen, to edit the
address book simply press the E key. After pressing the E key. you
will notice that the cursor is at the end of the first line. By using the
Blue key, bring the cursor down to the line which you wish to
change ( Home tel). By using the Red key, bring the cursor along
the line to the beginning of the line. The cursor is now at the
beginning of the telephone number. By using the - key delete
the teiephone number until the cursor is positioned left of the words
(Only call in Emergency).

Now type in the new telephone number 0702 354867 and press
to exit.

You will now see that you have deleted the old telephone number
and entered g new one,

If. for example, you wish 1o delete a whole page of your Address
Book, first of all find the page you wish to delete. Let us say we wish
to delete The Essex Brick Co. ULtd. Press the F key and type in



v

Brick. As you will see, the name and address of The Essex Brick Co.
Ltd. will appear.

Now press the D key on the keyboard and os you will see from
the screen shown below, you will be asked if you wish to delete this
address.

I | el W
bﬂlglge ‘?E iDE L2 D b 1 add A (R 1dd Hddi
e iThe Esse wte cirren =5 7 . eSS

aid K Tn[ Press For Yes or Nr‘sw Ho ] dit Hddress

iChe ImsF‘D Address

iEssen Cg A3
Home Tel 13245 44, resses
OF‘ ice Tel!3z245 1234 [ TI rouse (=1
Fa: Q45 2 28 - Fress Step to exit
QObl le Tel:dBE3X 485961

If you do, you should press the Y key on the keyboard and if you
have had second thoughts and do not wish to delete it, press the
N key on the keyboard.

in this case we have decided to delete The Essex Brick Co. Ltd.. so
press the Y key. Now by using the Browse function (Red and
Green keys) you will see that The Essex Brick Co. Ltd. is now longer
in your address book.

If you have any problems, see page 460 for details of our
telephone support

Ne now suggest that you type in a few of your most important
~ames and address and explore the fuil use of the questions on the
ight-hand side of the screen (Menu of Questions). You can, of
~ourse, delete the examples that we have typed in when you are
oractising in this area. One tip to remember is the most useful
wunction of this section is that you can simply type in any name,
~ord, town, village, building name, phone number, memo entry or
even a post code to find the Address Book page you are looking
“Or.

So, if all you can remember about John Smith is that he lives in
Braintree, type in Braintree. Or if all you can remember about
the Doctor is the fact that he is a Doctor, type in Doctor. If you
~ave entered your aunty’s details into your address book and you
~1sh to send her a birthday card and cannot remember her address
out can remember her phone number, simply follow the procedure
by typing in her phone number and her full details will appear.
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When you have finished using this section of the Notebook, press
twice to exit to the main screen.

To Print Out a Full List of Names and Addresses

While using the address book, if you wish fo print out your list of
names and addresses, plug in your printer in the normal way and
by using the white arrow key, move the dark cursor over the words
(P)rint Addresses and press the enter key. (Alternatively just
press P to quickly select this option). Please ensure that you have

adequate paper in your prinfer.

Note that you can also save a copy of your address book on a
floppy disk. instructions for how to do this are given in Section 2.

if you leave the Notebook switched on without using the
keyboard for more than five minutes, it will autormnatically switch
off. Simply press the power key and the screen will return.

|
Using the Calendar/Diary Section
Press the Yellow and Blue keys. As you will see the screen is in three
sections. We have already explored the Address Book section and

now we are ready to explore the Calendar/Diary section. Do as the
screen says and press the Green key.

The screen diagram below will display on the left side your location,
date and actual time, in the middie there will be the actual month.
On the right-hand side you will see a cluster of four arows.

To make o diory ertry select

o I e I
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The four arrows have a very simple purpose. The arrow pointing to
e left means the Red [«] key. By pressing it continually the
cursor wilt reach the left-hand line and automatically change the
month to last month.  (¥ou must watch the screen while you are
cressing keys.) If you continue to press the Red [+ key the month
~Il continually change downwards. By pressing the Green =]
<2y the cursor reaches the right-hand line and the months will start
*oincrease. By pressing the Blue 1] key, when the cursor reaches
g bottom of the screen the year will change upwards. And finally,
=~y pressing the White (t] key. when the cursor reaches the top
e year will change downwards.

~e suggest that you experiment by moving the cursor around with
-~e arrow keys and watch the changes on the screen carefully. Do
—is for a few minutes and then return back to the actual month
=nd year. This facility obviously enables you to look forwards or
sackwards to any date in the past or in the future.

Making a Didry Entry

"~ make a diary entry locate the correct month and year by using
-~2 arrows as described above. Once you have the correct month
:~d year use the arrow key again to move the cursor fo the correct
-2y in the month that you require. Once the cursor is over the
- srrect day in the month that you require, press the (2 key. As you
-1 see from the diagram below, you are invited 1o type in your
T ary entry,

2t us for example type in the following:
Remember to take car in to garage

sw press the key.

.2y will notice that when the screen returns the cursor is in the same
-iace over the day that you chose, but there is now a star % by
-~e date that you chose. Using the arrow keys again, move the
- Jrsor around within the same month to another date further on in
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the month and press the key. Type in another example
message and finish by using the key.

You wili now see that the two dates in the month are both marked
with a star. The reason for this is that when you are browsing through
the various months, any date which has a star by the side of it
means there is a message in the diary. If you wish to look up any
date in the month which has a star by it, simply move the cursor
over the date which has a s‘rc:r[bﬁ using the arrow keys and once
the cursor is in place press the <) key and you will see your diary
entry appear.

OCne very good feature of the diary section is that once you have
put a diary enfry in for a certain date, when you switch the
Notebook on for the first time that day the bottom right box on the
screen will flash a message on and off and the Notebook will make
a bleeping sound reminding you thaf there is a diary entry, Simply
press the [-1. key and your diary entry will appear.

Once you have read the diary entry press the (=9 key. As you will
see from the screen diagram below, you are asked if you wish to
remove the diary entry or not. Simply follow the instructions. If you
wish to remove the diary entfry (probably a good ideq) press Y.

Do you wont to remove today’s diory entry ?
Press ¥ to remove diory entry or Step to exit —I |

.
Removing future diary dates |

If you have made diary dates for the future which for some reason
have to be cancelled and therefore you wish to delete the diary
message, simply locate the month and year, move the cursor on to
the actual day which has the star and press the (7] key. Once
again you will be asked to press the Y key if you wish fo delete the
diary entry.

Press the key twice to exit to the main screen. ;



Printing out Diary Notes

If you have stored many diary notes and you wish to print them out
you can choose to do s¢ on a Weekly, Monthly, or indeed All basis.
Plug in your printer in the normal way. Whilst on the diary screen
press the letter P on the keyboard and follow the instructions, which
will allow you to either show your notes on the screen first of all or
aliow you to print them out. In either case you will be offered the
choice of printing diary entries for the next week, for the next
month, or every entry you have in your diary.

Note that it is also possible to copy your diary entries to a floppy
disk to keep a back up copy. Instructions how 1o do this are given
in Section 2.

To use the Time Manager/Alarm/Clock Section.
starting at the main screen press the Yeliow and Blue keys.

As you will see from the next screen we have already explored the
Address Book section and the Calendar/Diary section. To enter the
Time Manager section, press the Blue key.

As you will see from the diagram below, the Time Manager screen
is divided into 4 sections. You've already seen how o use the option
To set the Time and date Oh paoge 3.

€t _th

TIgos:-d d:t.
Fress
HHITE

To _set F edit
time Zonex

Erog=

To set an Alarm

You will see from the screen that the middle section states Neo
Alarms Set. This means that there is no Alarm call set in the
Notebcck memory.
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The purpose of the Alarm sectlon is two fold. You can use the Alarm
just as you do with any Alarm Clock to wake you up in the morning
or to remind you of an event during the day.

To set an Alarm call foliow the instructions shown on the left hand
section and press the Red key.

As you will see from the screen below, the current time is displayed
on the left side.

P s T R —
Set ti e
Bratt 2ilRe SRRt sy rour
Preszs Btep to exit
[ Onoe on lu ]

T

[reeeene ) 13 [ i el 4
M AY A London Ny

To demonstrate how an Alarm call works, we will set the Alarm for
two minutes ahead. You can imagine it is being set for any time
ahead.

THURSDAY J 1= .=

The cursor is now over the hour digits. As we don’t wish to sef the
hour for this experiment simply press the (=] key. The cursor is now
over the minutes digits - press the White (T] key until the minutes
are 2 minutes ahead of the current time shown on the top line, right
cormer of the screen. Now press the (-7 key and by using the
power switch, switch off the Notebook and wait.

After a while you will see and hear the Notebook jump back into
life. The screen will come on and the Alarm will sound.

[ 1e:22 ¥
Fress ;tor to exit

MM ATY N London

As the screen says, press to Exit.

The exercise we just performed was fo set an Alarm calt only two
minutes ahead of the current time.
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Now try again and set an Alarm for 07.00 am tomorrow morning.
Assuming the time today is after 07.00 am, press the Yellow and Blue
keys. then press the Blue key followed by the Red key.

As you will see the cursor is again over the hour digits. By using the
(T) () keys. set the hour to 07 and press the (=) key.

The cursor is now over the minute digits, by using the [T (1) keys
adjust the minutes to 00 and press the [ key.

The alarm has now been set for 07.00 am which means if you switch
the Notebook off now, it will sound the Alarm and switch on at 07.00
am tomorrow. Now press the key.

Using the Alarm Function as a reminder

One of the other useful functions of the Alarm section is the facility
to put a message into the Notebook at the same time as an Alarm
call. For instance, let us say you wish to be reminded today to
telephene someone at a specific time.

Follow this example: Press the Red key to bring you the set alarm
screen. For the &erose of this example leave the hour as current
and press the <) key.

Now set the minutes three minutes ahead of the current time (as
shown on the top line right corner of the screen) and press the
key.

As you will see on the right side of the screen, there are a list of
functions. Now press the letter M on the keyboard.

You will now see a shaded area appear in the bottom left hand
corner of the screen with the cursor on the far left.

Type in:
Remember to call John at the coffice.

Now press the =7 key and turn off the Notebook with the power
key and wait.



After a while the Notebook will switch on and the message will show
on the screen as well as the Alarm sounding.

[ 16 :27 Remember to call John at the of Fice. }
Fress Stop to exit

Press to exit 1o the main screen.

Finally, if we don’t show you now how 1o delete or cancel an Alarm
call you will be woken up at 7.00 am tomorrow!

To cancel an Alarm Call

Press the Yellow and Blue keys, then press the Blue key only. You will
see the middle message on the screen Edit existing alarm
calls. Press the Green key. As you see from the screen below

gress ol Fo é .
rass De eiqt.
Fress Stop to i

The Alarm call you have set is stored in the Notebook. By following
the instructions on the bottom line of the screen pressthe 77 key.

— Fress T tg delete alarm coll
or preas Stopr to ex it

R e T
F sz J to edit THUREODA'Y
| Press Del to delete. ] 13
A London

The screen will now invite you to confirm the cancellation. Press
the Y key on the keyboard, and you will see the Alarm and message
disappear and you can sleep easy tomorrow as you have just
cancelled your 7.00 am alarm call.
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There are many other functions in the Alarm section which are dealt
~ith in more detadil in the second section of this book,

Changing Time Zones when you
travel to other countries.

e hope you will take your Notebook with you on all trips.

"> change the time fo other time zones, press the Yellow and Blue
«2ys then press the Blue key and press the Blue key once again. The
=zreen below will show you the present time zones.

Tie Zors  ciFrerence Tine J[EressE 3 391502 209 26K Tlne zone
1g . Fr + o ke L= "t
w 2108 1?138 il $r~zs Stnsgio gxnl'% ©
acs BRI o —
k.., "% 88 11i%g =
“Shae) 193198 81138 o]
MMAY fLondon

=t us say you care traveling from England 1o an European
-2stingtion.

- most of the year Europe is one hour ahead of the UK. You will
-2 from the screen that dark band Is over the word London. Press
= Blue (1) key and you will see it move down over Central

: .rope, watch the bottom right corner of the screen and press the
key. You will see the time iump ahead by one hour and the

-ation name change from London 10 Central Europe.

-w let's get more adventurous and imagine we are in Japan
-~ ch is normally nine hours ahead of the UK.

-2 the Blue key again to bring the dark band over Tokyo,
-k at the bottom right comer of the screen and press the key
.~ d once again the time and focation have changed.

» go back to London time, press the White (T) key to bring the

-2k band over the word Lendon and press the key. As you
= the clock box shows London again as your location and the
~2 back to normal.




In the second section of the book we will explain how to put in other
locations and their fime differences.

Hold down E==°1 then press the [J key to refurn to the main
screen.

Do you want to know a secret?
Using the secret function

As you will notice, there is a key marked “Secret’ on the keyboard
( Next to the Red key ). The purpose of the secret function of the
Notebook is to allow you fo store information in the Notebook's
memory which is your confidential and private data,

To operate the secret function, simply hold down the Yellow key
and then press the [ key at the same time.

As you will see from the screen display below, you are invited fo
type in a password or a PIN number ( Personal identification
Number ).

r

Type new possword (4 letters or digits) ond press o o

Now type in @ number ( 4 DIGITS ) which you will remember and
press the (=) key.

As you will see, you are invited to double check the number, so type
it in again and press the (=) key.

Once you have double checked your Password/PIN and pressed
the (-] key. you will see the screen now invites you fo type in
your data, Type in the following:

This is my secret memory store

Now press the [ key.




Just as an experiment, press the Yellow key and Secret key again,
type in & wrong Password/PIN deliberately and press the [5 key.
You will see that you are unable to get into your secret information.
Press to exit.

Now press the Yellow and Secret keys again and type in your
correct Password/PIN followed by the and you will see the
message appear again. Press 7 1o exit.

If you forget your password/PIN refer to page 84.

The Notebook Spreadsheet

From the l\{lgjn screen, if you hold down the Yellow key and press
the White (17 key you wili see the following choices:

[ Pmatadpezes ] [ (RN |
“TRERafc L | er— |
"kEB® Laaf B

nese options are similar to those you saw when using the word
processor but, instead of selecting word processing documents, the
screen refers to Worksheets, This is the name given to the grid of
~umbers and formulae that you work on in the Notebook’s
Spreadsheet program.

LLF

<+ you press the Red key you can start a new worksheet. You will
-nen see the opening menu of the spreadsheet:

Make aheet, Restart. Copd. Insert. Hhich Files. Demos. Auto., ot 32515

A NC200 &
MNotebook

Spreadzbheet
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As indicated on screen, you can press the - key to get help.
When you are using the spreadsheet the =2l key can atways be
pressed to get help on the command that you are currently using.

Also, at any time, the line above the command entry line will always
show you what the currently valid options are for you o use. To
select an option you only need to press the first (capital} letter of
the option you wish fo use. This should make leaming to use the
spreadsheet as simple as possible. However, it must be said that the
spreadsheet is a very powerful tool but this means it is a somewhat
complicated piece of software for the novice to understand.

No more guidance on use of the spreadsheet will be given here.
Those who wish to use it more should refer to Section 2 where its
operation is covered in detail with a comprehensive futorial guide.

As with most other parts of the Notebook's software, the &+ key will
always get you ouf of an optflon you dig not really wish to use. If
you press 2 af the opening menu of the spreadsheet you will
return to the previous Notebook menu. Press [+ again to return to
the Notebook’'s main screen.

Playing the Blockade and Trikade Games

included in the NC200 are three games. These can be accessed
simply by holding the Yellow key and the G key on the keyboard.

Pres=s_% to turn
the Sound OFF

[_ Amstrod HCZEE ]
Do
y !
P
1o P15 BiBennne

|Pr‘ess Step tO llull..

Press [ Press Spece to lhld}

EEEEN
To Plog SUPER BLOCKADE

Jo choose from the three games simply use the Red, Green or Blue
keys. Once you are info the game you will see on the screen which
keys are needed fo piay the game.



If you wish to switch off the sound. press the S key and if you wish
for the sound to return, press the S key again. Pressing the P key will
pause the game. Press any other key to continue.

Normally the next shape is shown on screen. Press the N key to stop
this. More points are available when the Next Shape display s
turned off because it makes the game a little trickier to play.

To move the falling pieces use the (<] and (=) keys to move left
and right. Use [Ff", to rotate a shape and use to drop it into
place. The [22] key will make the shape drop more quickly but it
will fall at the slower speed again if you release the key.

In ail three games the idea is to slot the falling shapes into place fo
try and completely fill horizontai lines. Notice that shapes can be
slid sideways into place.

Points are scored when you drop a piece using the key. Each
time you complete a line you get a large score. If you can arrange
to complete more than one line at a time there are even more
points available. In Trikade you also get a small score each time
two friangles merge.

In Super Blockade there are some particularly awkward shapes. To
help you deal with the problems these cause there are special
shapes, coloured black, which will remove previously laid shapes.

In Trikade there are both friangies and squares which you must try
and fit together. Similarly coloured triangles always fit together.

The bombs that appear in Trikade can be used to remove
previously laid shapes. Note, however, that you lose some of your
score when a piece is removed.

In all three games the speed increases as the level goes up. You go
up a level when a certain number of shapes have been placed. In
Super Blockade and Trikade the complexity of the shapes increases
on later levels.



All three games end when there is no more room for a piece fo
drop or if you press the ) key. The screen will show the message
GAME OVER. If your score is one of the best six for that particular
game you will be able to enter your initials into she high score table.

The entry will start off showing "AAA" and the first "A’ will be flashing,
Use the [T. ond [ 1] keys to change the letffer, then press the [C—%
key to move on to the next position. Pressing the (1] key will accept
the entry.

The high score tables for the three games will always be stored in
your Notebook so each fime you play you can try 1o beat your
previous best score.

Other features of the Notebook

In addition to the features that are avaitlable from the Notebook's
menus, that have been described in the preceding steps. there are
hwo more features in the Notebook that should be mentioned here.
They are described in detail in Section 2.

If you hold down the Yellow key and press B you will switch to the
BASIC programming language interpreter.

l% EHSIC_[NDEBB] Version 3,1

BB 2
gﬁ opyright R.T.Russell 1993

This is a version based on BBC BASIC that is used in mest schools
and dllows you fo program the Notebook, A short tutorial and list
of commands recognised can be found in the second section of
this manual. To leave BASIC you cannot just press 4, You must type
the command *QUIT jo leave BASIC or hold down the Yellow key
and press one of the other coloured keys to switch to another part
of the Notebook's software.



If you hold down the Yellow key and press S you will switch to the
Notebook’s Serial terminal program which can be used for
connecting to other computers ond sending/receiving your
documents.

#NC200 , )
N OtEb'00k Press MEND For Terminal Options
Seria! Terminol Programm Press ¢lto start the terminal now

When you are using the ferminal you initially just see a blank screen
- this is normal. If you wish to leave the terminal you can either press
=9 to return to the Notebook’s main screen or press (=) to access
the terminal’s main menu from where you can press & to Quit.,

Conclusion

This is the end of Section 1 of the book. We hope that it is simple
enough for you to have understood the basic functions of your
Notebook, Section 2 covers the operation of the Notebook in far
more detail,

Once again, may we remind you fo fill out your Warranty Card and
return it o us immedictely so that we can keep you fully informed
about all matters relating to your Notebook.
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Powering the Notebook

We would recommend that where possible you should use the
mains adaptor to power your Notebook. However, when you are
on the move, the Notebook is powered by 5 C cell bafteries. These
will enable you to work for approximately 35 to 40 hours (depending
on how much the back light and floppy disk are used). When the
batteries need to be replaced a warning message is flashed on
screen telling you to replace the batteries,

[ Wain batteriez ore low. Please svitch of F ond replace battery ... ]T
"

]

Use five alkaline type C, 1.5V cells, It is possible to fit rechargeable
(NICad) batteries but, at best, these wilt only provide about 10 hours
of working time before needing to be re-charged. NiCad batteries
will not be recharged inside the Notebook when the mains adaptor
is being used. They must be recharged in an external charger.

As explained in Section 1, when you use the back light, power
consumption is increased to three times normal level. When you use
the floppy disk drive power is increased to about twelve fimes
normai level. Therefore, it is best to fry and limit your use of these
things while operating from batieries.

When there is no other source of power (when replacing the C cell
batteries for example) the lithium battery will maintain your work in
the Notebook memory (the estimated life of the lithium battery is &
years). If the lithium battery needs replacing you will see the
Message "Lithium battery is low..." . Ensure that good alkaline
batteries are fitted or the mains adaptor connected while you
replace the lithium battery. You must use a CR2032 type battery
which can be purchased at many electrical or photographic shops.

warning: If all power soutrces are disconnected all the stored
information: documents, addresses, diary entries efc will be
permanently lost from the Notebook memory. If you regularly
copy your work to floppy disks you can always recover it if this
shouid happen.
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WARNING

Your Notebook contains a Lithium battery. Danger of explosion if
recharging is attempted. Replace the Lithium battery with the
type CR2032 battery as recommended by Amsirad plc. Do not
dispose of the cld Lithium battery in the fire.

Switching off

You can switch off your Notebook at any time while you are using
it and the work you are doing will be stored (except in BASIC).

When you switch on again you will be returned to the Main Screen.
You may see the following message on screen for a few moments:

’ o ™
(Storlng e )

This will sometimes occur when you switch off while there Is a word
processor document on the screen.

Automatic Power off

If you leave your Notebook switched on but don’t touch any of the
keys for five minutes it will automatically switch itself off to conserve
power.

The five minute period can be changed using the Systems Setting
menu (press [==) key at the Main screen) but be carefut, if you set
the power off delay to zero, automatic power off will not occur and

your batteries will be drained if the Notebook is left switched on.

Switching on

When you switch on the Notebook you will be returned to the main
screen uniess the Notebook automatically powered off the iast time
you used it, then you will be returned fo whatever you were doing
at the time, this is called "Preserving the context’,

If you would prefer that your Notebook always preserved the
context when you switch on change the Preserve context
during power off setting in the System Seftings menu (see
below).
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When programming in BASIC it is a paricularly good idea to have
the Notebook preserve context at switch off. BASIC programs that
you enter are only saved when you explicitly give the command to
do so. If you inadverfently switch off you can lose many hours of
work if you have not recently saved what you were doing.

Backlighting the LCD

When you first switch the Notebook on the screen will be back lit.
if you don't touch a key for one minute the back light will be
switched off to conserve power. As soon Qs you press d key the
back light will come on again. This is known as “automatic”
operation of the backlight.

Because of the extra power consumed by the back light you should
always switch it off when it is not needed.

If you are using the machine in well lit conditions you can switch
the back light off by holding down £ and pressing the ] key.
Press the same keys again to switch it back on.

If you would prefer that each time you switch the Notebook on the
backlight never comes on unless you press Ef e or that it
comes on and stays on all the time , you can change the normal
operation in the System Settings menu.

Make sure you are at the Main screen of the Notebook (press
Fer=edE? 1o get there from any part of the Notebook software).
Now press the key.

Farie

The setting Screen back light will currently be set to Auto s0 that
the backlight comes on at switch on but goes off after one minute
of keyboard inactivity.

Use the (1 key to move down to the option. Using the l=] and =)
keys you will find that the option can also be set 1o Of£ or On.

When set to "Off” the backlight will never come on when you first
turn the Notebook on. You must press C-J6 ) if you want to
switch it on.

When set to *On” the backlight will always come on when you
switch the Notebook on and it will never go off uniess you press the
=) keys together. (Obviously it does go off when the
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machine switches off completely after the delay set in the “Power
off delay” entry of the System Settings menu)

Using the floppy disk drive from batteries

Although the floppy disk drive consumes a large amount of power,
in reqlity, it is never reclly used for very long. Copying several
documents will never take more than a minute or two. It is quite
possible 1o use it while operating from batteries. However, you may
see a warning message that tells you that the disk drive cannct be
used because the babteries do not have sufficient power. The
Notebook itself will still operate for many hours affer this but you
must either fit new C cells or operate from the mains adaptor in
order to use the disk system,

when you format floppy disks the drive is used quite intensively.
Therefore, it is a good idea to format several floppies at one time
while operating from the mains adaptor at home or in the office.
Alternatively, if you have access to one, you can use a PC
compatible computer to format the disks for use in the Notebook
(remember that they must be 720K though).

Battery usage in the Serial Terminal program

When you are using the serial terminal program Ei>® )y the
RS232 port is switched on. This increases power consumption. It is
therefore advisable to try and use the mains adaptor when
operafing the ferminal program if possible.

Also, do not leave the Notebook in the terminal when it is not
actually being used as this will cause a needless waste of battery
power,
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Getting Around

From the main screen you can access all parts of the Notebook
program by holding down the YELLOW key then press the RED,
GREEN, BLUE or WHITE key (the messages on screen tell you which
key to press).

the &= & () [T Keys

When using your Notebook you will find that sometimes the
coloured keys are referred to on the screen by their colour and at
other times by the arrow symbols printed on them.

The 7 key

Press &3 at any fime fo finish what you are doing, and return o the
previous screen. You may have to press f+ several times to return
you to the main menu. '

Advice for beginners

When you first use your Notebook you may find you ‘get lost
especially when using the more complicated word processor
features and pressing =) will enable you to escape. As you
become familiar with your Notebook you will use the Bre key less
as you learn the short cufs.

If you ever get reatly lost you could switch off and on again to return
the familiar Main screen. Alternatively, hold down the Yellow key
and press [-- - this is always a quick way back to the main screen.

Short Cuts_

You can short-cut the menus on your Notebook and go directly to
the part you want using special key combinations to avoid having
to retumn to the main menu. For all the short cuts hold down the
YELLOW [=ev*7] key and press another key.
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-To the word processor or returns you to the
_ document you are typing.

[Faretiod - Switch to the Spreadsheet menu

[Furevod  [F.J - Start @ New Document

Forcved  [F5) -Jo the List of Stored Documents

) - To Print @ Document

=] - To use the Calculator

[Funsvied [T - To the Diary Menu

ooy (5 - To the Address Book”

(€] - To the Calendar/Diary

[Fonation] - To the Time Manager

[ametie] (£ ]~ - To the Set Alarm Call Menu

[oreten 7 - To Time Zones Manager

[ zretien) - To the Notebook opening screen

reved (7] - To the built in Games

Cenetion) <] - Run Memory Card Program

Fosied 7] - Serial Terminal Program

G onetien] 7] - Run a program from disk

Fznetion - To the BASIC interpreter

~<netion] - Enter password for Secret Information

You can use the key combinations above to quickly move from one
~art of the program to ancther without returning to the main menu,
‘or example while typing a document in the word processor, hold
VELLOW and press GREEN to use the cafculator, fo refumn to the
document hold YELLOW and press RED.

‘Use this to insert an address from your address book into the
document you are typing.
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Single Key Operation

To assist the disabled the Notebook has been designed so that It
can be operated using only one key at a time using the "Sticky shift"
feature. Sticky shift has to be switched on at the System Settings
Menu. '

The way sticky shift works is that instead of having fo hold down the
[Forcted  E-] (= ) or 7 key while pressing another. the keys
can be pressed one after the other.

At the main screen menu sticky shift will always work, for it to work
at other times you must switch it on at the System Settings Menu:

1 Press (=] at the main screen

2  Press the (ML) until you reach sticky shift keys.

3 Press the = or (&) key until Yes shows on the screen.
A

Press B+,

Memory

There are about 110,000 bytes of memory available on the
Notebook for your *data”, that includes all the information you type
in: documents, worksheets, addresses, diary entries and alarms. See
the Troubleshooting section for a full description of how the memory
is used.

When you start to run out of memory your Notebook will give you
a warning, to make space in the memory you will have 1o copy
some of your older documents from memory to floppy disk and
then delete them from memory to make space, refer fo the Word
Processing section below for instructions on how fo do this.

Expanding the Memory

Although you can always use floppy disks to save your older data
and make space in the infernal memory of the Notebook, you can
increase the Notebook’s memory by the use of industry standard
Static RAM (SRAM) cards (JEIDA/PCMCIA cards) that can be
inserted into the MEMORY CARD slot of the Notebook. You may find
it particularly useful to have a memory card if you make heavy use
of the spreadsheet - especially its graphic functions.
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Memory Cards with up to 1 MB capacity can be used with your
Notebook, Instructions for looking after the cards, fitting the
pattery, write protection etc are supplied with the card.

Just like floppy disks, the card must be “formatted” before you can
use it. Insert the card into the slot then select the List Stored
Documents screen (hold down F" and press [ a)) then press

), Select F »>» Formatting and export functioms... and
press [<]. In the menu that then appears just press (=] to select the
M - Format Memory card opfion.

With - the memory card loaded documents, worksheets and
addresses are autornatically stored on the card. Documents and
addresses that are atready stored in the Notebook memory can be
transferred to the card (see the insfructions in the Address Book
chapter and the Word Processing Guide).

Note that you should always switch the Notebook OFF before
inserting or removing a memory card.

Word Processor - Infroduction

The Word Processor is designed to be simple to use buf has many
advanced and powerful features. With very little instruction a
beginner can type a document without needing to understand any
of the advanced features while the experienced user will find that
many of the features available on their usual word processor are
also available on the Notebook.

'f you are a beginner at using a computer or word processor read
the first section of this book that gives simple step by step
nstructions to get you started. Remember that you cannot harm
your Notebook by pressing the wrong keys, so don’t be afraid of
trying things out (if, while doing this. things happen that you don’t
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understand press the ) key until you return to the main screen
or a screen you do understand).

For detailed information and instructions on word processing read
the front section on this book and the Word Processing Guide later
in this book.

Features of the word processor

Features that are available include; Spell checking. mail merging,
word count, cut and paste, find and replace, keyboard macros,
accented characters, case changing and un-delete.

The Notebook date and time, and addresses from the Notebook
address book can be directly inserted into a document,

Press the key during word processing or use the key
cornbinations listed on the Notebook “Template” (just beneath the
LCD} to access dll these features.

Transferring Documents to other computers

Documents and worksheets can be transferred to other computers
using a lead connected fto the serial port and using the in-built seriai
terminal program supplied with your Notebook. You may, however,
find it much simpler 1o just copy them to an M5-DOS format floppy
disk that can easily be read in any IBM PC compatible computer.

The word processor documents can be fransferred in the "Protext’
format for further editing within Protext on your PC or Amstrad PCW,
or can be converted to either ASCIl or WordStar format before
transferring so they can be loaded into other programs.

The Notebook word processor is a special version of Protext by
Arnor. if you would like o buy a copy of Protext for your deskiop
computer (IBM compatible PC, Amstrad PCW or others) it is
available from computer dedalers or direct from Arnor Lid, 611
Lincoln Road. Peterborough PET 3HA (telephone 0733 68209).

The spreadsheet in the Notebook is based on “The Cracker” which
is available to run under CP/M on Amstrad PCW computers. There
is also a version for IBM PC compatible computers. Both can read
the .MEM files produced by the Notebook spreadsheet. The
Notebook spreadsheet can also write out the numeric data (not
formulae) of a worksheet as .DIF files (Data Interchange Format),
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This is a common format that s readable by many PC based
spreadsheet programs. The worksheet data can also be written out
as .TXT (texd) files for inciusion in word processing programs. The DAT
format writes the data in a format that can easily be processed by
other computer programs.

The Template

The Template

Printed just below the screen of your Notebook is the quick
reference template. Use it while word processing to remind you of
some of the key combinations required. For the activities printed
in yellow hold down the YELLOW Furenen]  key then press the key
indicated (one of the keys along the top of the keyboard), for those
in white hold down =3 and press the key indicated.

Some of the operations take place as soon s you press the keys,
and have an obvious effect, others you will need to learn how to
use. For example, if you hold down (=7 and press L] dll the
words are counted and a message appears on the screen statin

the total number of words in your document, but if you hold Fxr=en
and press 5 ] a 'menu" appears on screen with various options.
All these options are explained in the main word processor guide

that follows.
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Calculator

Hold down YELLOW F=ied and press GREEN ). For quick
access to the calculator from another part of the program use the
same key combination.

The calculator works in o similar way to most simple pocket
calculators. The following table shows examples of each type of

operation available.

Caleulation] Example Operation Answer
Arithmetic | 15x2+7= 15 (x)2 (+) 7 (=) 37
- (-32):8-2= (2B H8(H2E=) 6
Constant | 30+25= 25 (+) {+) 30 (=) (25 constant) 56
_25+90= 90 (=) 115
22-33= 33 (1) () 22 (=) (33 constont) -1
_95—33= Q5 (=) 62
15x4= 4 () (x) 15 (=) (4 constant) &0
A45x4= 45 (=) 180
45+3= 3 (1) () 45 (=) (3 constant) 16
354+:3= 354 (=) 118
Percent 15% of 150 | 150 () 15 (%) 22.5
13asa% 13 (+) 40 (%) 32.5
| of 40
Add-on Increase 150 (+) 15 (%) or. 172.5
| 150 by 15% | 150 () 15 (%) (+) (=) ]
Discount Decrease 350 (-) 15 (%) or 297.5
350 by 15% [350 {x) 15 (%) (1) (=)
Square Square 45 () 29 (=) (V) 4
root root of
45-29




Calculation] Example Qperation Answer
Surmmation (MRC) (MRC) (CE/C)
using 32 x 3= 32 (@) 3 (M+) 96
Memory - (62+2) 62 (+) 2 (M-) 31

+ (53 +22) |53 (+) 22 (M+) 75

= Total (MRC) 140
Temporary {MRC) {(MRC) (CE/C}
memory (168 x3) |16 M+) 8§ (x) 3 (M) 24

x (27-13) 27 (13 X) (MRC)

= Total (=) -112

Clear the calculator memory before performing a new calculation
by pressing MRC twice then CE/C.

The small box at the top left labelled "Memory” will show ycu any
value that is stored in memory. Press MRC twice fo clear the
memory.

If you press an operator key twice (++, -, ** or ++) this invokes the
constant feature. A small letter K appears in the display together
with the operator you selected. Press CE/C to clear the constant
function.

You will see a flashing E in the left of the display if an error occurs
during a calculation or if calculation results in a number too large
to be displayed. Press CE/C to clear this.

Unlike a normal calculator you can use [ to delete wrongly
entered numbers.

Press 7 to return to the main screen, or use one of the *Short-cut”
methods to return to the screen you were using before the
calculator,
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Address Book - .

For step by step instructions read Section 1.
From the Main Screen hold down YELLOW (=r=i=?) and press BLUE

....

7). To access the Address book from another part of the Program
hold down YELLOW F==%>] and press ° J .

If you have not used the address book before., and there are no
addresses stored, you are taken directly to the screen where you
can type in the first address:

T (R T S — ST A N o P ot RO B I

Hame
Addre===2 Add/Edit address
Press T to move
L] Te+ Press Step to exikt
ioe Te
Hobile Te
Fleawmc

When you press (<. at the bofttom of the card the next blank card
appears on the screen ready for you to enter the next address.

When you have finished entering addresses, press B+, The Address
Book Menu is now displayed:

m_IMIWI_m_

Eome ‘Al trod Plﬁ
dotexa 1169 K ings Rood
H rentusod
‘Emsex LCM14 4EF

A 1dd Nau Address
tF;q:t ddr-ess

[ ind fAddress
D= |ete Address
(P int H

me Tei &

P?ceeTal:ggg+ 9318 1

ggile T IE 21135@ press stopr Lo ex!
L3 I

Femo ‘Dws igner/manuf ac turer- of HCZ20@

To "Browse" through the addresses use the =1 keys. All the

other options can be carried out either by pressing the initial lefter

of the option or selecting the option using ] (i) then pressing

(A)dd New Address:  Select this when you want to add a new
address to the address book.

(E)dit Address: Use to amend the address card showing on
the screen - 10 amend one of the other
cards, fist use "browse’ to find the card
then press [° .




{D)elete Address: Delete the card on the screen - select the
card you want to delete using "browse’
then press (° ]. Confirm that you do want
to delete the card by pressing () for Yes,
or if you have changed your mind press
Notebook for No.

(Find Address: Find a particular address card - if you have
lots of addresses this will be guicker than
using ‘Browse' to find the address you
want. When you press [ | you will be
osked to enter the Name to Find. type in
the name or any part of the address or
telephone number and press I
there is more than one occurrence of the
text you have typed press [ then (=]
until the address you want is displayed.

{Pyrint Addresses Allows you to print the complete contents
of your address book to a printer. The
addresses are printed starting on every
ninth line so this can be used to print labels
which are normally ¢ lines high. If the
felephone and fax numbers have been
entered they are also printed.

Press at the menu to go back to the Diary screen (press
again to go back to the main screen).

Storing the address book on a Memory Card

when a memory card is loaded the addresses you type will
automatically be stored onto the card. If you already have
addresses stored in the Notebook memory they wilt be transferred
to the card when you access the address book.

The addresses are only stored on the card, so if you remove it from
the Notebook your address book will be "blank”. If you insert new
addresses info this blank address book they can be 'merged” into
the address book on your card later. To merge the addresses.
switch off your Notebook, insert the memeory card and switch on
again. Access the address book in the normal way (you will only
be able to find the addresses stored in the Notetbbook memaory) then
press (eom you will see a message similar to the following:
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Different address book Found on cord
Press Del to defete it

Press K to merge it

Press Step to exit

Press (Me) to merge the addresses, if you press the addresses
will not be merged.

Note that it is also possible to keep a copy of your address book
on disk (in fact, you can keep several different address books). This
is explained in the later section about Using the Floppy Disk Drive.

Calendar and Diary

For step by step instructions read Section 1.

Hold down YELLOW and press BLUE (17 , relecse the Yellow
key then press GREEN (=],

T
[38:550 g S PE e 5RS
Praas . ess P to print.

Mon Tue Lied Thu Fri Sat Sun

2
4 =]

3 Zege i o A
8 B i g

1' UI’D
13
MAY

Use the [ keys to move around the calendar as
indicated on the right hand side of the screen. The months and
years change only when you are against the edge of the calendar.

Pressing =5 with 7] will move a month or year
at a time when the cursor is in the middle of the calendar.

WY ——
—fum @0

1292
April + + Jure
19294

The time and date are shown on this screen for your reference only,
if you need to adjust the time or date go fo System Settings (you
should only need to do this if you set it incorrectly in the first place
or when, if you are in the UK, the clocks change to British Summer
Time).

To make a diary entry, position the cursor on the relevant date on
the calendar and press (=) . Type the detdails of your appointments
and relevant information into the diary editing screen:
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¥3tart typ g neu X here

Using the diary is similar to typin?% document in the word processor,
When you have finished press ) , the diary entry is indicated on
the calendar with an asterisk (*),

Entries in your diary can be printed. From the calendar screen:

THURSDA T

13

M AY

3 3 Zwimid S A
Lk B2 2

15994

. ] '!"gtmke_a d“""“;{“""ﬁe“'ﬁg
! Flon Tue Hed Thwa Fri Sot Sun | pregsu:! ress to. Prﬁt.

12‘9‘2
April o« + June

Press 7 ») to select the printing functions. You are now given the
choice of whether you want to print them to the screen or to the
orinter. Press ] for the screen and [« for the printer. In either case
you will then see the following:

Press P to print diary, § to show on screen;
Press W For the next ueek, M For the rext month or R For all: B

Press (] fo print or show the entries for the next seven days. [Ma) will
show/print those for the next month and B will show/print all
antries in the diary,

Diary Reminder

when you switch on the Notebook and there is a diary entry for the
day, a message will show at the bottom right of the screen and a
neep will sound to remind you to read your diary. This will continue
avery time you return to the main screen until you have read your
Jiary by pressing (1] whilst at the main screen. You can disable this
neep by setting the Audible diary message warning option to
No in the System Settings menu.
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When you have read the diary entry press £, you have the option
of deleting the entry if you wish:

— Torw enbg [ Lenoon [T G S T O S '

Do you yont to remove todoy’s diory entry ¢
Prass ¥ to remove diary entry or Step to exit

Press Y to delete the message or £ if you want 1o keep it. If you
choose not to delete it, you will then be told about the message
again each time you switch on that day.

Note that it is possible to keep a copy of your diary entries on gisk
so that you have a backup copy in case anything ever happens
to your Notebook. How this is done is explained in the later section
about Using the Floppy Disk Drive.
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Time Manager

Sefting the date and time, international time zones and the
Notebook dlarms are accessed from the Time Manager screen.
Press YELLOW and BLUE followed by just BLUE tc get there.

Setting the time and date

When you first started to use the Notebook you were asked 1o set
the time and date. If you subsequently need to change it then press
the WHITE key at the Time manager screen to access the date and
time seting function:

time . it ot o
“Etened” MO

Sat +th
Prass +4 io
= Press < ubhen

Press Step to exit

( 14 Moy 1993 ]

Time Zones
For step by step instructions on using Time Zones read Section 1.

From the Time Manager screen press BLUE to access the Time Zones
screen:

[ T e
T ime Zatwe diFFerence Time Er‘ess E to Idlt ?no arvd of Cset
17 .82 Fraas 3, o B PRl Tt Sihoset Time Tone

entra Lo +@1 29 13:85 Fress Stap fto exit
E Y=t "sg-sg EBE e r—
Bombod " * H 12 g% ...................... ———
N;E Eﬂ;- les :SS =88 gg 85
Sodnew 19883 &5 8z _

™ AY A London

vour Notebook has been set up to show the time in London, Central
Europe, Moscow, Bombay, New York, Los Angeles, Tokyo and
Sydney. you can change these to any eight cities you require.

select the City to change using the cursor keys 'rhe’rj_gress (=], type
in your new city name and press [~1] then use the (7] (i cursor
keys to change the time difference then press (=,



Current Time Zone

When you fravel to a country that is in a different time zone select
that zone as the "Current time zone". The other zones will adjust to
give the time difference relative fo where you are staying.
Selecting the new current time zone will automatically adjust the
time and place shown on the clock that appears on most
Notebook screens, however, it will not change the times set for your
alarm calls.

Alarm Calls

For step by step instructions on Alarm Calls read Section 1.

Hold down YELLOW and press BLUE (7] then press (1] ot
the Time Manager screen. Press RED to go to the 'Set alarm
call’ screen:

Y SR ST R B S
Press T4 to agiusé the houn
Prass « uhen I?W'n ished
Press Stop to exit
[ Ornce o la ] el
THURSE A
sl ) 13
rMAY

Follow the instruction on the left of the screen; you have to set the
time first, then set the date and type in your message - note that
messages are limited to 42 characters.

When you press () to edit the date it changes from Once Only
to Repeats every day. Press (17 (1] to set a specific date, to
return to ‘Repedats every day” use ) or (1) until you reach the
beginning or end of the month then press the key once more,

Advanced Feature: To set an alarm for the same time on several
days of the week press [° ] to adjust the date then hold down

- and press {“--] and you will see the following:
Set_ the date ...
Presa ff io ad s LAl
| Biis I* 22 Regs el e l
Press Stop to exi

{  dous : WTWTFSS }

= .

e

1
I R S
MAY i London
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Each day of the week is represenfed by one lefier, use the (<) or
"> to move the cursor from one day to the next then use the
or (T key to cancel the days you do not want the alarm. So for
example an alarm that you want on Monday, Wednesday and
Friday might look like this:

R TV TECION N B ’
.EI PO ett .
: -
87130 rasz i 2 ﬁ:t fhe Sdve
Fress o meszoge to o form
Fress $tep to exit
[ aaus : M-H-F—— } N
THunsonr [
mrssage ] i
L 13 |
MANY ALondon

Press when you have finished.

To set an alarm call for 24 hours hence Just press at the
Set Alarm screen.

To change the time, date or message of an alarm call

At the main screen hold down YELLOW =9 and press BLUE ['i”,
oress BLUE again at the 'Diary menu' then press GREEN. The short
~ut method is to hold down YELLOW and press then
cress GREEN.

"o get quickly to the *Set alarm call” screen from an other part of
ne program hold down YELLOW F*%>1 and press (.

ote that if you are editing a document / worksheet when an alarm
goes off' the message will not appear - you must press bed o
-ead the message. :

Secret Information

“or step by step instructions read Section 1.

Zor information that you might like to keep on your Notebook but
Ho not wish others to access (for example; passport number, bank
accounts and credit card details or private telephone numbers) we
~ave provided a "Secret Information' screen which can only be
accessed by typing a password that you have set up.
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Set up your Password

Hold down ([ =“J and press
screen:

e in any combination of four letters and/or numbers and press
(2], You can use capital or lower case letters. The password is
totally secure. so if you ever forget it you will not be able to access
your information, you can only delete it so - DON'T FORGET YOUR
PASSWORD.

You will be asked to confirm your password. Type exactly the same
sequence again then press i~

You can now type in your "secret information”, you can edit the text
in the same way as you edit a word processor document (although
you cannot print}. Press ] when you have finished. Next fime

ou want 1o refer to your secret information hold and press
) then type in your password,

Complete Password Protection of your Notebook

You can set a Password Lock to protect all the information in your
Notebook using your Secret Information Password.

If you have not already done so set-up your password as described
in "Set up your Password” above,

Anytime you want to set the Password Lock hold down both )
and U then press [<-7] now you can switch off. When you next
switch on you will be asked to enter the password:
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Please enter passuord ond press « |

Before the Notebook can be used again the password must be
correctly typed and the (2 key pressed. If you forget the password
the Notebook must be completely reset losing all data in it (below).
There is no way round this, if there were it wouldn’t be secure,

Changing your Password

To change the pc:sswprd enter the Secret Information by holding

[Feretiod] and pressing =] and typing your current password. Then
press the £ key:

Plepse enter old possword and press « ! B

Type in your current password:

[Epe new password (4 letters or digits) and press o | [ESE:

Type in your new password. When asked. type it again for
sonfirmation,

Important: If you cannot remember your old password it s
impossible to change the password or to access the Secret
Information. It must be deleted as described below.




If you forget your password

The password protection on your Notebook Is totally secure. so if
you forget your password you have no option but fo erase your
Secret Information or, if you have set the Password Lock, to erase
alt your work heid in the Notebook memory including documents,
worksheets, diary entries, addresses etc as well as your Password by
resetting the Notebook. This is just one more good reason why you
should get into the habit of faking copies of your work on floppy
disks. (The secret information itself, however, cannot be copied to
disk or printed).

Erasing your Secret Information and Password
To erase the $ecret Information:

1 Hold down and press (=2):

| .

| {P lease enter password ond press o | Bl l

2  Hold down the key and press 7).,

Press (*-) to confirm that you do want to delete the information.
All your Secret Information as well as your Password will be erased.

Resetting Your Notebook

Only do this if you have set a complete lock on the Notebook and
then forgotten the password. This will erase all your work stored in
the Notebook memory as well as your password. If you are using d
memory card the addresses and documents stored on it will nat be
erased. You should also be able to recover most data from a dlisk.

Switch off your Nofebook then hold down and F
together with the (> key on the right and switch on the computer.

To prevent accidental reset you cannot use "sticky shift* (single key
operation).

If the reset is effective you will hear an extended "beep’. If you
have not held the keys down properly It will not reset. Try again.




Using the floppy disk drive ®

The simple use of the disk drive, to take copies of your documents,
was described in Section 1 of the manual. The following summgirises
that information and is followed by some more advanced topics:

To format floppy disks before use

A brand new floppy disk must be formatted before it can be used.
The Notebook formats its floppy disks in exactiy the same way as
used for 720K disks in MS-DOS running on an IBM PC compatible
computer.

Note there is a second type of 3'/2" disk used on PC computers.
These are "High Density” disks and have 18 sectors per track instead
of just 9. This means that their total storage capacity is 1.474,560
characters {also known as 1.44MB). The Notebook cannot read or
write this type of disk. High Density disks are usually identifiable by
having an "HD" logo on the disk. They also have a hole punched
through them in bottom right corner of the disk.

You can also use the formatting process to completely erase
everything that has previously been stored on a floppy disk. This can
be quite useful o quickly remove all documents from a disk but you
can also see that it could be quite dangerous - you might
inadvertently erase hundreds of documents that you had stored on
disk. Be careful when formatting disks - be sure that you are
formatting the disk you intend fo.

To format a floppy disk:

1) Switch to the list of stored documents. The quick way to do this
is to hold down the Yellow Fer<te key and press (- =),

2) Press (e followed by () to select ¥ >> Formatting and
export functions

3) Press "] fo select F- Format disk.

4) Press to confirm that you want to continue. Only do this when
you are sure that the floppy disk in the drive does not contain any
information you want to keep. There is no way to recover
information from a disk that is formatted. The formatting process
wipes it completely clean.



To copy files from memory to the floppy disk

1) Switch to the list of stored documents. The quick way to do this
is to hold down the Yellow E=="1 key and press [* ).

2) Move the highlighting dark band over each file to be copied in
turn and press the Space Bar on the keyboard. The file will be
“marked”. This is shown by the name being printed in bold text.

3) Press the (5 key followed by [© . toselectthe ¢ - Copy marked
files to disk option.

4) Press (".J to confirm the operation. Note that files will overwrite
any of the same name that already exist on the disk.

To list the files contained on a disk

1) Switch to the list of stored documents. The quick way to do this
is to hold down the Yellow E~==7) key and press [* ).

2y Press (772) followed by (sl to select the L. - List disk files

option.

3) The screen will list any files contained in the current directory on
the disk (usually \NOTEBOQOK). The top of the screen shows the free
space on the disk, the curent directory and the number of files
actually listed in this directory - including the (PARENT) entry.

To copy files from a floppy disk to memory
With the list of disk files showing on screen proceed as follows:

1) Move the highlighting dark band over each file to be copied in
turn and press the Space Bar on the keyboard. The file will be
“marked”. This is shown by the name being printed in bold text.

Remember that there may be a delay of a few seconds when you
try to move the band if you havent pressed a key for more than
30 seconds. This is white the disk motor is being restarted.

2) Press (7] followed by (* Jtoselectthe ¢ - Copy marked files
to memory option.

3) Press [..] o confirm the operation. Note that files will overwrite
any of the same name that already exist in memory.




Copying Address Book and Diary entries to/from disk

The information that you enter into your Address Book and into the
Diary on the Notebook are stored together in two special files.
When you look at the List of Stored Documents these files are
normally hidden from view. Once they are made visible the two
files (with the names "ADDRESS BOOK” and "DIARY FILE™) can be
marked and copied to the disk just like any other word processor
documents. To make the files visible proceed as follows:

1) Return to the Main Screen of the Notebook. The quick way to do
this is to hold down the Yellow -~ key and press [,

2) At the Main Screen press the (52) key to access the System
Setftings menu.

3y Use the Blue key to move down to the eniry called Document
sizes and date display.

=

4) Use either (< or (2] to change this o Shown.

5) Hold down the Yellow Fe"%°7 key and press (5] to switch to the
List of Stored Documents.

Al the documents you have created will have additional
information next to their names. The size of the file and the date
and time that it was last edited are shown.

'n addition, you may see two new entries in the list with the special
names ADDRESS BOOK and DIARY FILE. The DIARY FILE and ADDRESS
BOOK entries may not exist if you have never used the Diary or
Address Book functions within the Notebook.

“hese two files can be marked with the Space Bar and copied to
disk just like any other document file. However. unlike word
orocessor document files, you cannot press (1. while the file hos
“he dark band cver it to try and edit it in the Word Processor. These
~wo files hold their information in a special format that the Word
drocessor cannot allow you to edit.

wotice, that while these speciai files are visible you can press
and then use ° ] to delete or [ ) to rename them. If you delete
-ne files you will wipe out your entire address book or all your diary
antries in one operation. Obviously, you should be very careful with
-ese files!
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Advanced idea: In fact, because you can rename the files, you
could, in theory. keep several different address book or diary files.
For each you would enter the information into the relevant section
of the Notebook in the normal way. Switch to the List Stored
Documents where the files could then be renamed so that you can
create a different version alongside. Once complete, that second
file could also be renamed. When you want fo use a particular file
for the address book or diary you would just have to rename it back
to ADDRESS BOOK or DIARY FILE.

When the two special files are copied to disk and you then list the
files on disk, you will see that their names are changed to
ADDRESSB.OOK and DIARYFIL.E. However, if the files on disk are
marked and then copied back to memory you will find that they
are renamed back to their original names of ADDRESS BOOK and
DIARY FILE. This is the only instance in which names of files on disk
are changed when they are copied back to memory.

Quickly editing a Word Processor document from disk

1) List the files on disk then move the dark highlighting band over
the name of the file you wish to edit.

2) Press (<], The file will be read from disk straight in to the editing
section of the word processor. You can then work on the fext.

3) When you press £ the amended file is stored in the memory of
the Notebook, not on disk (the original remains there). If you want
to update the disk version the document in memory must be
copied back to the disk.

Copying and editing Spreadsheet files / BASIC programs

The way in which you copy worksheefs produced in the
spreadsheet and programs written in BASIC, to and from the disk is
absolutely identical to the way that has adlready been described
for word processor documents and the address and diary files. You
can either do it from the List of Stored Worksheets or even from the
List of Stored Documents. The only difference between the two is
that if you list disk files, position the dark band over the name of g
file on disk and press [}, an attempt is made to load that file into
the Word Processor if you started from the List of Stored Documents,
while an attempt is made to load it into the spreadsheet if you
started from the List of Stored Worksheets.
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Other disk functions

in the List of Stored Documents press == followed by ).

= Forma is )
A - Export marked Files as ASCII
H - d Fil

wport mar ke es as Hordstar

The F - Format disk function has already been explained and
the F - Format Memory card is expicined elsewhere. The two
entries of real interest are those to export as ASCIl or export Os
Wordstar, These work in exactly the same way as the Copy marked
files to disk option that has already been described. However,
during the copying process the word processor documents are
converted from the internal “Protext” format used inside the
Notebook to one of these more standard file formats. These are
used when you are taking the text from the files for use in a different
word processing program on another computer.

ASCII files will contain only the plain text from the documents. All
layout, codes, special text effects, etc are removed. This Just
produces the simplest text, that can probably be read into virtually
any program on any computer.

wordStar files retain some of the formatting information of the word
processor documents such as layout, bold, italic. underline, efc. The
WordStar format is very popular and most powerful word processing
programs (such as Word for Windows and WordPerfect) can import
this type of file. (Use the CONVERT program for WordPerfect). In
each case, tell the WordProcessor that the file is WordStar 3.3
formart,

These two options are described as “Export” functions, rather than
just copying functions because the process is only one-way. You
can copy an internal “Protext” document to disk as either a
WordStar or as an ASCII file but you cannot then copy it back and
continue o edit it in the Notebook’'s Word Processor. In the case of
wordStar files you will see all sorfs of strange characters have
appeared.



You can, of course, copy ASCI files to the Notebook and then edit
them in the Word Processor but any codes, layout, etc that they
had before they were originally copied to disk will have been lost.

Protecting disk information

3}/9" disks can be completely protected so that nothing can be
written to them, nothing can be deleted from them ond they can't
be formatted. Just side the small shutter in the bottom left corner
of the disk (looking at the labelled side) so that the hole is open. To
wirite enable the disk again just slide the shutter so it covers the hole
again,

The Notebook also lets you protect individual files on disk. Just list
the files on disk. Place the dark bar over the file to be protected.
hold down the key then press ©_J. The asterisk that appears
next to the name of the file shows that it has been set fo
“read-only”. Repeat the process to set it back to normal.

While a file is set to read-only any aftempt to copy a hew version
to the disk on fop of it or o delete the file will stop with the message
*The file is read only”.

Extra functions for marking fites

While either the List of Documents in memaory or the list of files on
disk is displayed you can hold down and press (Mo to instantly
mark all files in one operation. Typically you would probably do this
at the end of each day so that in just a few keypresses you can
copy the entire contents of the Notebook memory to a floppy disk.

Another useful key sequence when marking files is B~ [0 s). This will
invert the marked files so that all those that were marked before
are no longer marked and all these that weren’t marked will now

be marked.

Once files have been copied to floppy disk you will often want fo
delete the original copies from memaory. Having marked several
files you can press (7 77 or (-1 ) to delete all the marked files
in a single operation.
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Directories on disk

Directories are only really of interest if you intend to use the floppy
disks from the Notebook on an IBM PC compatibie or some other
type of computer that can read MS-DOS format disks. However,
they do provide a means of keeping your files/documents in
meaningful groups so you may find this of interest even if you don’t
intend using the disks on another computer.

A directory is a sub-division of the storage space on a floppy disk.
You can have lots of directores on a floppy and each can contain
a virtually limitless number of individual files. You might have a
directory called \PERSONAL in which you store all your personal
lefters and ancother called \BUSINESS in which you store your
business letters, memos and faxes. All disks, when they are first
formatted start with a single directory called the “root" directory
{beause it is a bit like the root of a tree).

On the Notebook a subdirectory called \NOTEBOOK will also be
created on the disk when it is formatted and any files you copy wil!
be placed in this directory unless you arrange for them to go into
a different directory as described below,

The reason for having a \NOTEBCOK directory instead of just
copying all files to the roct directory (referred to as just \) is that
there is a limit to the number of files that could be copied to the
root directory but a sub-directory such as ANOTEBOOK can, In
theory, contain a limitless number of files, In actual fact, the 720K
size of the disk will be the only thing that limits how many files can

be copied to it

Wwhen files are listed on disk you can 'novi[g,ic're“ around the
directories contained on the disk by pressing ~! on the special
(PARENT) entry to go back a level in the directory structure towards
the root. You switch into a different directory by positioning the dark
band on one of the entries that has <DIR> after its name and
pressing (4], The files within that directory (and any sub-directories
that it contains) are then listed. The top line of the screen will always
show you the "current" directory. As you’ve seen this normally starts
at \NOTEBOCK. 5o to go up the directory tree towards the root you
select (PARENT) and to go deeper down into the directory tree you
use one of the <DIR> enftries.
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When you have changed the current directory, if you press to
return to the List of documents/worksheets stored in memory and
then mark and copy some of the files to disk they will be copied
into the current directory.

While disk files are listed, if you press L) you will see that there is
an option N - Make New directory that can be used o make
directories both from the ‘roof" and to make subdirectories within
an existing directory.

If, for example, you currently have a disk that confains just four files
called first, second. howspell and spell in the ANOTEBOOQK directory,
when you press w22 s) from the List of Stored Documents you will
see that directory with those files listed. The dark band will initially
be positioned over the (PARENT) entry. Press the (2 key. The top
line of the screen will show that the current directory is now "\" (the
root) and this contains one entry - the \NOTEBOQOK directory.

You could now press (==2) followed by - to make a new directory.
When asked for the name type personal. You will then see if listed
below the NOTEBOCK entry. If you now move the dark band over
PERSONAL and press (<) it will become the curent directory. You
could go on to make a sub-directory within this directory catled
letters' for example. Then switch to that. When you press e the
last directory listed is the current directory and will be where any
files you now copy are placed.

Unlike MS-DOS you will find that the R - Rename entry on the Disk
operations menu can be used to rename directories just as easily
as it can be used to rename individual files on disk.

Also, unlike MS-DOS, there isn't a special command to delefe
directories (RD). You just use the D - Delete entry to delete
directories as well as files, however, if you try and delete a directory
that contains any files or sub-directories you will see the message
"The file is read only". You must delete qil entries from within a
directory before the directory entry itself can be deleted.




System Settings

The sys’rem_ setings menu is accessed only from the main screen by

pressing (=), You can switch to the main screen with [Fonetion]fuind,

Changes you make to these settings don't just affect the current
usage of the Notebook. These seftings will be in force each time
you come to use the Noptebook until you change them or the
batteries are disconnected for some reason.

The factory settings are as follows:
SN R RN Use T 4 & and 4. Stes to Finizh

Pousr of F delog (wins, Y=Mever) (3] Sl
Preserve context during pouer of [Nel Mo
Document =izes and doté dizplaw (Hot skown) Hot shown
Dote Forma i tgd:‘mm’ggl o SmmSug
Screen bk Ilght _ (Huto a
Cocumant formoe (gemal!ancotl (Protext) rotext
ttckg_shmt kegs” [(Ne

ime display Format . (24 hour) 24 hour
Audible dicry message worning [Yes) Yesfl

Automatic Power Off delay

If you find the automatic power off time of 5 minutes is foo long.
reduce the time to between 1 and 4 minutes. You can atsc increase
it if you wish. Use a value of 0 if you want to prevent the Notebook
from ever powering off automatically. Do not use 0 (nevern if you
are running the Notebook from the batteries as this will prevent
automatic power off occurring.

Preserve Context

)f, when you switch on, you want your Notebook to return to the
screen you were using when you switched off change this setting
to Yes. Coniext is always preserved when automatic power off
OCCurs,

Document sizes and date display

~ase will show against the name of each document in the List
-ared Document\ Worksheet screens. The size of each document
: shown in bytes with the date and time you last edited the
»acumenti\worksheet.

‘~e U, C or L after a name is only of any interest to you if you start
-~ run out of memory and need to delete documents, delete those



in the Lower memory (L) to make room when you are edifing a
large document. See the Troubleshooting section for more details.

Date format

Use this option to change the format of the date displayed when
the date/time display is set to "Shown". The date format can either
be day/month/year as used in the UK, month/date/year as used in
the US or year/month/day as used in Japan.

Backlight

As described at the start of Section 2, this can be set to Auto, On
or Off o determine how the back light behaves when the
Notebook is switched on. Changing this option does not
immediately switch the back light on or off, it only affects what
happens subsequently when the Notebook is switched on.

Document Transfer Format

Use this to set whether the Lapcat (Parallel) transfer should send
documents as Protext, WordStar or ASCIl. A Lapcat cable ond
software is available from Arnor. Contact them for more details. This
setting just mirrors the similar setting in the configuration menu of
the Serial Terminal program.

Sticky Shift keys

To allow one-key operation of the Notebook switch "sticky shiff” on.
where normally you would have to press two keys at the same time,
this allows you to press one after the other. So, for example, to spell
check a document when word processing you could first press the
YELLOW Feeten) key then press [+,

Time display format

To change the time dispiay fo the 12 hour clock use the [&] &
cursor keys. Note that this only affects the display of time. You mus®
still use the 24 hour systermn when setting the time or alarms.

Audible diary message warning

When set to Yes a beep will be produced each time you return tc
the Main Screen if there is an unread diary message today.
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Word Processing Guide

For step by step instructions for beginners read Section 1.

Detailed instructions on how to use your word processor are given
in this section.

Starting a New Document

You have to type a name for every document before you start, the
name can consist of up to any 12 characters, the document s
stored under this name and you can not have two decuments with
the same name,

Af the main screen hold down YELLOW and press RED to reach the
main Word Processing screen then press RED.

Type in a name for your document;

Choose a name that will remind you of the contents of the
document so that you can easily identify it later.

Ang2 characters can be used, if you make a typing error use
or B2 then retype. Press [=1] when you have finished.

yA—
End of text line

This text will disappear as soon as you start to type

You can now start typing just as you would on d fresh sheet of paper
in a typewriter, '

Saving a Document

Documents are saved ("stored") automatically when you press =)
K you have a memory card loaded the document will
automatically be stored on the card.

A document already stored in the Notebook memory can be
moved to the mermory card as follows:
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1 Switch the Notebook off.

2 Insert the Memory Card, carefully but firmly into the Memory
Card Slot on the left side of the Notebook.

3  Swich the Notebook on.

4 'Edit’ the document you want to store on the card (that s, ring
the document to the screen):

Hold YELLOW and press RED at the main screen.
Press GREEN ¢t the Word processor menu.

Use the (23 E5) T BF) keys to highlight the name of fhe
document then press (<.

With the document on the screen press £,

The document is now stored on your Memory Card and has been
removed from the Notebook memaory.

To copy documents from a card info the Notebook memory setf the
"write protect’ switch on the card to on, edit the document then
press . An attempt will be made to write the document to the
card but this will fail. You are warned thaf the card is write
protected. When you press 4 again the document is stored in the
Notebook's own memory.

Details of how 1o copy word processor documents 1o disk are given
in Section 1 of the manual. More details were also given earlier in
=Using the floppy disk drive”.
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Large Documents

The size of any single document is limited to about 38,000
characters. This is a {imitation of the Notebook’s design and cannot
be increased by using a memory card. Adding a memory card will,
however, let you store many more documents in memory.

when you start to run out of memory you will see a warning
message on screen, copy any old documents that you wish to keep
to a floppy disk then delete old documents and diary entries to
increase the 'free memory' space.

To show how many bytes of memory you have gvallable, and how
many bytes each document uses you must show "Document sizes
and date display" using the System Seftings menu (see "System
Settings").

when document sizes are being shown a letter U, L or C appears
next to each name to show if it is in the Upper memory, lower
memory or on the card. It is the lower memory area that is used
when a document is actually being edited so it is best if you can
~lear space by copying to disk and then deleting documents with
an L shown next to their name.

Deleting a Document

Deiete documents if your Notebook after copying them to disk
when the memory becomes too full, or if you want fo remove a
confidential document from memory. Delete a document as
‘ollows:

Hold down YELLOW and press [' =),

: Setect the name of the document you want to delete using the

= & (1) () keys.
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4 Press® ). : - nemud0ld &

S _1-___1.’

Are you sure you want to delete docuwent ‘soaoosonon:”
Fress ¥ For Yes, N For Ho ;.

5 Press [-J to delete the document.

To delete more than one document you could repeat the process
but a quicker way is to use the Space bar to "mark” each file in the
list that is to be deleted (Its name is shown in bold type). Then hold
down 7 and press one of the £+ keys. You will be asked to
confirm that you want to delete all marked files.

Once deleted, documents cannot be recovered, so make sure you
do not delete the wrong documents! (It is always wise to copy
precious documents fo a floppy disk before deleting).

Renaming a document

You can give one of the document a different name at the LIST
STORED DOCUMENTS screen. Selec'r the name of the document

you want to change then press ), Select Rename by typing )
you will see the following message

1

0ld nome is Flrst
Enter ney rome: B

Type in the new name and press ().
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Copying a document

Nith the document on the screen press ], then préss ) to
copy the document, you will see the following message:

}

|Copy: enter roame For document: B

S E Py b lock or dooumtnt
— Frifnt ta 5
— Print q ﬁ

Type in a new name for the copy then press (<. You will be
‘eturned to your original document and the copy is stored. The
sopy can be edited in the same way as any other document.

There are several reasons you might have for wanting to copy @
Jocument, one example might be that you have typed a letter,
-hen want to send a similar letter to someone else but you do not
~ant 1o re-type it and you want to keep the original stored in your
Notebook. Alternatively, if you are about to make major changes
-0 a document you may like to take a copy that you can revert to
£ anything goes wrong.)

Typing a Document

f you have not used a word processor before you need o get used
-0 the feel of the keys, as welt as learn what all the keys do. When
~yping a light touch is required. if you hold a key down for too long
+ will be repeated on the screen until you release it.




cursor

The cursor is the *flashing oblong' that marks your position on the
screen, as you type the cursor will move ahead. When rev_ls_ing
document you can move the cursor using the (=) &= (1) [
kays.

(.
Hold down one of the SHIFT keys then press a character key to type

the upper case letter or symbol, the upper case symbaols are prinfed
on the top half of the key.

Press to switch to typing olt capital letters, you still have to use SHIFT
to type the upper case symbols. Press again to switch
capitals off. When the caps lock is on a "C” shows in the top right

hand cormner of the screen. In the spreadsheet it shows as "¢’

(=
Press twice when you want to start a new paragraph. Use to stort
a new line when typing (for example) a list.

Use to delete text, if you want to delete more than a few charocters
you should use one of the other delete methods described below.

Use to align text into columns and to indent the first line of a
paragraph. (o indent a whole paragraph requires a different
procedure - see Iater section on Aligning fext using Ruler Lines.)
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How Noft to Type:

if you have used a typewriter before but not used q word
proceassor it is important that you remember:

Not to press at the end of each line, only when you start a
new paragraph. The text automatically wraps to the next line as

you type.

Not fo use the spacebar to move the cursor or to indent or align
text. Only use the spacebar to insert a space between words.
Instructions for indenting and aligning using tabs and rulers are
given later in this manual.

Page size

As you type the line will move down the screen, when you have
typed a page of text a "page break' bar appears on the screen
showing where the page will finish when printed, the word
orocessor is set to print on paper with 66 lines but this can be
changed using the ‘Layout' menu (if you want to do this refer to
“he chapter on Page Layout).

Correcting typing errors

* you make mistakes while typing you can use the P73 > keys to
Jelete single characters, or hold down one of the keys to delete
several characters. There are other ways of deleting a line of text
or a large section (called a ‘block”) of text, these are described
selow.

Moving around a Document

Voving around a document really means moving the cursor
around. Using the (&3 =] keys on their own will always work,
out you may find this a bif stow especially in larger documents. The
*ollowing methods will move the cursor around quickly.
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s ————-

page at a fime forwards Hold down and press (£9) to
or backwards i~ go back or to go forwards
: (you don’'t have to remember this
just refer to the Template on the

Notebook).

word at a time " Hold ] and press oF
' ' to move to the beginning of the
previous or next word.

to the start of a line " Hold b and press =,
tothe endof aline - Hold and press =,
a screen at a time Hold down f=) press 17 to go up

or " to go down the document
14 lines, there is an overlap of
one line that enables you to scan
through @ document using the
minimum of keystrokes.

to the start of the document -  Hold down and press {{«.
to the end of the document -  Hold down and press .

Inserting Text

To insert new text into existing text just position the cursor and type,
the existing text will move aleng to make room. You must have the
‘Insert" mode ON when you do this, otherwise the old text will be
. deleted as you type. Hold down the (-] key and press (£ ] to
switch "insert' on or off (you den’t have to remember this just refer
to the Template on your Notebook).

Typing over existing text

To type over existing text first hold and press ] to switch
Insert off then position the cursor over the text you want to replace
and type. The old text erases as you type. Remember to switch
Insert back on when you have finished.

Deleting Text in a Document

The delete keys 7] and P~ will always delete text, if you press the
key one character will be deleted, if you hold down the key
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deleting will continue until you refease it. However there are other
ways to delete large sections of text as described below:

Delete a word - Hold down (*___) and press B3 or >,
Delete a line - Hold down and press or to

delete all text from the cursor position to
the end or beginning of the line or hold
down [ and press 5 to delete the
whole line. (Refer to the Template if you
forget which keys to use.)

Delete all text in Hold down F==v and press (1.
the document -

Undeleting words, lines and blocks

~eleted text can be restored if you used the or keys to
~slete the text, not If you just used the (=7 7] keys on their own.

ne text is restored to the cursor position, so you can use the
.Adelete function to move text around within the document.

*5 undelete hoid down &) and press (V4. J
~ere is a limit of 1024 characters that can be recovered in this way.

_ndelete is also available in the "Editing menu’)

Changing Case

-3u can change the case of the text (that is, from capitals to small
=ers or from small to capitals) without re-typing the words.

~5id down [~ and press (-} to change a small (lower case) letter
~+0 a capftal (UPPER CASE) letter.

~old down and press [ ] to change a capital to a small letter.

«2ep the keys pressed down to change more than one letter.
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Swapping Characters

A common fyping error is 1o type two characters in the wrong order
for example "wrod' instead of 'word". To correct this error quickly
use the swap characters command. Position the cursor on the 'r* of
wrod then hold (7 and press .

Formatting text

If you have justification and word wrap switched on you will notice
that as you type words are moved to the following line and spaces
are inserted so that the text is iaid out correctly.

If after changing layouts or inserting text you find paragraphs that
are not correctly laid out, move the cursor anywhere within the
paragraph and hold down the £ key then press . J.

To make sure the whole document is correctly formatted press the
=) key followed by [ . to select Text formatting and then () to
select Format text.

Centring text

To centre text on a line use the 'Centre’ command. Type the text
1o be centred then, with the cursor positioned anywhere on the line
hold down U1 and press (£ ).

Jozunment CERTE RS 538

Centred text

If you make a change to the text later use the same command
again to re-centre it

Accenfed and special characters

The most commonly used European accents can be typed into
your Notebook documents in the following way.

Hold down then press the key indicated on the table below for
the accent you want, release both keys and then type the letter



hat you want to be accented. You will not see the accent on
creen until you have typed the letter.

Accent Keys - Valid letters®
Umiaut ) (e ] : aeicUAQU
Ring (] aA
Circumflex aeiou
Acute [ - aeiouE

| Grave ,. aeiou

Note that only the accented letters that are included in the "Special
“haracters" menu can be typed.

~e following common language symbols are avallable using the
2ys shown:

3 ¢ et )

A — = S o

¢ i = ]
® A = .

. - » )

8 n )

e = 1 /2

pecial Characters

-1 of the above, and many more symbols, are available in the
oecial Characters menu. (Also refer to the chapter on Macros to
~e how you can assign any of these fo a key of your choice).

. variety of characters other than those printed on the keyboard
- avdilable to insert into your documents.
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Hold down the key and press to see all the characters
available.

mggeert , BEV 43 193 ot 14+ ¢o =~ [t tomove
i $xE’ (1 %* .- . /1234587891 4327 to insert
QRBEDEI‘?GHfJ_KLHHUPIJRSTU'\-'NKYZt\]’“_ Step to exit
‘gbcdel-"gh_,glsImnopqrs!:uvu_x_h:;{l}”
S H BT LIS S R AT

1 u Nu=2sL5rr + EH

[ Fbpeg ==z 141 ? &
uaFnzﬁﬁfﬁﬁngkﬁ’énEE‘zsrﬁngc-' 7t

Use the [ Bz} T [ keys to highlight the character you want to
use and then press (1],

(These characters can also be inserted info address book or diary
if stored as macros first - refer to the chapter on Macros).

Note: Whether these characters are actually printed on your printer
Is dependent on which printer you use and how it is set up.

Drawing Boxes

Horizontal lines, verticat lines and 'corners’ can be drawn on screen
and used 1o "box" text.

Using single box line characters

To draw single line boxes hold down the £ key and use the =
3 (T () keys to draw the box. To draw the cormners just "drive
around the comer of the box with the cursor.

Double line Boxes

To switch double lines on of off hold down the £ and [
together and press (® ] then continue as you would for single lirg
boxes.

doub le |ine boxl
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o insert text into @ box you have drawn switch Insert Off,

as well as the single and double box line characters you can have
»oxes drawn using @ character of your own choice. Hold down
and & ) and press (€ ). You will then be asked to type the
~haracter to be used.

o switch back to using the previous line box characters press

A ES)

o print_« — | T characters on the screen hold down
ress [ =) then hold down £ and press [ Ci) or ).

Note that the boxes will only print correctly if the printer and
Notebook are set up correctly before starting fo print.

Viewing Codes

Codes" are used to control the special features of a printer, such
v underlining, different sizes and styles of print, subscripts and
superscripts. How to insert these codes is explained in the section
Changing text appearance”. You have a choice when working in
1 document whether you see the codes or not.

-Urn the display of codes on or off by holding down the F==1 key
and pressing & 1.

Nhen codes are off your Notebook shows underlined, italic and
Hold text on the screen but features like subscript or condensed
~rint cannot be shown.,

emove codes by showing them on screen then deleting them as
/ou woutd any other character. '

Codeas Off
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Viewing returns, tabs, ruler lines and spaces

The non-printing characters can dll be switched "on or off" on the
screen. Hold down =7 and press [ J then type one of the
following letters:

status line on/foff
spaces on/foff
ruler lines on/off

tabs and retumns on/off

000

codes on/off

Inserting the Current Date or Time into a
Document

With the cursor at the position you want the date to be inserted

hold down the ) key and press (° ] to insert the current date or
hold down B~ and press [ J to insert the current time.

Inserting an Address from your Address Book
into a Document

To insert an address from your address book into the document you
are typing first position the cursor on the line where you want the
address to appear. Then hold down YELLOW Fereien  and press
B ). this will take you directly to the address book:

[ Lo
Hame ‘Briagn Loder
Addres= :Ehe Essex Brick Co L+d . = ress
0 id Kiln Horks (E)dit Address
Che ImsFord [F )ind Address
:E Y CEB s g (= lete Bddres
#me_ Te1l H %3% Ade2 P/ (F I int Addresses
Fice Tei!d 4= _}%34 4= 1 2"”‘% (-b)_t
O H Fress op to x|
Fabi e TeI:ISEES 48%8 1

Memc

Use (3= 553 or *Find” to find the address you want fo insert then press
) to 'Transfer’. The name. address, telephone numbers and
memo will then be inserted info the document at the left ~margin.
Use =3 (5. to delete the lines you don’t want. Use (=_Jto
position the address lines across to the right if required.
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Inserting one document into another

Nith the document on the screen, position the cursor where you
~ant the second document to be inserted hold down ¢t and
oress (=_J. Highlight the name of the document you want to insert
then press the (=) key followed by [' s, This could be used for
nserting standard paragraphs.

Moving, copying and deleting blocks of text

sefore you can move, copy or delete a block of text you must firsi
~ark the block. (The block editing commands are given on the
‘amplate.)

Marking a block

- rst mark the start of the block by positioning the cursor on the first
-naracter then hold down and press (6 =), mark the end of
-ne block in the same way.

"o quickly move to the start or end of a block hold down and
-ress (54 then press (i) or 1))

" there are codes in your document for bold or underlining etc,
~ese will show on screen as you mark the block. This is fo help
revent you leaving the codes behind when you move, copy or
:slete a block.

ove block

st mark the block as described above then position the cursor
.mere you want the block to be inserted and hold down
nd press C-J. The block will move from the old position to the new.

Zopy block

st mark the block as described above then position the cursor
.nere you want the block to be repeated and hold down [Function]
:~d press [5 1. The text will be copled.

Store a block as a separate document

-ring a block as a separate document allows you to insert that
-ock inrfo other documents (qs described above).
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First mark the block as described above then press z<l. Press [F:
(to “Copy block or document”) you will see the following message:

|Copg: enter nome For document:

C — Copy b |ock or document
P — Print to Screen
B - Print Block

Type in @ name for your block then press (=], you are returned to
the document and your block is now stored.

Delete block

First mark the block as described above then hold down
then press 7 (refer to the Template).

Undelete block

To restore a deleted block position the cursor where you want the
biock and hold down 73 and press M),

To unmark a block

When you have finished working with a block hold down £~ and
press (<2,  This clears the square bracket codes and the
highlighting from the screen. You cannof mark another block
before you have unmarked the first,

Changing text appearance (bold, italic, etc.)

ltalics

To change text to italic use the 'ltalic’ command. Position the
cursor af the beginning of the fext to be italicised and hold down
E- and press [.. then repeat this at the end of the text. If you
want the word to be italic as you type hold down () and press
-] before you start typing then do the same aggain when you have
finished.

The text will show as italic on screen only if Codes are OFF. If Codes
are ON you will see two highlighted letter 'i's in the fext; these are
the Italic "Codes’. To turn Codes on or off hold down e ana

press & .
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Cancel ltalics

To cancel the italics command you must delete the italic "codes”,
To do this the codes must be showing cn screen, if they are not hold
down [t and press B, Delete the highlighted 'i's by
positioning the cursor on them and pressing -,

(Note that whether italics appear in the printed document will
depend on the printer you are using and how you have set up the
printer and Notebook before printing.)

Bold

To embolden text position the cursor at the beginning of the text to

ne bold then hold down (= and press 22, do the same at the end

Sf the text. If you want fext to be bold as you type hold down {7

and press [ = then start typing. when you have finished hold down
) and press (2] again.

"he text will show as bold on screen or you will see two highlighted
atter ‘b in the text: these are the bold "codes’. To turn these
~odes on or off hold down E=<%*7 and press .

Cancel Bold

"5 cancel the bold command you must delete the bold "codes”, to
o this the codes must be showing on screen, if they are not hold
sown B and press (2 ). Delete the highlighted 'b's by
~aositioning the cursor on them and pressing -,

Note that whether bold appears in the prinfed document wifl
zepend on the printer you are using and how you have sef up the
--inter and Notebook before printing.)

Underlining

"> underline text position the cursor where you want underlining to

~art then hold down £ then press [ss, repeat this where

derlining is to stop. If you want to underline the words as you

~.pe hold down £~ and press [5 &) before you start typing then hold
-} and press again when you have finished.

Note that whether underlining appears in the printed document
~ill depend on the printer you are using and how you have set up
~—e& printer and Notebook before printing.)
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Other effects availble in Notebook’s style menu

The Notebook will print your documents with 10 characters perinch
(aiso known as "Pica”) but there are other options available in the
Style menu.

Whether the changes you have made appear on the printed
document will depend on the printer you are using and how you
have set up the printer and Notebook before printing.

How to change the character size or style

1 Position the cursor at the beginning of the text you want to
change.

2 Press the lva

ext Formatting ...
reate Header

reate Footer

oo record s tortlend
|sp|a

acor document
i t to Sop
rlnt Block

[N L
)
=T
el

MDOO=ZNI~
UﬂDUZDDH

3 Now select the Style menu by pressing = ) or by using the =
&3 (7] B keys then pressing (=,

4 Select the style you want using the (cursor) keys and press (=,
or by typing the letter to the left of the option.

(Note that some combinations of styles will not print together.)

§ A code will be inserted into the document.

Froua | Repart
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The code should also be inserted where you want the style to finish.
Position the cursor then repeat the above procedure. You should
end up with something similar to the following:

LArnua | Resor

Place markers

fou can insert ‘place markers” into a document in .order to get
guickly to a paricular place. You can have up to 10 individual
markers or a limitiess number of multiple markers.

nsert markers intc the document by holding down and
oressing (*.) and then typing either a number from 0 to @ for
ndividual markers or a ? for a multiple marker. (A message appears
on the status line showing which characters can be used.)

.se the same command when you want to go to a particular place
arker, fo a block marker or to the Left or Right margins of the text.

"0 go to the next marker of any type hold down = and{__] and
~ress (6. To go o a previous marker press (&

Special formatting characters

ere are several special characters that you can Insert info the
-2xt of your document to control the way in which it is formatted.
e special characters are as follows - soft hyphen, non break
‘hard") hyphen and non-break ("hard®) space.

-ou put a soft hyphen in the middle of a word where you would
ot mind it being broken and hyphenated if it had to be spiit across
—~a end of a line, Without a soft hyphen the whole word would just
2e word wrapped ontfo the following line. You type a soft hyphen
-y holding down =) and pressing [+ ). 1 Is shown on screen as an
~verse hyphen.

- non break space is typed by pressing followed by the
sace bar It has the special property that it will always be kept
>gether with the characters before and after it as if the two

Ha




separated words were just a single word. This is useful in the case
of peoples names where you want fo keep their initials with their
surname. Mr. C J Lawson might be broken if it occurred af the end
of a line. But by typing the spaces between "." and 'C", "C'and J*
and 'J* and "L* as hard spaces the whole thing will behave as a
single word.

Similarly, a non-break (hard”) hyphen is used when you wish to type
a hyphenated word but do not want it to break across the end of
a line. You type a hard hyphen by pressing (M) followed by -

The word processor menus

There are various menus of word processing functions that can be
accessed by pressing the [“.-] key when a document is on the
screen,

3
Text Formatting ...
Crecte Headar

Cregte Footer

chro record stortfend
L

|spla#

opw block or dacument
rint to Screen

rint Block

moacr oS

[N NEEEE £

MmO I

Some of the options have an immediate effect when selected,
others require additional actions.

There are quick-key alternafives to some of options that are
available in the Editing and Text formatting menus and fthese are
shown in the menus:

[ TR Y STl 5

o e/ page I
unt wards 0 B lock
wor morkers (Cirl—K)
Unde ete block (Crrl-il)
Yiew user digtichard R R
$emove ward From user dictionary

ate (Gym=D]
ime (Sum=T ]

AR

The quick-key alternatives all require two or three keys to be held
down an once, so for example (Ctrl-K) means hold down the -
key while you press (=), "Ctn* and "Sym" are abbreviations fo
"Control” and "Symbol’,

To get out of a menu at any time press e, until you return fo you
document,
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or instructions on how to use particular options refer to the relevant
hapters in this book.

ist of Documents

old down =3 and press z_ to quickly access the List Stored
ocuments screen while you are editing a document. To rename,
stete, insert, print or edit another file press =) then select the
otion you want. Hold down [+2%7 and press the Red key to
-turn fo the document you were editing.

> get to the List Stored Documents screen from other parts of the
stebook program hold down and press [ 5.

ote that the list of stored documents will only show a maximum of
8 files/documents. if you have more, only the first 248 will be listed
~d the number of documents at the top right will show "248+".

leaders and Footers and Page Numbering

saders and Footers are lines of text which print at the top and
-tftom of each page within the header and footer margins, A
age number can be inserted that will automatically increment,

-2 commands to insert headers and footers are “Stored
smmands' and for more information on stored commands refer
- +he section later in this manual,

eaders and Footers

-2 header prints at the top of the page within the header margin,
sou want more than 3 fines of header you will have to change
= '"header margin' (refer to the section on page layoul). The
~ader will print on the top of the header margin, a footer will print
- *he bottom of the footer margin.

serting header or footer text:

With the cursor positioned on the first line of your document
press the (=) key. Then press either [°.) for header or (7 ] for
footer.

The header command is inserfed into the document and you
can now type the text that you want to appear in the header
or footer, eq:
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3 If you want to centre the text you can do so by holding down
=1 and pressing (z_J. Note that the > must be in column 1 (on
the extreme left of the screen) for a header or footer to work.

JHE Arnua | Report:

Differing header and footer text on odd and even numbered
pages can be included using some of the advanced Stored
commands. Refer to the section on stored commands for more
infarmation.

Page Numbering

Page numbers will automaticdlly be inserted where you type a
percent (%) symbol in a header or footer. Page numbering will start
at 1 but you can change this using the PN command, refer to the
section on stored commands for details.

The Go To Command

This is o useful command if you have a fong document. You can
go directly to a specific line, column or page number. if you want
1o see line and column numbers you will need to switch the "Status”
line on by pressing B2 G ‘

Hold down [ key and press (°. ],

i Poge il or L ldle i A _m_
& rs aye ever Lised 6 COmputer

this (5 e b ne |
thic is the second |ine of the First document i have ever uritten on o
conputer

Type in the lefter p, 1 or ¢ then the number, for exampile to go to
page 2 type: p2.
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The line number you can give as a destination is the number
counting right from the very start of the document. Normalty, the
ine numbers shown on the screen are only shown from the last
oage break. To switch to displaying "absolute” line numbers hold
Jown and ] then press EL_xJ

he Go To command is also available at the Editing Menu.

Status Line

“ne line across the top of the screen when you are typing a
4Jocument is called the status line. Your Notebook has two types of
status line, a simple one for beginners and a more detailed one for
advanced users.

—old down and press (&8 to switch on the status line.

Line Column Right Justified Word Wrap

A

0 be ge Ing g0ad at thi ,
_have noticed there ore ng copital letters in my sentences
{15 LINE IS ALL IN UPPER CRSE

o [ om getting quite good on this Notebaolf

. /
C (Caps Lock on) R (Recording Macro)
~ord wrap and right justification can be switched on or off of the

....... £

~etied (5. menu. Insert mode can be switched using (] (&

Page break

-age breaks will automatically occur at the position determined by
-a page I%u’r. If you want to force a page break before this
~old down "] and press (* <. The page break stored command
«ll be inserted into the document:
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Page Layout

The way your Notebook "lays out’ the text on the paper can be
altered by changing the ‘Layout’ menu and inserting Ruler Lines.

The illustration below shows how the margins and ruler lines affect
the page layout.

& ¥
! 1; Top Margin (IM} 3 Lines
! # Header Margin (HM} 2 Lines ‘Header text’
' '
Side
Margin
55(8 1o
QoS
)
1
1
1
1 | 1 R
1
1
1
1
!
Page Length : Lines
[:1.) E‘Lraes ! . uvc;rcl)?ble
| ot
. printing
' text
|
| L e
|
!
I
!
1
1
1
1
1
1 ¥
1
' 4 FooterMorgin (FM) 2 Lines *Footer text”
| 1 &
+ | ¢ Bottom Margin (BM) 3 Lines

The text is printed immediately to the right of the side margin. To
centralise the text on the page the R on the ruler line must be
correctly positioned.

To indent a paragraph insert a ruler line (see below) with an L where
the text is to start.
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Layout Menu

Jse the Layout menu to alter the margins that will appear on the
inted page; hold down == and press (5.);

ROl Overtuype or +« + to chonge. T+ 4 to move. Step ta Finish

Poge length [|ines] [BE] E6
Top margin (|ines] [3) i
Hecder morgin (| ines) [Z)
footer marditi [lines) (2]
Bottom mardin (lines) (3]
Side marain [chars) (D)
_ime spacing (lines) (17 1

se (3 or(=1) to select the margin or other value you want to
-nange, delete the current value using [>-] then type in your new
.alue and press (<] |, change line spacing usin [&9 &9 when
.ou have completed all the changes press ™ fo return to the

2diting screen.

Page Dimensions

“~e settings in this menu govern the length of the page on your
*.otebook screen and should be compatible with the paper you
~ant to print on, if the seftings are wrong the document may not
-int onto paper in the correct position.

>age Length: This is expressed as the number of
iines on the page, there are 6
lines to an inch, so, for example,
A4 paper has 70 lines.

“op and Bottom Margins: The blank areas at the fop and
bottom of each page. You may
want to adjust these if, for
example, you are using headed
notepaper and need to increase
the top margin so printing starts
further down the page.

+ is important to note that many printers are physically unable o
~int on the top and bottom few lines of a single sheet of paper
s~d you must allow for this. For exampile, if your printer cannot print
-~ the top inch of paper, make the top margin at least 6 lines.
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Header and Footer Margins: The header and footer margins
are ignored if there is no header
or footer text to print. if you have
inserted a header or footer make
sure you allow enough margin for
it.

Aligning Text using "Ruler Lines"

Ruler Lines enable you to align the text in different ways, fol
example if you want to indent a paragraph (on the left or right) ol
type a table of figures, create a Ruler Line sefting left or right indent:
and tab posttions where you want them.

All the text after the ruler line will conform to it.

Inserting & Ruler Line

1o insert a Ruler Line into a document simply type a "greater than
symbol (>) at the start of a new line, fype an "L’ where you wan!
an indented left margin. exclamation marks (1) for tab positions anc
an 'R where you want the line to finish. Use hyphens between the
symbols, this is not essential but it does make the ruler line easy fc
pick out on the screen. All the text offer the ruler line will conforr
to the new format that it defines, until another ruler line is inserted

The following is a typical example of using a ruler line:

The Vine above shows the defoult ruler settinﬁ with o 7 choracter
l{lide collurln ond three tobs set ot the stort of the Ilge.

’ The |ine above is o ruler line and has cjeFineB
yhere the right ond left nargins of this text
ocour

The ruler line display has been switched on &3+ 1)) and |
currently showing the default ruler line which is used when you star
a new document. This applies to the first two lines of text but th
third line of the document defines a new ruler and the remaining
lines conform fo that new layout. In this case it has define
indented left and right margins. Although you type ruler lines infe
your document just like any other line, they are not printed - this i
true of any line that has a ">" character in column one. See qlst
the description of "Stored commands® later in the manual.
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Hheh you stort a neu document there is already a stonderd ruler I ine
set up |ike the one above. this_ will not be wsuble unless oy chonge
“Shou Ru‘!ler"' to YES in the ConfFigure menu. Ruler [{ines are not

ﬂ 1

b e ! !
12 W is_ indented on both sides, Text can be
i ed fo hs left of the worgin to enabie wou to number

" Hars basiti 'y
1al+ ition the cursor on the out:-'.lde mur'ﬁen using the
3 ocursor mber-

*
-+ then press the tab key, t then
: 3 press tob and start tuping the Purugruph o
» tb)-) Alwogs use tobs to align text - they make re—oclignment
+ easiér vhen Yol make any cheonges aond ore essential Far
3 -) tuping tobles, For example+

- H ! 1 Red
3 + BaguettesSondwich*Ral I
+ Cottage Cheesed 1.30+ 1.1083 B9
* Provencal» 1.0+ 1.108+ 2.9
3 Bacon & Avocoda? .b@+ 1,302 1.18
)—-I————i———— Rul

When you uwant to revert to using the stondord ruler line hold doun the
‘Control] key and tupe "d*. The standard ruler line is inserted.d

As shown by the above, various parts of your document can be set
-ut under different rulers so each part has its own format, At any
-me, while editing, you can hold down t~J and press (° ] which
«ill insert the "default” ruter - that is, a ruler identical to the one that
; normoIIELir}'a force before you enfer any new ruier line. Also, you
-an use to insert @ new ruler which is g copy of the ruler
~at was used above the current ruler. You might use this when you
~ant a paragraph or two lagid out in an unusual format and then
~ish to instantly switch back to the ruler that was in use preceeding
S,

~ese functions are also availabie in the text formatting menu.

Jeleting or Editing a Ruler Line

-& Ruler Lines that you insert can be deleted or edited in the same
.ay as all the other text. Move or insert more tab positions at any
=e by inserting and deleting exclamation marks.

Jsing Tabs

~* tab positions on your ruler line by typing exclamation marks ()
2n use the tab key (__J) to move from one column to the next.
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LT e DT L L OO - o1

When using tabs it makes work a lot easier if you show the tab
characters on screen, to do this hold down Function]  gnd press (5
to get info the Configure menu:

HAMAMEANDICE Overtuype or + + to ochonge. T 4 to move. Btep to Finish

Insert ons/oFF
Hord wrap
Right _Justifyg
Eec 'Ta cl;:\a;?gt €P 1 [ 12@th ]
ey FepaG rtue =eon
Eey repeat ﬁerlog (?5@§§ secs )
ursor Flash period (1 th s==ca]
how printer codes?

%pooes?

gnou abs and returns?
ow status inFormet [on?
Show ruler

ITTTLUOMN- D00

CO0000@—R-333

J

L4 Cottage Cheese+ 1.20+ 1,19+ .98
3 Provenca |+ 1.30+ 1.10+ @.99J
¥ Bacon & Avocado+ 1.60+ 1.20+ toIRe
Decimal Tabs

To automatically align figures at the decimal paoint, insert a decimal
tab position on a ruler line using a full stop (), for example:

=4 " =
> L ! ! ! R
¥ » Eaquette*SandwichRo | 1< ful
a - ' ' T
+ Cottage Cheese+ 1.30+ 1.18+ @.9@
+ Provenco |+ 1.30+ 1,18 Q.99
+ Bacon & Rvocado? 1.6@+ 1,38+ 1.10
Right Align Tab

If you don’t type in a decimal point at a decimal tab the text wil
be *right aligned". To align text against the right margin use the fab
key to position the cursor at the end of the line then type and press
return, for example:

P T T =T B S B | s I
L ¥ L ! | ! Rt
il
+ Cottoge Cheeses | .30+ 1.8+ Q.30
¥ Provenca |+ 1.3@+ 1,18+ .90
¥ Bocon & Avocado+ 1.6@% 1,383 1.1
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Find and Replace . e 4

When you want to find a particular word, of plece of text within g
document you can use Find. To find the word or text and replace
it with different text use Replace.

To use "Find" hold down and press &, type in the word or
text to find and press (<. To find and "Replace’ hold down
and press (5., type in the text to find press = type the
‘eplacement text and press (=,

The following characters and the printer control codes cannot be
entered directly into the text to find or replace but you can enter
them using an exclamation mark as follows:

Printer control code I<letter>

question mark 1? :
exclamation mark " S
hard return o I : :
soft hyphen _ : I-

non-break hyphen ' U

non-breck space lespace> N
search for specified code lenumber> nd

wildcards - a question mark (?7) can be used to represent any single
cnaracter except fora J  and you can use an unlimited number
of wildcards. So, for example, to find all the occurrences of
recognize’ and ‘recognise” you should type in 'recogni?e’ as the
~ext to find.

Jhen you have entered the text you can press return for a simple
earch forwards from the current cursor position to the  first
sccurrence, ignoring the case of letters and finding the text even
‘it occurs as part of a longer word and asking for confirmation
oefore replacing a piece of text.

-2u can select one or more of the search options. The options are:

G - global: Search the whole document from the start
regardless of where the cursor wos when
selecting "Find".

C - match caose: Only find occurrences where upper and
lower case matches with the text you have
entered.
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B Search backwards from the cursor position
to the start of the document.

w Only search for whole words.

A Find/find and replace all occurrences to
the end of the document, the fotal number
of occurrences/reptacernents is given on
screen when finished.

n Find the ath occurrence of a plece of fext.
s ~ Type any number up to 255.

Using Find

Once you have typed the text and selected the options, If any, you

are returned to the document and the cursor will be on the first

occurrence. To find the next occurrence hold down {7} and press

(e..). to search back for the previous occurrence hold down =

and press (. If not found a message xxxx not found wil

appear on the status line and you will hear a beep.

Using Replace

The cursor will be positioned on the first character of the first
occurrence of the text to find and a messages, Replace (y/n)?
will be displayed. Press () to replace the text and move on to the
next occurrence. Press Notebook to move onfo the next
occurrence. To finish finding and replacing press ror],

Examples:

To find all occurrences of the word "text” in lower case dnly, starting
at the cursor position:

Find: text
Options: . . Cw

To convert all occurrences of "pic* or "Pic” to PLC. confirming each
replacement:

Find: plc
Replace with: PLC
Options: S . GW
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o find the 12th 8 ietter word: : : Sy of wolkt

Fina: : S NN?
Options: N WG12

Jsing Macros

Vhat is a Macro?

. macro is a sequence of keystrokes stored together so they can
e reproduced by using just two or three keys. So. as a simple
xample, you can save a frequently used phrase to save yourself
aving to re-type it every time. At a more advanced level you can
se Macros to execute commands or to quickly insert a “Special
“haracter' info your document,

. few macros are already on your Notebook: for example when
su insert the current date into o decument by holding down -
1d pressing ] you are using a macro. Other macros are set
o to give you European accented letters.

5 use a macro hold down B~ and press the letter key, hold down
Jand [0 Jfor the capitat letters.

~e table below shows all the ready made macros.

d 4 m L s B | E A
c ¢ |n A [t time | N N
d date | o & |u a |0 O
e @ |p T |A A |[S 8
h Y2 la 'ml{c ¢ {u U

-y can easily re-use any of these B-) key combinations by
=zording @ new macro.

-2 complete space set aside to hold the macros you define is 256
~aracters. All your macros combined cannot be larger than this,

while recording a macro, you exceed this then the macro
-zording will terminate.
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How to record a Macro “Phrase”
1 With a document on the screen press the [ua
mm._m—._

key.

Edltlng .

E »

5 »

T * Text Farmatting ...
H — Create Header
- Create Foot—r

T BT AL
[

oGk or document
? Sﬁre 2l

. I
Cop
Fri

[l
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EY

Lo

Pr =]

[upuyl

H
nt
nt

2 Seclect Macro Record start/end by usu&fhe Fe) B9 C7) ) Y
keys to highlight the option then pressing

or by pressing [7s):

?Itlng .
axt Fo mattlng -

Ereote o

Creagte Footer

atter . then key sequence ! ]
p

L%

[ Prass Swmbol ar

oPyY b[ock o Jocumen k
rimt to Scresn
int Block

[MI—Kom
[N _IIVU¥

oo

3 Hold down = (or &1 and . _J) then press a letter key. You
are retumned to the document. (While you are recording the
Mmacro an R shows on the top right hand corner of the screen.)

4 Type in the phrase you want fo store. {n this example we are
storing "Yours sincerely”).

Lo skt

Yours s incere 4l

5 When you have finished typing the phrase press s c:ndpsele
Macro record start/end again by usin the (&= (&) [V O

keys 1o highlight the option then pressing L= or by pressing (Mal,
If you make a mistake while recording a macro then start agai
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How to record a Macro "Command" et o o oigeld

In this example we are storing the command to change to largse
print size under the & - s) macro. A "Special Character* can be
stored in the same way.

E)

1 With a document on the screen press the [

key.

Am

ole_ ... .
ext Formatting ...
regt= Heo
o ter

e

ck or document
S

oo

L) ) T S S 2T [IL= ]
* Editing ...
» St
T *
- e
— Fo
— Qisp Qﬁ O%
— Loy blo
= Priht ta e
- Print B k

2 Select Macre Record start/end by using the (=3 1)
keys to highlight the option then pressing L. or by pressing ™o):

Editing ...
tyle ., R
ext Formatting ...
reate Heoadar
reqgte Footer
wtter. then key sequernce: )
arvveveren
opd b lock or document

L
Br!nt to Screen
rint Block

o

[ Press Sumbol an

NI =T
L1 |l | ¥¥¥

mo

3 Hold down £ press [*s). You are returned to the document,
(While you are recording the macro an R shows on the top right
hand corner of the screen.)

4 Now carry out the command or procedure you want to store.

For this example press the key, select the s >>Style menu
by pressing £, then select L - enLarged by pressing[' =). You
are returned to the document and the enlarged print code
shows on the screen:.

t Press =
the document and the macro is stored. If you make o mistake
while recording a macro then start again.

2 then press (M) 1o stop recording. You are refurned to

s insert the enlarged code into any document you can now hold
sown ) and press [ s,
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Displaying the Stored Macros " o1 - < DWODO1 O +

A list of all your stored macros is displayed on the screen if you
select 'Display macros' at the Editing Menu:

ditina ...

e :

ext Farmatting ...

reate Heoder

. . reate Footapr

ST L= l=lan] r‘wcﬁﬁa s tor tr’eni
=i ack ar documen

int to Screen

int Block

et

=,

MO TOOHANM

il

oo X—Hom
FHIG L% F¥

You may not understand some of the macros listed, refer to
Appendix 3 for further details,

Spell Checking

Your Notebook word processor comes with a 48,000 word dictionary
and you can add words to it that you regularly use. The spel
checker compares each word in your document against those in
the dictionary, when it finds a word that is not in the dictionary it
highlights the word and a menu shows on screen with various
options allowing you to store the word in the dictionary, ignore it
change the word yourself (edit) or select a word from the
dictionary. You can also spell check a single word.

For instructions on how to use the spelichecker (Spell word and Spetl
text) refer to Section 1 of this manuat.

User Dictionary Upkeep

Each word you "Store* when using the spell checker is stored in yo.-
User Dictionary. You can ‘view" the words stored and delete worcs
that you mis-spelt or no longer need.

View the words in the User Dictionary

Tl

1  While o document is on the screen press the (-
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2 Select the Editing menu by pressing 1. W - O

Choose charaster (Sym=Meau )
Goto | inegpugﬁ-x‘cn Iumrn (Cerl—G 3
Count worda yn Elock

C lear markers (Ceri=K)

ilrde jlate block (Lirl=U)

IC Do

BNDVE  LIDF rom user Jictionary
? cate [Sym-D )
im2 (Sum-T)

3 Press (Y] to select v -View User Dictionary.

he words on the screen cannot be changed or removed and
sressing any key will return you to your document.

Remove a word from the User Dictionary

Jnly words that you have stored can be removed.

While a document is on the screen press [Za
2 Press F ) or (2] to select the E »>> Editing Menu'

3 Press("_JtoselectR - Remove word from user dictionary.

nge vard to delete From the user dictionary and press « i

1 Type the word then press (=2); the word is removed and you are
returned to the document.

e word must be typed exactly as it is stored. if you type it
Jifferently you will see the message:

Tupe uord to delete From the user dictionory and press < Blenkinsop
NHot in user dictioncry. Press a key: |

if this happens "View the User Dictionary® to see how you spelt the
~ord originally, then try again to remove it.)
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Counting Words Y R

Your Notebook will count all the words in your document, just hot
down and press

o = — g 3 = ! I P .
e are going o urite o mMemo Wl deTiEerate mjstakes so thal ué can
use the spellchecker, We are also aoir to write in 6 ward which not
only is spelt wong but is actually the Plaht word we mean to use in
thiz particulor seftemce written on the HCZRE,

Counting .., 5@ words
Fress Stop to exit ...

Configuring the Word Processor

Change the default word processing settings using this menu. |
for example, you prefer always to see the codes on screen chang
the "Show Printer Codes' setting to (Yes). When you want 1o switc
them off temporarily use the "Codes on/off’ ( Funcied (3] ) fror
within the document.

To use the Configure menu hold down the YELLOW Evneted key an
press &_J:

B ENPNIRE Overtupe or ¢ 4 to chorge: + & to move, Step to Finish

Insert on/off (0]
Hord wrap {On)
Right fustng {0n)
Decimal characoter (.)

Key repeat startup delay (100th secs)  (30)
Keu repeat period {10@th secs) {9)

Cursor Flash period (180th secs) (50)
Sha printer codes? (Mo)
Shol spaces? (Ma)
Show tobs and returns? (No)
Show status inFormation? (No)
Shou ruler (Mol

To chon one of the settings use to select the option the
use (& (&5 to change the setting.

The first three entries define whether or not Insert, Word Wrap ¢
Justification are normally on when you first start to edit a documen
When you first start to use the Notebook they are all set to on.
you switch them off here you can easily switch the effects back o
while typing a document using &, or
respectively.
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Decimal character - : IR B

This defines the character that will be used to align numbers when
decimal tabs are used. In the UK this would normally be set to a full
stop but it can be changed to a comma for use on the confinent,

Key Repeat Startup delay

The time delay before a character starts to repeat when a key is
held down can be changed. You may want to change this if, for
example. you are not a trained typist and you often unintentionally
repeat characters, however it will alsc cause a delay when you
want to hold down a key, as when typing a line of hyphens or full
stops. Increase the value to give a longer delay, decrease it 1o
shorten the delay.

Key Repeat ”
The speed at which the character is repeated on screen as you
~old down the key can be increased or decreased 1o suit your
~eeds. To slow down increase the value, to speed up decrease
‘he value.

Cursor Flash Period

“hange the flash speed of the cursor, to slow down increase the
«alue, to speed up decrease the value.

View options

e last five entries define which of those items is shown when you
-rst start to edit a document. During editing. any of them can be
-witched on or off using [~ followed by [ for codes, [*_] for
:oaces, ™) for tabs & returns, [ = for status or 7] for ruler. (As shown
:n the inlay. =i «; can also be used to show/hide status
~formation and Fe=(5_] can be used show/hide codes)

131



Printing from the Word Processor wmdo o

Most printers will be able to print your Notebook documer
although they may not be able to print all the various styles (bc
or italic for example) that are available in the word processor.

Connect to the Printer

Connect your Notebook to the printer using @ parallel centron
printer lead (or a serial lead if the printer is serial). Most printers
already have this type of lead connected, so just connect it to
PARALLEL or SERIAL port on the back of your Notebook.

Please note that it is not possible to use the printer mechani
supplied with the Amstrad PCW wordprocessing computer. The o
exception to this is the model supplied with Canon 8J10 printe
this can be directly connected to the Notebook.

Switch on the Notebook and the printer.

The printer must be switched on and be ‘on-line”; if you are 1
familiar with the printer you are using refer to the manuail suppli
with the printer.

select the Document you are going to print

Hold down YELLOW (=== and press (7 +J, your list of document
shown on the screen. Hig[r%h_’r the name of the document y
want to print by using (=] (=1 ) (),

Before you press (=1 to start printing you should set up |
Notebook for your printer using the Printing options menu.

Press the Einl key, the following menu will show on screen:
LMD Overtupe or & 4 to change. T 4 to move, Step to Finish

Stort ot page number (1} 13

£nd at page number (999} 9
Near letter quality / Deaft (HL@) HLQ
Cont inuous €r~mt ing? (Yes) Yes
Heu poge ofter print? [Yes) Yes
Form Feeds enabled? (Yes) Yes
Line Feeds printed? iYes) Yes
Printer (Simple) Simple
Printer choracter set (IBMY 1BM
Printer port (Forallel) Parallel
Serial port - Boud rote [9502) 600
Serial port - Dotafstop bits [8/1) 8/1
Serial port - Par*ltﬁ (None!} Hone
Serial port - Hondshake {On) ord
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ress (=4) or (1) to move down the menu. Use (&1 or - to
change an option.

'he Start at / End at options dliow you to select just a ronge of
sages to be prinfed, On dot-matrix printers the NLQ option
Jetermines if the printout is in a single, low resolution or a double,
\igh resolution pass. Whether this option has any effect may
HJepend on the printer you are using. Set Continuocus to No if
~rinting single sheets in a printer that does not auto-feed. When
rorm feads are enabled the Notebook wilt send the special new
hage character to a printer (ASCII  12) for each new page,
stherwise it pads out with blank lines. Line feeds should be
disabled if your printer puts a blank line between every line printed.

Select one of the printer types:

simple - This option will allow you to print on any printer but styles
such as itaiic will not be printed, just straightforward text; underlining
and botd might print but this will depend on the fype of printer.

BM 24 pin - Whatever the make and model of your printer, if it is
~-ompatible with the IBM 24 pin Printers (check the manual supplied
«~ith the printer - you may have to adjust the printer in some way)
.ou can use this setting.

Epson 9 pin - Whatever the make and model of your printer if it is
-ompatible with the Epson FX range (refer to the manual supplied
~ith the printer) you can use this sefting.

tpson 24 pin - If your printer is compatible with the Epson L& range
Su can use this setting (refer to your printer’s manuat).

~anon BJ - Use this if you are using a Canon Bubblejet printer.

.asetjet - if your printer is an HP Laserjet, or compatible with one,
se this sefting. For other laser printers use the Epson 24 pin setting
- the printer can emulate if.

orinter Character Set

~are are two different sets of characters that a printer may use.
~e Epson set has a limited range of characters but offers italics,
.mile the IBM set has the complete range of characters that your
.otebook understands but may prevent italics from being used.
Jost printers have DIP switches to change between the possible
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choices. You should make sure that this setting on the Noteb
agrees with the way the printer is sef up.

Printer Port

This may be set to either parallel or seral. You should set fhis
according to which port you have connected the printer fo. If you
have a choice always choose parallel (Cenfronics) as it is much
easier to use and is also quicker. If you select serial then you must
also set the values associated with the serial port. : g

)

Serial Port

These settings are for connection via the serial port, for printing to
take place the printer and the Notebook must be set 1o the same
values. These settings are similar to those used in the serial terminal.
See the section on transferring documents for more detail.

The settings in your Notebook are the best settings to use, if you ©
adjust your printer to these settings do so (refer to the manu
supplied with the printer).

(If using the parallel port you don’t need to adjust these settings.) , '

Starting to Print

When you have finished setting up the printer press to leave
menu. Return to the print document screen, and with the highlig
on the document you want to print press (=],

if you see the message Plug in or switch on the printer.. .'
even though you have done so, check that paper is loaded and
that it is switched "on-line”. 5

The Finished printing message may appear am
immediately even though the printer has just started, this is beca
the whole document has been stored in the prinfer’s buff
memaory. You can press B+ to exit and continue working.

If you have printing problems

If the document does not print properly it is probably because you
have not set-up the Notebook and/or printer correctly. Try setting
the Notebook to o different type of printer using the Printer Optio
menu, you may find the correct setting using the "trial and err
method but, if all else fdils, you can use the simple setting.
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Sending/Receiving files

“he floppy disk drive on the Notebook is probably the easiest way
>f transferring documents and worksheets to and from another
-omputer. Just copy a file to a disk, insert it into the other computer
nd you can then read in the information. However, some
-omputers do not use the same type or format of disks as used on
-ve Notebook and IBM PCs. In this case you can still transfer data
‘5 and from the other computer by linking it to the Notebook with
1 suitable cable and using the Notebook’s Serial Terminal program
-~ establish contact and send/receive documents. The terminal
“rogram can also be used to contfrol a modem connected fo the
.otebook, but note that it does not provide facilities for auto
1 alling. off line reading, efc.

-acause the word processor built intfo your Notebook is a
zevelopment of the “Protext” word processor produced by Arnor,
.ou may like to use the Notebook for entering documents on the
~ove and then transfer them across to a desktop computer which
= 50 can run Protext o work on them in more detail when you refurn
"> the office. There are versions of the Protext software 16 run on alll
.ell known types of computer (IBM PC compatibles, Amstrad PCW,
“ommodore Amiga., Atari ST, Acom Archimedes) They are
ailable from:

Arnor tid

611 Lincoln Road
Peterborough
PE1 3HA

Tel: 0733 68909
Fax: 0733 67299

.en though you don’t use Protext on your desktop computer you

- ay still want to fransfer documents from the Notebook to use in a
- 4grent word processor. In this case you can still transfer the
scuments, choosing to convert them to WordStar format which is
- “ormat readable by many different word processing programs. If
-2 word processor you intend to use cannot use WordStar format
~u can use plain ASCi but all formatting and layout will be lost.

a4 can transfer documents in the other direction (from desktop
-0 the Notebook) as well. You would do this when you want 1o
=rieve q previously saved document or when you want to
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continue working on a document at home that you had started in
the office. If you use the Protext word processor on the deskiop
machine then you can transfer documents 1o the Notebook before
you go home, work on them in the evening or over weekends and
then transfer them back to the desktop in the office and all the
layout and text effects will be retained.

The spreadsheet software built into the Notebook is a development
of 'The Cracker' spreadsheet which is available in versions for |BM
PC compatibles and CP/M based machines such as the Amstrad
PCW range of computers. If you use The Cracker on one of those
machines, worksheets (. MEM files) can be transferred directly from
the Notebook to the other computer with all formatting and
formulae intact. If you use some other spreadsheet software you
can still export the data from your worksheets in .DIF, .DAT or .TXT
files. However, the formulae will not be retained.

Note: The following tends to refer just to PC computers but what is
said will apply equally as well to any other type of computer.

Serial or Parallel transfers ?

The Notebook can transfer documents either through its serial port
using Xmodem/CRC or no protocol file transfers. Alternatively it can
use the parallel port, Using the serial port you will just need o cable
and some communication soffware for the PC or other computer
that you are trying o connect fo.

If you want to use the parallel port you must use the “Lapcat”
software and cable that is available from Arnor at the above
address. The advantage of using parallel fransfers is two fold. Firstly
you don’t have any problems getting the right cable and making
the right soffware settings and secondly, it is a faster method of
transferring documents, Instructions on how to perform Lapcat
transfer are given in the manual accompanying the Lapcat cable
and software.



BRI 4

Serial fransfers

sefore you can transfer documents to and from the Notebook you
nust physically connect it to the other computer. There are two
~ays in which you might do this:

‘Local” connection

+the other computer is located in the same room as the Notebook
-en it will only be necessary to use a simple (‘Null modem”) cable
-3 connect the two machines together. When you do this you
-onnect the serial ports of the two computers together. The serial
~ort on your Notebook is the ¢ pin D shaped connector on the back
-f the machine. The actual connection for a serial port on ancther
‘omputer may vary from machine to machine. IBM PC compatible
-~achines normally have either a 9 pin connector the same as the
*.otebook or they may have a 25 pin connector.

'‘Remote” connection

- the other computer is some distance away then you wilt need to
—~ake use of a device caolled a Modern that allows computers to
2nd information over the telephone. Both the distant computer
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and the Notebook must have a modem attached to thelr serial
ports. This second option is effectively the same as a local
connection except that the Notebook is connected to a modem
using @ "straight through' cable in which "Transmit” (Tx) connects to
"Transmit” and "Receive” (Rx) connects to "Receive’ and so on.

When you use the serial terminal program in the Notebook you will
be able to type commands to the modem. if it is a Hayes
compatible modem you would normally use the command
ATD<number> in order to telephone the other computer that you
wish to connect to. Once connection is established you can
proceed to send and receive documents in a similar fashion to that
described below for a local connection.

Technical note: One point you may find useful to know is that if you
leave the serial terminal program, the Notebook's serial port is
switched off to conserve battery life. If you are connected to
another computer vio a modem the connection will almost
certainly be lost when you do this. To prevent this happening you
must instruct the modem to ignore the state of its DTR line. On some
modems the command AT&DO will instruct the modem fo ignore
this signal. Other modems have a switch setting that will achieve
the same effect. If you cannot control the modems DR signal then
you must not teave the serial terminal program if you wish the
connection to be maintained.

The Cable to use

The Notebook's serial port has a 9 pin, male, D-type connector
wireg as follows:

Pin Signal Abbreviation Direction

(l 1 Not connscted

' O O O O/ RS232 connactor 2 FRaceive data RX In

looking nto the 3 Tranamit data TX Out  Note: -
OO OO, kot NC200 4 Data terminal ready OTR Out DTR just dupiomies RTH
5 Ground GMND
T 8 & Not connected

7 RAequest to send RATS Out
8 Clear io send cTS In
& Mot connected

The computer you are trying to connect to will probably have either
a ¢ pin or 25 pin, male, D-type connector, Assuming it is wired the
same as an IBM compatible PC computer, the connections will be
as follows:
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1334;.7 1 2 3 4 5 6 7 B %10 11 12 13
00CT0 m......“’..";‘?.‘;."' OCO0CQOQC T oo o O RS oo
L0 0 0 O /backota PG (9 pim) OCO000000 0000 bukedare @
T a9 15 18 17 18 19 20 N 3 3 M 35
Signal Abbrevistion Direction Pin N2 on 9 pin  pin N on 25 pin
roursd GND -] 7
Tranwmit data X Qut 3 2
RAeceive data RX In 2 3
RAesquest to send ATS Ot 7 4
Clansr to sand 1D In ] 5
sel roady SR In 6 §
Data terminat ready oTR Out 4 0
RAing ndicator ;] In ] -3
Frama ground 1

As you can see, both the Notebook and the other computer (if it
nas a nine pin connector) have their transmit data signal on pin 3
and their receive data signal on pin 2. You cannot just connect the
similar named signals because transmit would connect fo transmit
and receive 1o receive. The transmit from one end must be
-onnected to the receive line at the other and vice versa. Some
>f the other signals must be crossed over in a similar way.

A cable that crosses over the various signals in this way is often
called a Null Modem Cable. The correct wiring for cables fo
-onnect the Notebook to an IBM PC compdatibie are:

9 pin to 9 pin  Null Modem Cable

NC200 Other Computer NC200 Other
TX 3 -3 TX 3 to 2
DTR 4I5 GND 4 to 6
GND 5 6 DSR 5 to 5
e > 1 &8 s o 7
CTS 8 a4 CTS 8 to 7

g pin to 25 pin Null Modem Cable

NC200 Other Computer NC200 Other
AR 2——————2 TX 2 to 2
TX 3——————3 RX 3 to 3
DTR 4 4 RTS 4 to 6
GND 5 5 CTS 5§ to 7
RTS 7 6 DSR 7 to 5
CTS 8 7 GND 8 to 4

f you are not able to buy a cable that is specifically designed for
-onnecting the Notebook to other computers, you should be able
‘2 show these detdils to any cable manufacturer advertising in the
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computing press and you will find that they will easlly be able to
make up the right cable for you.

Making the software connect

Once you have plugged the correctly wired cable into both the
Notebook and the other computer you are trying to connect to,
you are ready to try and see if the two will communicate. The
Notebook already has the necessary software to do this built-in.

On the other machine you will need to use some communications
soffware. The software you use will depend on the type of
computer but, for example, if you are using a PC compatible that
has a copy of Windows 3.x then you already have the necessary
software. There is a program called Terminal included in Windows
that will do. The communications sofftware you use can be very
simpte indeed although it would be best if it supports Xmodem file
transfers. The PC shareware program 'Telix" is highly recommended.

The Notebook’s Serial Terminal program

All communications with another computer will usually be

performed from within the Notebook’s Serial terminal program (the
other transfer functions in the List Stored Document menu are for
use by the Lapcat cable and software that is available from Arnor).
The terminal program emulates a DEC VT52 terminal. Details of the
escape codes it generates/recognises are given in Appendix 4.

You start the Serial terminal program by pressing Fo@r ). On
doing this you will see the following screen:

ﬁo!:le%‘%ge Press MEMU For Terminal Options
Serial Terminal Frogrom Press dto start the terminal now

If you already had everything set up correctly, from when you last
used the terminal program, you could just press (< to immediately
start communication with the other computer. But when you first
use the Serial program you will almost certainly need to set certain
values correctly before starting.
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Nhen you are using the Terminal program you will find that the ..

Tocrol

«ey brings up a screen that is used for both setting various features
-elated to the serial port and also for sending and receiving files:

NC288 SERIAL TERMINAL RENU OPT IGNS

v3.e?

I @ Corf igure terminal ﬁ

c—
Quit the terminal
"—
LY

} [E]) Receive o Fite g

SenaniIe 1
o =

ou can quit the terminal from this screen by pressing (°. while
sctually in terminal mode you can normally press to leave the
-arminal but if you have changed the Send ESC char opfion
Hetailed below) then it is not possible to use the = key to get out
-f the serial terminal program because that key will just produce

GEEraN

“n ESC character. You must press C)® to leave.

=-om this menu you press (¢ ] to configure the options within the
‘arminal program.

aud rot »> 908 * o —
Nﬂo!:lecbggg Eﬁ}§§FF. Eg&m lgj l to move

. Puﬁe Pause
Termimg | Echo WO
Configurat ion

ETIED e omeoe

rotocc AHodem

CRC YE
Block retries =
Timeout |imit )
Ask Overwrite YES For ngemal
File gonversion NSNE ettt inas
Sen cl H

Yithout getting into long discussions about serial connections
~hich can be a very complicated subject) it is only really
-scessary for you to know that there are certain values associated
ath the serial port that must be set correctly before you can get
-¥0 computers to communicate. Both ends should be sef to the
.ame values,

~e Baud rate is just a measure of the speed at which the
-orputers communicate, It can be set to a value chosen from 300,
200, 2400, 4800, 9600, 19200. For a direct connection it is probably
- st just to try it at 19200 and only reduce it if there appears to be
: problem or the other end cannot operate at that speed. You may
- g that the software used on the other computer limits you to a
-op speed of 9600 baud. This is the default setting.

“ne other things that can be set that affect the serial port are the
- mber of Data/stop bits and the Parity. It isn’t important to know
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what these things are - just to ensure that both computers are set
to the same values. Data bits should normally be set to 8, with 1
stop bit. This is shown as 8/1. The Parity shouid normally be set 1o
NONE. The Notebook allows you to change these things if the
software at the other end does not present a suitable choice, but
aimost all terminal software does allow these things to be changed
and almost all will choose 9600, 8 data, No parity, 1 Stop bit as the
default setting anyway. If you try to use a parficularly old/slow
modem you may find it useful to set 2 stop bits rather than just 1.

The XON/XOFF option selects whether or not the XON/XOFF
software handshake protocol is used. This is a system by which one
.end can tell the other end to stop transmitting for a short while if it

is sending data too fast. Try setting this option to "Yes® if characters |
ore being lost. However, it does rely on the other end dlso |
understanding Xon/Xoff.

The Page Pause would normally be set to Yes when you are
receiving screenfuls of data from the other end whlle using the
terminal and it is scrolling off the screen to quickly to read. With
Page pause on it will stop affer every 16 lines and wait for a key
press.

The Echo option determines whether the characters you type are
shown on the Notebook's screen as well as being transmitted to the
other computer. If the other end does not echo back the
characters that you type you won't be able to see what you are
typing. In this case you should switch echo on.

The Add linefeed option determines whether an extra line feed i$
performed for every carriage return received. Also, when this
option is set to Yes the [ key will generate both CR and LF codes
instead of just the normal CR code. If lines are not broken where
they shoutd be then turn this option on. If, on the other hand, lines
are double spaced, make sure this option is set to Off.

The Protocol option lets you choose between Xmodem and no
protocol. When sending and receiving files you should always usé
Xmodem if you can. This is a system whereby the data to be sent
is split into small packets and the other end confirms that each was
received cormectly. This means that you can be certain that no
errors are intfroduced during the transfer process. This is explained
in more detail Iater in this section.
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e only reason to set the protocoel to "None™ is if the software on
e other computer does not support Xmodem file fransfers. When
«odem is not used the data is just sent as one single block and
-~e other end must capture the complete block of information and
~te it to a file. However, this can be prone fo errors.

~e Use CRC setting should clways be set to Yes. This is the type of
=rror checking used during the Xmodem file transfer. The other
- assibility is "Checksum® but this is an older method. Only change
~s sefting if you know that the other end only supports
-modem/Checksum.

~e Block retries option sets the number of fimes an aftempt is
-ade to send an Xmodem packet before the transfer stops with
1N elIror.

~e Timeout limit option sets the length of time in seconds that the
~odem transfer will wait for the other end to respond to a request
=fore assuming an error has occurred.

ask Overwrite determines whether the serial terminal should stop
~d ask you if you really want to over wiite a file if the name you
3 e for receiving already exists.

-e& File conversion option determines whether the data that is sent
-sm the Notebook should be left in Protext format including all of
- special codes for use in a copy of Protext on another computer
- is available from Arnor for PC/PCW/Amiga/ST/Archimedes). If
~u are exporting the data for use in any other word processor you
~ould set this option to either WS (for WordStar) or ASCII. The merits
- each of these file conversions was discussed in the section “Using
-2 floppy disk drive”.

- you change the options in the configuration menu and wanf to
=+ them back to their initial starting values just press the .. key for
-2 Normal settings.

viaking sure the connection works

~ce you have the machines connected and they are both
aning terminal software you should find that if you type
-aracters on the Notebook keyboard they appear on the screen
- the other computer and vice versa. Each time you intend to
snsfer files to/from the Notebook it would be advisable to start by
~+ering the Notebook’s Serial Terminal program ¢%d(* ]) and
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just type a few charocters on each keyboard fo make sure that
transmit and receive are working OK. There is no point in spending
a long time trying to transfer files only fo find that the fundamental
connection that allows characters to be sent in both directions waos
not working.

Once you have established a sound connection between the two
machines you should then be able to transfer files between the two.
If you find that typing on one machine does cause something to
appear on the other but the characters are just meaningless
rubbish then it is probably because one of the baud rate, data bits,
stop bits or parity settings are not correctly matched.

Note: The RS232 (Serial) port on the NC 200 uses signals at a higher
levels than normaily used inside the Notebook. This means that the
batteries will drain at a faster rate than normal when making serial
transfers. It may be an idea to run the Notebook from the mains
adaptor when transferring files.

Choosing the correct transfer method §

The Notebook can use two different types of file transfer. There is a
very simple form where no protocol is used and a more powerful,
varsatile and reliable method called Xmodem. We suggest you
always use Xmodem file transfer whenever possible. Xmodem file
transfer breaks up the information to be sent into small packets and
sends each with some extra information that the receiving end can
use to make sure that no faults were introduced.

Document transfers without Xmodem

The simplest form of file/document transfer is with "Protocol” setf to
None. This is provided so that people who cannot find software to
support Xmodem transfer can still connect their Notebook to other
computers. When you ask the Notebook o send a document
without using Xmodem it just sends each character from the
document you choose as if you were typing them directly in the
serial terminal itself. On the computer that is receiving the file you
just have to switch its ASCIt capture on before starting to send the
file. Once the Notebook has finished sending the file you can switch
the capture off on the PC and the information that has been sent
will be written 10 a file.
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rhen transferring files from a PC to the Notebook using no protocol
sy start the receipt of the document on the Notebook. Initially it
. aits for the first character fo be transmitted (you can always press
~ if you didn’t want to fransfer a file). As soon as it has received
—~e first character it then allows a maximum of 2 seconds for each
_bsequent character to be received. If a longer delay is
-~countered then the Notebook assumes that the other end has
- ~ished transmission. Stopping transfers in this way means that there
- no need for End of File characters to be sent.

~e length of time it waits for the initial character to be sent is the

- meout period set in the Transfer settings. Normally this would be @
2conds so you need to be ready to start the transmission of
-s«ormation from the PC before selecting the receive function.

‘- send a file, from the Notebook to a PC, without using Xmodemn:

Make sure the serial terminal configure menu has the Protocol
option set 1o None.,

(f the file is for use in Protext on the PC, make sure File
conversion is set 10 None. If the file is not for Protext, set it 1o
either we or ASCII. WS will convert Protext codes to their
WordStar equivalent. ASCII will strip out all special codes,

Establish the connection. Type a few characters on each
keyboard and make sure they appear on the screen of the
other computer.

© Make sure the receiving end is ready 1o receive the file. This will
usually involve giving some sort of command to inificte an ASCH
capture or ‘download'. Because the Notebook can have
longer filenames than on PCs (and use a bigger range of
characters) you may have to change the name you give the
fle to be received at the PC end.

In the Notebook's terminal program press the key followed

by ®] to select the send a file option,

Position the cursor over the document to send, If there are more
documents in your Notebook than can be shown on the screen
use the (&) and = keys to move to the others from the first or
last column. If Document sizes/date display is sef 1O Shown
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In the System Settings menu'then you ‘may see ADDRESS BOOK'
and DIARY FILE in this list.

With the cursor over the document that you wish to send press
and the fransmission process will begin. The counters on
screen give an idea of how much information has been and will
be sent. The 'blocks’ mentioned here are blocks of 128
characters each.

i you have asked for conversion to ASCIl or WordStar you will
see a reminder on screen that the conversion process is active
and the actual number of blocks sent will probably be less than
the initial estimate as some characters are removed during the
CONversion process

Once the Notebook has sent the document it will return to the
normal ferminal screen. Press to send more files or to quit.

At the receiving end stop the file transfer. In some software this
may be as easy as just pressing the Esc key, while in others you
may have to give a command or select a menu entry to do
this.

To receive a file, ln'tb the Notebook from a PC,

without using Xmodem transtfer:

1

Make sure the serial terminal configure menu has the Protocol
option set tO None.

Estaklish the connection. Type a few characters on each
keyboard and make sure they appear on the screen of the
other computer.

At the PC, select the function that will send the file as just
straight ASCII text, This might be called something like "ASCI
Send" or "ASCIl Upload'.

You will probably then be given the opportunity to select the
file to send. Type its name but do not press (1] yet.

e

On the Notebook press the (i) key to select the serial terminal
menu and then press = to receive a file.

If you want to receive a backup copy of a file thot already egis’rs
position the cursor over the file of that name and press =71t
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however. it is a new file then posiiory thd carsor overthe speeial
(New £ile) eniry and press (<.

If you selected (New file) you will then be asked to give a name
for the document that is about to be received. You could just
type the same name os used on the PC (8 characters, a full
stop. then 3 characters).

If you select a file name that already exists and have the ask
overwrite option set to Yes, you will be asked to confirm that
you wish to overwrite the existing file. Press ("] if this is what you
want.

Once the Notebook has started the receive function you have
9 seconds (or whatever the timeout value was set to) to start
transmission of the file (document) from the PC. Just press =]
on the PC to start it fransmitting the file whose name you nave
alreadly entered.

Once the file has been received (there was a delay of longer
than two seconds between characters) you are returned to the
terminal screen.

¥modem file transfers

4 should always choose to use Xmodem file transfers in
aference to the no protocol option. Xmodem is a far more
- able method to use and is supported by virtually every piece of
~mmunication software you might find on other computers.

-are are actually two types of Xmodem protocol - Xmodem/CRC
~ere a "Cyclic Redundancy Check’ is used to check for efrors and
- alder method known as Xmodem/Checksum. The latter is used

some older pieces of software. You can use the Configure
--minal menu to specifically choose between CRC or Checksum.
~wever, it is best to leave this setting on YES which selects CRC as
-e of the features of the CRC protocol is that if it cannot start
~mmunication within ten seconds using CRC it will automatically
.itch over to the Checksum method anyway. In the Configure
~-minal menu you can also set options o choose how many fimes

~lock is retried before the transfer is aborted and how many
=~onds the program waits before assuming that an error hos
zcurred.
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To send a file, from the Notebook to a PC,
using the Xmodem protocol

1

Make sure that the seral terminal Configure menu has the
Protocol option set to0 Xmodem and the Use CRC setting should
be set appropriately.

if the file is for use in Protext on the PC, make sure File
conversion is set 1O None. If the file is not for Protext, sef it to
either ws or ASCII. WS will convert Protext codes to their
WordStar equivalent, ASCIl will strip out all special codes.

Establish the connection. Type a few characters on each
keyboard and make sure they appear on the screen of the
other computer,

On the Notebook while in the serial terminal press 1) followed
by to select the send a file function.

Position the cursor over the document o send. If there are more
documents in your Notebook than can be shown on the screen
use the (<) and ] keys to move to the others from the first or
last column. If Document sizes/date display is sef tO Shown
in the System Settings menu then you may see ADDRESS BCOK
and DIARY FILE in this list,

With the cursor over the document that you wish 10 send press
[~1) and the transmission process will begin. Notice that, unlike
the no protocol send, you actually start transmitting the file
before giving the instructions fo receive it at the other
computer.

Once you have started the send operation you must instruct the
other end to start receiving it. This will depend on the software
you use but you may find it called *Xmodem download'. You
will be asked to give ¢ filename that the information will be
stored in on that computer.

Once you start the Xmodem receive on the other computer the
information will be transferred. You will see a counter on the
Notebook showing you how many blocks of 128 characters it
has sent.

If you have asked for conversion to ASCIl or WordStar you will
see a reminder on screen that the conversion process is active
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and the actual number of blocks sent will probably be less than
the initial estimate as some characters are removed during the
CONversion process

3 Once the Notebook has finished sending the file it will revert to
the serial terminal screen. At the PC end it will automatically
finish the transfer and write the data info the file whose name
you gave earlier.

.~te that when the Notebook sends information using the Xmodem

--otocol the number of characters sent is often a number larger
-an the actual number of characters in the document. The regson
- this Is that Xmodem always rounds up the number of characters
- send to a muiltiple of 128.

- s possible to perform the transfer by starting the PC receiving
-afore the Notebook starts sending but there will be a few second
-eigy while the two machines synchronise,

‘s receive a flle, into the Notebook from a PC,
sing the Xmodem protocol:

Make sure that the serial terminal Configure menu has the
protocol option set 10 Xmodem and the Use CRC setting should
be set appropriately.

Establish the connection. Type a few characters on each
keyboard and make sure they appear on the screen of the
other computer.

Bacral

On the Notebook while in the serial terminal press luem.
by [ to select the receive a file function.

followed

:  If you want to receive a backup copy of a file that already exists
position the cursor over the file of that name. If, however, it is a
new file then position the cursor over the special (New file)
entry. Do not press (=] yet - you should start the fransmission
from the PC before the Notebook starts to receive. Note, it
would be unwise to try and receive a file as an address book
or diary fite that wasn’t originally sent as one from the Notebook.

: At the PC end give the command to the software to start
sending the chosen file. This may be called something like
“*Xmodem upload” or *Xmodem Send".
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Once the PC has started to send the file press (] on the |
Notebook to start receiving the file.

If you selected (New file) you will then be asked to give a name
for the document that is about to be received. You could just
type the same name as used on the PC (8 characters, a full
stop. then 3 characters).

If you select a file name that clready exists and have the ask
overwrite optlon set to Yes, you will be asked to confirm that
you wish to overwrite the exisitng file. Press ("] if this is what you
want.

When the transfer is complete the Notebook will return to the
normal serial terminal screen.
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word Processor Stored Commands

“hen fyping documents, any line that starts with the right angle
—-acket character () in column one is not just stored as another
~e of fext in your document. Instead, it is inferpreted as a special
-smmand to the word processor. These commands are called
rored commands' because they are stored away in each
sacument that they are used in but are not printed.

~part from rulers, the angle bracket is always followed by a two
—~tar code that identifies the command. These command names
--a chosen to try and help you remember them so, for example,
-£ is HEader and FO is FOoter.

sumay not realise this but you may already be familiar with *stored
smmands”. If you have changed the layout of your text using a
- 4erent ruler, or if you have added headers or footers from the
‘enu option (which just insert an >HE or >FO stored command)
-en you have dlready used stored commands.

~ere are two types of stored command, those that are acted upon
-~mediately and these that only have any effect when the
-scument is printed.

.~ example of an immediate stored command is >PA. This is the
age break command and forces the next line that is typed to start
~ a new page. Normally, when you type, if you haven't changed
~e default settings, you will find that you can type 60 lines before
-& line that marks the end of a page appears. However, if you start
_new line with >PA and then press (2 you will find that the current
age is finished and the cursor starts ot the top of a new page after
-2 page break bor.

-~ example of a stored command that is only acted upon when
-e document is printed is the >PO (Print Odd pages) command.
-15 tells the word processor to only print the odd pages of your
-acument and is useful if you want to print on both sides of some
aper to produce a book or magazine. You print the odd pages
~ one side of the paper and then turn it over and run it through
-e printer again printing the even pages on the other side (using
-a »PE command). Because it is only acted on at print time,
Atering >PO on a new line has no obvious effect while you are sfilt
Jting a document in the word processor.
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Because stored commands are acted upon, rather than forming
part of your document, the word processor does not count any line
that starts with an angle bracket when it is calcutating where one
page ends and the next begins. Also, even if you have gotf bold,
italic or underline showing on screen, lines starting with *>" are not
affected by these things.

If you start a line with the angle bracket character the word
processor checks to see if it is an immediate command that it
should act upon when you press (2], If it recognises it as such then
the corect action is taken and the line is also stored in the
document. Otherwise it just enters the line into the document and
no further action is taken at this fime. When you subsequently come
to print the document a second check is made for any stored
commands. If, at this time a line is found that starts with an angle
bracket but the two letters that follow are not a recognised
command then it will stop printing and display the message:

>?7

Unknown stored command )
Press Stop to exit ... oo

B
i

A number of the stored commands just provide another way of
sefting the same options as found in some of the menus. When a
stored command is used it over-rides the setting in @ menu. For
example, if you have set a page length of 66 in the Layout menu
Faretiont(3,} and then include a >PL 35 command in your document,
the word processor will assume a page length of 35 not 66.

There are 60 stored commands that the word processor recognises.’
They generally fall inte one of five categories.

There are those that are used for defining the page kayout - setting
the various margins, length of page., efc.

A collection of the commands are used for paoge formatfing -
adding header and footer text to each page when a document is
prinfed, controlling the printing of odd/even pages. etc.

There are also commands that affect the operation of the printer.
Allowing printer control codes to be sent directly to the printer and
affecting whether micro spacing is used for example.

There are some miscellaneous commands. For example, you cary
use a stored command to add comments 1o your documents to
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Jascribe the contents for your own future reference but Thlé will not
orint,

serhaps the most powerful, but also the most difficult to understand
~ored commands are those that are used for mail merge. Mail
—erge is the name given 1o the process where you have a standard
atter that is printed several times inserting a different name in
-ertain places each time it is printed. If you have ever received d
atter saying "Dear Mr your name, you could win £100,000. All you
~ave to do Mr. your name is ...." then you have received a mail
—erged lefter.

e following is an alphabetic list of all the stored commands with
1 short description of their function. This should be used when you
st want a quick reminder of the command to use. Following this
. a more detqiled description of each command in sections
tivided as described above.

e list may look a bit daunting at first but do bear in mind that a
st of the commands are used for the complex subject of mail
-erge. You don't need worry about these unless you actually
~tend to use the feature.

command Name Type Immediate
Y Ask for Variable Mail merge No
M Bottom Margin Layout Yes
_E CEntre Formatting No
CF Close File _ Mail merge No
Z0 COmment Miscellaneous Yes
Zp Continuous Printing Formatting No
) Clear Screen Miscellaneous No
W define Character Width Printer No
oF Define data File Mail merge No
M Display Message Miscellanecus No
‘A End printing At page Formatting No
°F Even page Footer Formatting No
: Even page Header Formatting No
2 End If Mail merge No
G40 - % Ese _ Mail merge  No
‘M Even side Margin ' Layout No
:p Even Page throw ' © Formatting Yes
°F Form Feed codes Formatting No
‘M Footer Margin Layout Yes
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FO
FP
HE
HM
ID
IE -

IN
i

MC
MS
NC
NP
oC
OF
CH
OM
OP
PA
PE
PL

PO
PP
RJ
RP
RU

SA

SM
ST
SV
™
UN
wWC
WF
WM

M

Footer

Format whilst Printing
Header

Header Margin

If Defined

If Exhausted

If

Insert

if Undefined

Line Spacing
Microspace Code
MicreSpacing
Number of Copies
New Page affer print
Cutput Code 1o printer
Odd page Footer
Odd page Header
Odd side Margin
QOdd Page throw
PAge throw

Print Even pages
Page Length

Page Number

Print Odd pages
Proportional Printing
Right Justification
RePeat

Read variable Uncondifional
Read Variable

Start At page

SKip

Side Margin

STop printing

Set variable

Top Margin

UNil

Wirite file Close
Write File

Write Message

WaiT and display
Zero Margins
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Formatting
Formatting
Formatting
Layout
Mall merge
Mail merge
Mail merge
Miscellaneous
Mail merge
Formatting
Printer
Printer
Formatting
Formatting
Printer
Formatting
Formatting
Layout
Formatting
Formatting
Formatting
Layout
Formatting
Formatting
Printer
Formatting
Mail merge
Mail merge
Mail merge
Formatting
Mail merge
Layout
Miscellaneous
Mail merge
Layout
Mail merge
Mail merge
Mail merge
Mail merge
Miscellaneous
Layout




The following pages contain a more detalled description of each
~ommand listed above. The commands are grouped together
Jccording to the type of the command. Beneath the name of
aach command is a line described as 'Syntax:". This shows exactly
~ow you use the command in a document. For example, the syntax
>f the Page Length (PL) command is shown Qs:

wyntax: >PL number

‘ne word number in italics means that whenever you use the PL
~ommand it should be followed by a number (not just the word
number”). In this case the number you give is the number of lines
~er page that you would like to use. To help you understand the
yntax of the command, most descriptions include at least one
sxample. An example of the PL command might be:

>PL 70

~hich telis the word processor that the paper you are going to print
xn has 70 lines.

Page Layout commands

ost of these commands duplicate the function of items in the
syout menu that is accessed by pressing B> and B2 while
=diting a document. Those iayout menu entries apply to the current
sacument and all subsequent documents that you write until you
-nange the sefttings. The stored commands can be used to
-ver-fide the settings for just one special document (for example,
- you want to quickly print some labels but leave the Erever,)
-ttings at their normal values).

aM Bottom Margin
ntaxe >BM number

~e BM command is used to specify a value for the bottom margin
+hich is the number of blank lines left at the bottom of each page
ster all the text (and possibly footer) have been printed. If you
sed the command:

>BM 3

"~e word processor would know that it must not print on the last
~ree lines of the page. The reason you specify a bottorm margin is
-ecause most printers cannot print right to the bottom of a page.
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The printer usually loses grip on the piece of paper about 3 lines '
from the end of the page. Some laser printers are able to print right
down 1o the very last line of a piece of paper but even there it is
usually befter to leave a margin ot the bottom of the page s it
looks more professional. If no BM command is used a value of 3 is
assumed. i

EM Even side Margin
Syntax: >EM number

The Even side margin command is followed by a number which fells
the word processor how many characters from the left edge of the
page it should start printing the even numbered pages in your
document. You may notice that there is a SM command available
which defines the Side Margin for every page. The EM and OM
commands allow different side margins to be defined for left and
right pages while the SM command applies to all pages. You would
use the SM command when every page of your document is
identical (for example a memo or a lefter). However, if you were
writing a book it is usual for the rght hand, odd numbered, pages
to have a larger side margin than the left pages. This is because
the book is bound together at the left hand edge of the right
pages. If you were writing a book you might include the following
two lines at the top of the document:

g
>EM 8 3

>OM 12

This would mean that printing on the even numbered, left hand
pages would start 8 characters in from the edge of the paper while
the printing of the odd numbered left hand pages would start at
12 characters in from the edge. This would allow an extra 4
character margin on the right hand pages 1o allow for the book
binding. A value of 5 is assumed if no actual >EM command is used.

FM Footer Margin
Syntax: >FM number

The FM command is followed by a number which defines how many
lines at the bottom of a page should be reserved for prinfing the
footer text in. This area is positioned after the main body of text on
the page but before the bottorm margin (the area which cannot
be printed on see the BM command). The Footer Margin area is
only used if footers are defined using the FO, EF or OF commands.
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~a value used if no FM command is used is 2 If footers are enabled,
-nerwise it is zero,

~M Header Margin
~tax: >HM number

-2 HM command is similar to the FM command except that it is
:ad to specify the number of lines below the top margin (see TM
-mmand) but above the main page body that are reserved for
‘nting the header text in. If no header is defined then a value of
=0 is used for HM otherwise it will assume the value 2. An example
*A command might be:

-aM 3

- s would reserve three lines at the top of the page (below the top
rgin} where header text would be printed.

>M Odd side Margin
tax: >OM number

-2 OM command is very similar to the EM command but acts on
sd pages rather than even pages. For a description and example
~a the EM command. If no OM command is used then a default
ue of 5 is used.

:_ page Length
~tax; >PL number

-2 PL command is used to tell the word processor how long the
sper you are going to print on is. Most printers print six lines to the
-h s0 by measuring a piece of paper you can work out how many
25 long it will be. Ad paper is 70 lines long. Continuous, 11° paper
56 lines long. A 1.5" label is 9 lines long and a 2° label is 12 lines

~g.

2 word processor takes the value you give for page length and
otracts from this the value of top and bottom margins (BM and
-+ commands). These are the areas that cannot be printed on
~cause the printer cannot hold the stationery. If headers and
>ters are being used then the word processor further subtracts
2 FM and HM values. The amount left is the number of lines in the
1in body of the page that you can enter text on.

~en printing on continuous stationary such as fan fold 11° paper
abels the tfop and bottom margins may be set to zero and if no
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headers and footers are used then the number of lines that the
word processor will allow you to enter on each page is the same
as the page length. Another way of putting this is to say that the
actual number of lines that can be used on a page are:

PL - TM - BM (- HM if headers on) (- FM if footers on)

An example of the PL command might be:
>PL 9

This would tell the word processor that there were only 9 lines 18
each page (1.5" iabels).

S5M Side Margin
Syntax: »>SM number

The SM command is followed by a number that tells the word
processor how many characters from the left hand edge of the
page it should start printing at. The SM command applies to dll
pages in a document. If you want 1o have different values for odd
and even pages then you should use the EM and OM commands
instead. If you do not give an SM command then a value of 5 is
used.

™ Top Margin
Syntax: >TM number

H

The Top Margin is the number of lines at the top of a page where
the word processor will not attempt to print, The reason for defining
a top margin is that most prinfers cannot fuily grip a piece of paper
until it has been fed a few lines into the printer. Most printers will not
be able to print on at least the top 3 lines of a page. However, if
you use continuous paper (with holes up the edge) then the printer
can print on every line so you could set TM to zero. However,
documents look more professional if a few lines are left blank at the
fop and bottom of a page. If no TM command is given a value of
3 is assumed. If you were o use the command:

>TM 6

The word prdcessor would leave 6 lines blank at the top of each
page. :
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M Zero Margins
~tax: >ZM

~is command sets all margins to be zero. This can be useful i you
e using continuous paper and want to print a draft copy of a
~ocument without having it correctly spaced out on each page.

Page Formatting commands

-.-erc:l of these stored commands achieve the same effect as
=ings in some of the menus. For example, CP, EA, SA achieve
-mlc:r effects to the seftings in the menu you see when you press
-e =24 key at the print document screen. The stored commands
Ay 'rc:ke effect for the document in which they appear while the
-enu entries apply to all documents until the settings are changed.

2t CEntre
tax: >CE text

~& CE command is followed by text on the same line which will be
antred when the document is printed. You may wonder why you
ould wish to leave centring until the document is prinfed when
-J can always achieve the effect using [-)Z_J. Well, the main use

for when you are also using proportional printing and the
ssitioning to centre the text will be dependent on the actual width
- the characters used. Another use for CE is when the text that is
- be centred is of variable length. This will occur when using mail
-arge and the text to be centred contains a mait merge variable.
T example:

-’E Memorandum to &names
ght print as:
Memorandum to Mr. Sugar

-P Continuous Printing
“tax: >CP ON
or: >CP OFF

-e CP command is always followed by the word ON or OFF and
Jches continuous printing on or off. When Continuous printing is
- the word processor assumes that your printer is loaded with
~ntinuous (fan fold) paper that has tractor holes up the edges. If
-an sends every page of the document to be printed at once
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without a break. When CP is switched to Off, the word processor
assumes you are printing on separate, single sheets of paper so it
pauses before each page is printed and allows you fo load single
sheets into the printer. Once the paper is in place and the printer
is switched on-line you press the Space Bar to print the next page.
If you print to a laser printer or other printer that has a sheet feeder
you will probably want to tell the word processor that it is using
continuous paper by using the CP ON command. The CP
command has the same effect as the "Continucus prinfing?” switch
in the print menu (accessed by pressing &) at the print document
screen)

EA End printing Al page
Syntax: >EA number

This command telis the word processor the number of the last page
you want prinfed, Normally it will print every page up to the last
page in the document. The EA command may be used together
with the SA command which defines which page to start prinfing
at. For example, say you have a 10 page document and include
the commands:

>8A 3
>EA 7

at the top of the document then, when it is printed, only pages 3
to 7 will be printed. It is also possible to select a range of pages fo
print using the settings in the print menu but they apply to dll
documents while the stored commands only apply to the
document in which they are used.

EF Even page Footer
Syntax; >EF text P

The EF command is used to define a line of text that will be printed.
within the footer margin area of every even page of a document,
The simplest form of commands for putting in footers is the FO
command which applies to every page. However, the EF and OF
commands allow different footers to be applied to even and odd
pages. This would be useful, for example, if you were writing a book
and wanted to put the page number at the right hand end on the
foot of every right (odd) page and the page number at the left on
the foot of every left (even) page. An example of the EF command
might be:
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-EZF Page % . - C T
=0F ' . : Page %

mich would result in every even page having the page number
-~ the left and the odd pages having the page number on the
snt. The "%" symbol has a special meaning in headers and footers.
-stead of just printing the symbol it is filled in with the current page
_mber as it is printed.

~ce a footer has been defined the word processor will start fo
=serve the footer margin area for printing the footer in. Before then
- would assume the footer margin were zero.

4 Even page Header
~tax; >EH fext

-& EH command is very similar to the EF command except that it
.2fines the header for every even page rather than the footer. Just
.2 the EF command, once the EH command has been given the
_rd processor will starf to reserve the header margin area for
-nting the header text in. An example of the EH command might
2 to put the title of a book on the top of every left hand page. At
-2 same time you might want to put the chapter title af the top
- every right hand (odd) page:

£H Fly Fishing by J R Hartley
| o Tying flies

:» Even Page throw
~tax: >EP
or: >EP number

-e EP command is like the PA command that forces a new page
- pe started. However, the EP command has a further function in
Jt it will always arrange for the next page o be an even
_mbered page.

- if the current page has an odd number it will just end it at the
~int the EP command is included and the next page will be the
=xt even numbered page. However, if the current page were
_.en numbered then, not only would it be ended, a whole, blank,
sd numbered page would be inserted so that fext would continue
- the next even numbered page. This forces the next line to start
= the top of a left hand (even numbered) page.
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If the EP command is followed by a number then the EP-command
will only have any effect if the number of blank lines remaining cn
the current page s less than or equal 1o the given number. So, for
example, the command:

»>EP 10

will force the next line to start at mé top of an even numbered
page if there are 10 or fess lines remaining on the current page.

FF Form Feed codes
Syntax: >FF ON
or: »>FF OFF

The FF command is always followed by the word ON or OFF. i ’re|lg
the word processor whether or not you would like it to send a form
feed character at the end of every page that is printed. The form
teed character (number 12) is a special character used by some
printers to tell them fo finish printing the current page and move to
the start of the next page. It may be necessary with some laser
prinfers to switch the FF command ON so that each page is
followed by a character 12. If no FF command is used it is switched
Off and no form feed characters are sent. After the commana:

>FF ON

the word processor will send a form feed character at the end of
each page. This has the same effect as the "Form feeds enabled?”
sefting in the print menu.

FO FOoter

Syntax: >FO text
or: >FO OFF : . .
or: >FO ON : ' ' 5

The FO command is used to tell the word processor what text you
would like to have printed on the foot of every page. Once an FO
command is used the footer margin area will be reserved for
printing the footer fext in and the footer will be printed on the
bottom line of the footer margin areaq.

Once a footer has been defined it will appear at the foot of every
page printed. However, you can disable footers on any pages you
choose by using the >FO command followed by the word OFF. Any
subsequent pages will not have a foofer printed. If, lafter in the
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~ocument, the command >FO ON is used'ihe printing of footers will
"2 resumed.

- you just use the command >FC ON without having previously
-afined a footer then a centralised page number will be printed
~ the foot of every page.

- you want to include page numbers within a footer just put a *%’
3n where you would like the number to be printed. It will be filled

with the correct value when the document is printed. If you want
-~ include the %' character in a footer use "%%" to print a single
=rcent symbol.

:» Format whilst Printing
~tax: >FP ON
or: >FP OFF

2 FP command is followed by the word ON or OFF and specifies
~gther the document should be reformatted while it is being
-~ted. If no FP command is used then it is assumed to be OFF. The

command is used in conjunction with the RJ command. The RJ
-nmand switches right justification on or off in the section of
- zument following it. If you have sections of the document where

s switched on and others where it is switched off then you should
5 use the FP ON command to ensure that the justified sections
‘2 properly formatted prior to printing.

- Header
~tax: »HE fext
or: >HE ON
or. »>HE OFF

2 HE command is used in exactly the same way as the FO
nmand except that it defines and controls the printing of a
.ader text in the header margin area at the top of each page.
2 the description of FO for more details.

. Line Spacing
-rax: >LS number

= LS command defines the line spacing to be used when a
~zument is printed. It has no effect on what you see on screen
- le editing. Normally line spacing is set to one so that lines are
~ted as you see then while editing. However, for manuscripts and
antific reports it is offen necessary to have the lines double
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spaced when printed and this ¢an be achieved w1 '
command:

>1s 2

The LS command will also accept half line feed values that end in
5 (1.5, 2.5, etc.). But only some printers will be able to space text
in half line spacing values. The LS command has the same function
as the 'Line spacing' setting in the Layout menu that is accessed
by pressing [ - while holding down EJ when typing a document.

NC Number of Copies
Syntax: >NC number
R :
This command specifies how many copies of the document shoul
be printed. If no NC command is used the value of one is assumed.

A command such as:
>NC 3

would result In three copies of a document being printed.

NP New Page affer print
Syntax: >NP ON
or: >NP OFF

The NP command is used to switch on or off the printing of a blank
page after a whole document has been printed. If no NP
command is used the feature is switched OFF The NP command is
particularly useful when printing on continucus, fan-fold, paper s
it moves the printer to the top of the next blank page after a
document has been printed. This allows the document that has just
been printed 1o be ripped off at the next line of perforations. The
NP command has the same effect as the "New page affer print?’,
setting in the print document menu.

OF Odd page Footer
Syntax: >OF fext

For a full description see the EF command. The OF command wo
in just the same way as the Even page Footer command except
that it defines the footer text for Odd (right hand) pages. A typica
OF command might be:

>OF This is printed at the foot of all odd pages
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OH Odd page Header = e e
syntax. >OH fext . :

"he OH command is similar to the EH command except that it
defines the header to be used on odd numbered, right hand.
pages.

OP Odd Page throw
Syntax: >OP
or: >OP number

The Odd Page throw command will cause the next tine printed to
start at the top of an odd page. If the current page is even
umbered it will be at the start of the very next page. If the current
oage is dlready odd numbered then a blank, even numbered,
oage will be inserted so that the next line is at the start of an odd
oage. This would offen be used when writing a book when you
~vant to ensure that each chapter starts on a right hand page. If
e OP command is followed by a number it will only take effect it
"ne current page has that number (or fewer) blank lines remaining.

PA PAge throw
yntax: >PA
or. >PA number

“he PAge throw command will cause the current page to be ended
and the next line of text will start printing at the top of the next
oage. If the PA command is followed by a number then it will onty
ake effect if that number of blank lines or fewer remain on the
current page. You can quickly insert a PA command into a

1ocument by pressing the (* ) key while holding down f~,

PE Print Even pages
syntax: >PE ON
or. >PE OFF

"he Print Even pages cormnmand, PE, when followed by the word ON
~ill cause only the even pages of the current document to be
orinted. If the command >PE OFF is used then all pages will be
orinted. '

he reason for only printing even pages is so that a book or
magazine can be printed on both sides of some sheets of paper.
-wst the odd pages are printed. Then the paper is turned over and
‘e even pages are printed on the other side of the same paper.
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PN Page Number e vaekre o et
Syntax: >PN number - '

The number following the PN command sets the number that the
current page will have, subsequent pages will be renumbered
accordingly. For example, if the command:

>PN 10

is used on a page then that page will be page 10 and the following
page will be 11 and so on. The PN command is useful when wrifing
separate chapters of a book and you want 1o ensure that the next
chapter’'s page numbering continues on after the last page of the
previous chapter. Page numbers can be made to appear on the
printed pages by including the % symbol in either a header of
footer definition.

PO Print Odd pages o .
Syntax: >PC ON ) o o .
or. >PO OFF o '

When the PO ON command is used only the odd pages of a
document will be printed. Using the command PO OFF will return
things to normal so that all pages are printed.

As described under the PE command. The PE and PO commands
are used fogether to first print the odd and then the even pages
of a document on either side of the paper to be printed.

RJ Right Juslification e
Syntax: >RJ ON /3
or: >RJ QFF

The RJ command can be used to switch on or off the right
justification of text in specific areas of o document. The lines
following an RJ ON command will be justified while those following
an RJ OFF command will have a ragged right margin. For this
command to operate comectly the document should be
reformatted during printing. This is accomplished by using the FP
ON command. The setting of right justification for a whole
document can be switched on or off using £ or setting the
option in the configure menu that is accessed by pressing (o5 ]
while editing.
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SA Sl'dﬂ A' pdge B SR L RISt N T I ST TRV T Y L Lt
Syntax; »SA number . . _

he SA command Is used to define which page number prinfing
should start ot Together with the EA command this aliows only
specified sections of a document to be printed. See the description
>f EA for more details.

Printer commands

ZW define Character Width
yntax: >CW number

“nis command is used to set the character width for micro spacing.
zossible examples are as follows though these are not necessarily
-orrect for all printers.:

>CW 10 (elite characters)
SCW 7 {condensed)
>CW 14 (condensed enlarged)

WC Micro space Code
“vntax: >MC code code...

“mis command defines the sequence of codes that will move the
rint head by the smaliest possible amount. The word processor
_ses this to evenly space the words in a line of justified text. A fypical
-«ample use of the command might be:

>MC 27 "L" 1 00

hich will mean that every time the word processor wants to move
~e print head by the smallest possible amount it will send the
:oove sequence. The actual sequence of codes used s
-apendent on the printer being used.

S micro spacing
~tax: >MS ON
or. >MS CFF

e MS command turns micro spacing on or off. When micro
nacing is on the word processor will evenly distribute the extra
~ace on each line that is justified. Normally it fries to distribute
tra, whole, spaces atong the line fo perform the justification but
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micro spacing allows it to properly divide the extra space betwaer -
every word and leads to a more professional looking result.,

However, the ability to use micro spacing is dependent on the
orinter that you use and it may be necessary 1o give the correct
ZW and MC commands before it can be used successfully. For
some prinfers you only need an MS ON command but this all
depends on which printer you choose in the second screen of the
2rint document menu.

OC Output Code to printer
Syntax: >QC code code...

The OC command is used to output codes to a printer. Normally,
when you want 1o send special codes to a printer you just put a
~ord in bold or italic or whatever and the word processor arranges
1o send the correct sequence of codes to the selected printer to
achieve the effect. However, there may be other effects that a
printer can produce by sending it codes. You can use the OC
command to put such a sequence of codes in your document, For
example, when using an Epson compatible printer:

>0C 27, "s", 1
will send the codes that switch it into subscript printing while
>0C 27, "T"

will cancel the effect. See your printer manual for a list of the
control codes that it understands.

PP Proportional Printing
Syntax: >PP ON
or: >PP OFF

The PP command switches proportional printing on or off. Normally
it is off if no PP cornmand has been used. When PP is switched on
the word processor no longer assumes that all characters are the
same width when printed. Instead it will use its knowledge of the
width of individual characters to produce a better justified
appearance. For this to work the printer should be sent a code to
switch it into a proportional font. This can be achieved by using the
style menu "P - Proportional' entry to put the necessary code in your
document. A quicker way of entering the code is to press s ol
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followed by (7). Whether proportional printing works correctly may
depend upon your printer.

Miscellaneous commands

CO COmment
Syntax: >CO fext
or: >>> text

This command can be followed by any text so that it appears in
the document but will not appear when printed. This con be used
to add a descriptive reminder at the start of a decument 1o remind
you later what a document contains. It can also be used to include
annotations. For example:

»C0O This is chapters 2 and 3 of my book on quantum mechanics
>CO Draft number 3 - 1lth March 1992

D,

>»> Must send memo to Mr. S about the carrying case

CS Clear Screen
syntax: >CS message

“he CS command will be interpreted when you come to print a
document. It will cause the screen to be cleared and then any text
>n the CS command line will be displayed on the screen. The CS
~ommand would normally be used when mail merging to clear the
screen and display an explanatory message about the data that is
oeing asked for by subsequent AV commands. The CS command
~ould be used more generally to print on the screen a description
of the document that is being printed. For example:

>CS Printing the second part of the stored command chapter

oM™ Display Message
-mtax: >DM message

e message on the line following DM is displayed on screen during
xinting. Several DM commands might be used after a CS
-ommand fo display a multiple line message on screen during
annting.
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IN Insert
Syntax: >IN document_narne

The Insert command is very powerful. For example, if you write @
book (or even a single chapter) in several sections, each confained
in @ separate document you can produce a master document that
just includes a number of >IN commands to print all the various bits
together, For example:

>CS Printing the whole book
>IN "Stored cmds"

>IN "title page”

>IN "contents”

>IN "Chapter 1"

>IN "Chapter 2"

>IN "Appendix"

>IN "Index”

The advantage of printing a book in this way is that the page
numbering. headers, footers and margins defined in the first
document will apply through the book unless overruled by a
subsequent stored command.

The IN command could also be used to build a document from
standard paragraphs. You could keep each standard paragraph
in 0 separate document and then build a final document by just
using a few IN commands. For example:

Dear Mr Smith
>IN "thank you"
>IN "widget info"
>IN "contact us”
Yours sincerely,

Mr Bloggs

ST STop ' 3
Syntax: >ST message -

The ST command causes printing to stop as soon as it is
encountered. if a message is included on the >8T command line
then that will be displayed on the screen. The ST command would
usually be used when using the conditional printing faciiity provided
by mail merge commands.
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WT WaiT and display
Jyntax: >WT message

"he WT commanad causes printing to be stopped temporarily and
any message included on the WT command line will be displayed
on the screen. Printing will resume when any key is pressed. An
axample of this might be:

>WT Make sure printer is loaded with 1.5" labels...

“his would be placed right at the start of a document. When the
Jocument was printed the message would be displayed allowing
e user to put the right sort of paper into the printer before printing
zommences, :

Mail merge commands

Yaill merge is an extrermely powerful feature of the word processor
out unfortunately this inevitably leads to a certain amount of
-omplication. The following is just a short description of each of the
~ail merge stored commands. Following this is a description of the
aasics of mail merging but in a book this size it is difficult to include
avery aspect of such a large subject.

AV Ask for Variable
wyntax: AV string identifier number...

“nis is used during mail merging and causes the word processor to
rrop while the document is being printed and ask for a vatue o be
~/ped in which is then given to a variable.

he meaning of the various parts of the command syntax are:
=ring is the prompt displayed on the screen, identifier is the name
>f a variable into which the entered value will be stored and
~umber is the maximum length of the input that will be expected.

in example might be:

»AV "Enter today’s date”, date

»AV "Type an invoice number", invnum, 6
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This command would stop and print the text In quotes and then
wait for the user to type in a value. Only 6 characters would be
dllowed.

CF Close File : | i
Syntax: >CF : !

This closes a document file that was previously opened by the WF
command. The ability 10 write to @ document is used when you
want to capiure what has been output from a mail merging session
info a document gs well as just printing it.

DF Define data File
Syntax: >DF docurment_name

Fite is just a boffin word for document. This cornmand is used to tell-
the word processor which document it should use to read the data
for @ mall merge operation from. A typical file (document) might
include a list of names and addresses which would be used to print
multiple copies of the same letter to different people.

EIEnd Iif
Syntax: >El

The El command is used after a list of commands that will only be
executed if the condition in o preceding IF command has been
met. There are various forms of IF command - ID, IE, IF and IU. A
typical conditional sequence might be:

>IF town = "York" _
As a resident of York we think you may be part:.cularly
interested to hear of our weekly meeting held at York
Minster.

>EI1

EL Else
Syntax: >EL

The ELse command is used to end the section of commands and
text to be included if an IF condition is met and to start a section
of commands and text that will be used if the IF condition was not
met. It would finally be terminated with an El command. For
example:
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>IF telno = "™

As you haven’'t got a telephone please contact us by post.
>EL

Please call us as soon as possible on 0708 123456

>EI

1D If Defined
syntax: >ID idenfifier

A check is made to see if the varable idenfifier has been defined.
Only if it has will the following section up to the next >EL or >El
zommand be used.

IE If Exhausted
syntax: >IE

~hen mall merging data is read from a data file document and is
ssed to fill in the various mail merge variables. Several similar letters
=ay be printed in this way but it may be useful at the end of the
onnt run to perform some other action. This can be achieved using
ne [E command. The block of text and commands following an [E
-ommand up to the next EL or El will only be performed if the data
‘e is exhausted. Say, for example, that for each letter that was
zdnted you had a variable called "count” recording the number
zrinted. At the end you could include the following:

>1E
»S Mail merge finished. &count& copies printed.
»EI

FIif
“mtax: »IF condition

- the condifion given in the IF command is met then the subsequent
- ock of text and commands up to the next EL or B! is used. This is
11 extremely powerful command and alliows many different kinds
- conditions 1o be tested for. See the more detailed description of
- n the chapter on Mdil Merge below,

J If Undefined
qtax: =IU identifier

-5 tests 10 see if the variable identifier is defined. Only if it is
~defined will the following block of text and commands up to the
=xt EL or El be used.
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RP RePeat
Syntax: >RP

The RP command is used to start a block of text and commands
that will be used repeatedly. The end of the block is marked by a
UN command which also sets a condition that must be met for the
repetition to cease. The following very simpie example will print the
numbers 1 1o 10

»SV count=1 ' = : . A
>RFP '

&count s

»5V count=count + 1
>UN count > 10

RU Read variable Unconditional
Syntax: >RU identifier, identifier. .

The RU command will read data from the data file document
has been identified by the DF command and assign the data it
reads to each identifier listed. The RU command reads
unconditionally so that it is normally used with data files where
every entry has the same number of fieids. An example might be:

>RU name, addressl, address2, address3, dummy

RV Read Variable
Syntax: >RV idenfifier identifier...

The RV command is used to read values from the data file a X
assign them to the list of variables. RV reads from the data file u
it finds an empty field. It then stops reading and assigns a nuil value
to any unfiled variables named on the RV command line.

SK SKip
Syntox: >SK condition

if the given condition is true then the printing of the curre
document is terminated. You could for example read a long data
file but only print out letters o people whose name was Smith usin

»RV name, addrl, addr2, addr3
»SK name <> "Smith"

The *<>" means “not equal’. P
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SV Set Variable BRI T T T S

Syntax: >SV identifier = expression '
ety eyt B0y v

“he SV command is used to set a variable, identifler to be equal to
‘he result of an expression. The expression is formed using the
arithmetic operators +, - , /. *. (/ means divide and * means
nultiply).

“he expression Is evaluated in the order that the items in the
~aiculation are encountered. It is not possible to change the
srecedence of expressions as parentheses cannot be used. If a
qariable name appears in an expression its contents will be used if
* is numeric. Complex expressions can be formed by the use of
~empordry variables to hold the intermediate resulf.

>3V temp = wvaluel + value2 + value3
>SV average = temp / 3

“ne above achieves the same effect as the expression:
average = (valuel + value? + valued) / 3

UN Until
syntax: >UN condition

‘ne UN command is used at the end of a Block started with the RP

2ePeat) command. All the text and commands between RP and
2N will be used repeatediy until the condition in the UN command
secomes true.

wWC Wirite file Close
yntax: >WC

~e& WC command closes a write file that has been opened by the
NF command.

wF Write File

yntax: »WF document
or: >WF ON
or: >WF OFF

“~e WF command is used to open a file (document) that will have
—essages written to it. This allows the output of a mail merge run to
~e written to a file as well as being printed. The WF command used
«th either ON or OFF to start or stop the writing of data fo afile. A
.ery simple example might be:
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>WF "Write test” e
>WF ON _
This is a line of taxt that will be written to "Write Test”
>WF OFF

This line will be printed on the printer,
>WF ON

This is the second line written to the file.
>WC

if you print this document it will create a new document called
“Write test’ containing two lines of text. The middle line will only be
printed on the printer.

- WM Write Message
Syntax; >WM message

This command is used to write messages to the document file that
has been opened using the WF command. The WM command will
still write to a file even if the WF OFF command has been used.
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Mail merge

iail merge is, without doubt, the most powerful feature of the word
orocessor built into your Notebook. In its simplest form it will allow
sou to make a simple template letter and then print multiple copies
~ith different pecople’s name and addresses on each. This is useful
‘or printing things such as club newsletters.

"he actual range of mail merge commands available is quite large
and, in effect, forms the basis of a very simple programming
anguage. For example, type the following lines into a new
Jocument and then Stop editing and print if. (Don’t worry if you
1on’t understand what the commands mean yet)

>CS This "program” prints the 7 times table
>WT Hit any key to start...
>SSV count = 1

>RP
»>SV result = count * 7
»SV result = result[wl]

>5V count = count[wl]

>DM gcount& * 7 = gresults
»SV count = count + 1
>IN count = 13

nat gives you just a taste of what can be achieved with mail
-erge but let’s start at the very beginning and try to understand
zxactly what mail merge is.

Simple mail merging

~ its simplest form mgil merge is just the process of taking a

socument (or file) full of data such as names and addrasses and

»otting them into @ main template letter. For example, suppose you

~-ave a document called 'names”’ that contains the details of the

-embers of your club in the following form (it might be an idea to

-/pe this in if you want to foliow this chapter by trying the examples)
.eave a blank line after each 5 line entry:

John Smith

.7 Acacia Avenue

surbiton

iurrey

\BC 1HW
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Eric Viking

26 Pownell Road
Mucklethwaite
Lancashire

PO3 9BU - S : ' E
Norman Nobody _ _ :
1 The Avenue )
Dunmow

Essex
GH6 3TU

Supposing you want to send each of them a letter to fell them that,
their subscription to your club is now due. You could write each a
separate letter filing in the relevant name and address where
appropriate but it would be far easier to get the word processor fo
do this for you. Consider what the letter would look like if you were
writing to John Smith:

15th August 1992
Dear John,

I write to remind you that your subscription is now due.
Just to keep our records up to date please confirm your
name and address details are as shown below:

John Smith

27 Acacia Avenue
Surbiton

Surrey

ABRC 1HW

Yours sinceraiy,
Cliff Lawson

It is clear that if we want to turn this lefter into a template to be
used for everyone we must replace all specific references to John
smith with some sort of ‘place holder” which will be filled in with
different details for each different copy of the letter printed. The
letter might then become:

15th August 1992

Dear &namek,
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I write to remind you that your subscription is now due.
Just to keep our records up to date please can confirm
your name and address details are as shown below:

snamek
saddrls
saddr2é
saddr3&
ipostcode&

Yours sincerely,

21iff Lawson

e "&" is a speclal indicator to the word processor that the word
~ontained within the "&" symbols is the name of o mail merge
sariable” which it must fill in when it prints the lefter.

5 that is our template letter, which can be stored in a document
-alled "template” - type it in now if you like. Now we have to have
.osme means of teling the word processor which document
-ontains the list of names and addresses. We do this by using a DF
+ored command in the template lefter. Add the line:

»>DF names

‘5 the top of the document.

~owever, dll the DF command does is tell the word processor where
—e data is being kept. It has nc way of knowing that the names
-nd addresses are organised so that there is a single line with the
-ame, 3 with the address, one with the postcode and one blank
~e. We must also tell the word processor how to read the data
~am the data file and which mail merge variables the various items
~ould be stored in. This is achieved using the RV command to read
—ea information from the data file inte mail merge variables which
-an then be inserted into the template letter. Add the following
-ommand after the DF command:

>RV name, addrl, addr2, addr3, postcode, Gy

+hen this line is executed the word processor will read the first line
~sm the data file and assign it to 'name’. The second line will go
~to "addr!' and so on. The reason for having an extra variable
-alled "dummy’ is that each address is followed by d blank line to
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separate it from the next and so each fime that blank fine will
read into "dummy” but not used.

You could now try printing the document to a printer from the "Print
document” screen. You should get three copies of the letter printed.
Each will have a different name and address. While experimenting
with mail merge it can be a waste of paper to repeatedly print to
a printer. While editing the templcate you can see what the results
of a mail merge will be by printing the document to the screen.

Press 2] followed by [* . The document is shown 16 lines at a fime.
Press [~ to see each subsequent 15 lines. Press b2 to abandon
printing a long document o the screen. You will see that where you
have included mailmerge variables (&name&) they are filled in with
the values from the data file.

More about reading data

There are two commands which can be used to read data from a
data file and assign it o mail merge variables. RV is the simpler form
of command. It just reads data and assigns it o the named
variables until a blank line is read when it stops reading date and
sets all the other "unread” variables to be blank. The problem with
this is that if we had a shorter address such as:

Tom Brown
Rugby School
Rugby

RU3 8BY

The blank line would cause problems if the RV command were
used.

When you print the letter you would get one in which Tom’s address
was used but his postcode would be missed out becouse the
reading of the file would have finished at the blank line between
Rugby and RU3 8BY. The next letter printed would have a name of
"RU3 8BY"! This clearly is not what we wanted at all.

If the RV command is changed to RU, which will happily read an
entry even if it is blank, then things are restored fo normal. You will
notice that although the names and addresses file contains a bla
line between "Rugby" and "RU3 8BY", when printed this biank d
not appear. This is because when a variable appears enclosed in
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‘&' characters it does not print anything if the variable is btank. If
you really wanted the blank line you could replace the "&"
zharacters with *I" symbols. A variable name enclosed in "1* will print
*he contents of that variable even if it is blank.

n the data file it is probably safest 1o put a single dollar sign on any
ines which form part of the data but would otherwise be blank (the
ine between Rugby and the postcode in this case). The word
orocessor knows that a line with a single dollar character on should
se read in as a blank line. Just use completely blank lines between
aach record (coliection of data). In this case you wouid only have
~ompletely biank lines between the postcode of one entry and the
~ext name,

Inputting data when printing

it the moment the template letter has the fixed date in it but we
~ay want to use the same template several times and enter the
Jate just before printing. This can be achieved by removing "15th
august 1992° and replacing it with &date.

v that now and print the template lefter. You will get a message
:aying "Unknown variable ‘date’. We need the word processor to
+op and ask for date to be fyped in when the template is printed.
“nis is achieved with the AV command which will Ask for a Variable
'3 be typed in. Add a line at the top of the template document:

>AV "Type in today’s date: ", date

- you now print the document you will find that there is just one
 ght problem with this - you are asked to type in the date for every
-opy of the letter that is printed. You only want to be asked once

=t the very start so add the following line before the AV command
~e:

>»IU date
:nd add the line:

>EI

“er the AV command line. This will mean that the AV command Is
~ly used if the variable "date” is undefined. (This is what iU means
* Undefined). Cnce you have typed the date in it will be defined

- subseqguent prints of the letter,
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Other ways to set variables

So far we have seen that it is possible to set the contents of a mail
merge variable using either the RV/RU commands to read the vatue
from a data file or the AV command to get the user to type in a
value when the template is printed. It is also possible to set the
contents of a variable directly using the SV command.

Suppose we want to keep a count of how many copies of the letter
have been printed and show this af the end of printing. This could
be achieved as foliows. First, on the line after the AV command that
asks for the date add:

>8V count = 1

This sets a variable calied 'count’ to be 1 on the first time the
document is printed. We know this will only happen on the first
occasion because we have dlready seen that the line within the IU
and El block is only used the once. This SV command shows another
feature of the mail merge - variables can contain numbers as well
as pieces of text and SV can be used to give a value to a variable
(up to now we have only used name, addrl, and so on for storing
pieces of text). o s

3

After each copy has been printed we must increase the value held
in count by one. This is done by including the following command
at the end of the document:

»8V count = count + 1

This means that count should be set fo the current value of count
plus one. The final thing we need is to arrange for a message to be
printed on the screen once the last letter has been printed. We
know when the last letter has been printed because the data file
will be exhausted. We can test for this condition using the [E
command. So, on the line above SV count = count + 1 add the
following lines:

>IE
»CS Number of copies printed was &counté
>ET

The C$ command will clear the screen and display the followi
message. The &count& part of the message will be filled in with t
current value held in the count variable. When you print
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-emplate. at the very end, you should see the message '*Number
~f copies printed was 4.00". We don’t really want the two decimal
~laces to be inciuded in the dispiay of count. This can be achieved
sy including the following on the line above the C§ command:

»8V count = count [wl]

splitting data out from a variable

‘ne [wl] is a special command to the word processor which means
-ake only the first "word” contained in count. You might think it odd
at we think of count as containing a word when really it holds ¢
~umber. But the value 4.00 is thought of by the word processor as
-w0 words "4" and 00" separated by a full stop. The [wl] af the end
-f the line takes word 1 from count,

+is possible to split out words from a line of text in a similar way. For
axample, if the variable “text” was set using:

>S5V text = "Now is the time for all good men'

-ext [wl] would be "Now",

-axt [w3] would be "the".

-axt[w-11 would be 'men' (w-1 means the last word)

-axt [wd : 7] would be “time for all good” (words 4 to 7)
-axt[w7:] would be "good men' {(words / to the end)

.ou can also pick out a range of letters, for example fext[2:8]
~ould be "ow is 1"

.ou can use this ability to pick out parfs of a piece of text within a
-onditional statement, For example,

>IF name{w-1] = "Smith"
~ould only be true if the last word in name (the surname) was Smith,

~ our example template we will currently get "Dear John Smith,”
~inted, What we really want is just "Dear John,". You may already
-ave guessed how we might achieve this. After the >RV command
zdd the line:

»5V firstname = name{wl]
-nd then modify the line which says Dear &nameé&, to read:

»ar &firstnamek,
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The complete template should read:

>DF names

>RV name, addrl, addr2, addr3, postceda, dummy
»>SV firstname = name[wl]

>1U date

>AV "Type in today’'s date : " date

>8V count = 1

>EI

&dates

Dear &firstname&,

I write to remind you that you subscription is now due.
Just to keep ocur records up to date please can confirm
your name and address details are as shown below:

&names
gaddrlé
&addr2s
&addr3&
&postcodes

Yours sincerely, ) s
Cliff Lawson

>IE

»>8V count = count [wl]

>CS Number of copies printed was &counts&
>ETI

>5V count = count + 1

Using the IF command

As has dlready been shown, you can arrange for selected pieces
of text and selected stcred commands to be used by including
them in a conditional block that starts with one of the IF commands.
You can use ID to test if a variable has been defined. IU will test if
a variable is undefined. The commands and text following IE will
only be used if the data file is exhausted. However, most conditional
tests are made using the general IF command followed by a
condition. If the condition is met then the following lines are used.
There are various comparisons that can be used in an IF command,
they are as follows:
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Comparison Meaning T Example

= equal to ' >IF name = "John"
<> not equal to , >IF (total + 3) <> 5
< : less than >IF count < 10

<= less than or equal >F vat <= 17.5

> Greater than »IF age > 18

>= greater than or equal >IF height > 5

N " is contained in >IF "Smi* IN name
NOTIN is not contained in >IF "081" NOTIN num

The condition can include expressions similar to ’rhose that might be
used in an SV command. For example:

>IF price + delivery + wvat > 200

Adding variables

#hen the addition operator is used to add to variables together,
e word processor checks to see if they are both numbers. If they
are, then the addition is done numerically, otherwise one piece of
*ext is just added onto the end of another. The following examples
may illustrate this:

>$V namel="Cliff *
>SV nameZ2="Lawson"
*»5V nmuml="37"

>SV num2="53"

samal + nameZ = "Cliff Lawson™
asamel + numl = "Cliff 37"

auml + num2 = "90"

am2 + name2 = "53 Lawson”

Using names and addresses from
the Address Book

As you may already have a list of names and addresses entered
nto the address book section of your Notebook you may be
~ondering if you can use them in the data file for a mail merge
peration. The answer is yes but because they are stored in a
oecial way within the address book you must extract them into a
-aw document before they can be used. The way 1o do this is fo
~art a new document (call it *Addresses’ maybe). Hit (=1 so that
—e "Start typing new text here” message disappears (this step is
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absolutely vitail), then press F=ted® ] to switch to the address book
function. Use the keys to browse through your addresses until
you find the first one that you want to use for mail merging. Now
press (] to transfer that into your document. Repeat this process
for each entry you want to add. Now make sure that each has the
same number of lines and that there is a blank iine after each. You
may want to delete some of the lines from each cne, for example.
remove the line that has the fax number on. A quick way to delete
a whole line in the word processor is to press f—-15__ while the cursor
is on the line.

Mail merge without a data file

The above description of mail merge has shown the way it Is used
with two files, one full of nhames and addresses and the other a
template letter with sections to be filled in. There fs a second
general use for the mail merge feature and this is to construct just
a template which, when printed, asks you to input various pieces
of information and just fills them in immediately before printing. The
obvious exarmple of this is printing invoices. The following shows an
exaomple of this:

>AV "Enter today’'s date : ", date
>AYV "Enter current VAT rate % : ", vatrate
>AV "Type invoice number : ", invnum
>8V gnet=0 gvat=0 gtotinec=0
INVOICE

Invoice numbar: &invnumé Date: &date&
Description Retail Quant Disc Total Net VAT TOTAL
>RP

>AV "Description of goods? " descrip 12

>AV "Ratail price? " ret "Quantity?®" quant
>AV "Discount % ?" disc

>IF digse=""

»8V disc = 0

>EI

>SV totret=ret * guant off=totret/100*disc

»>8V net=totret-off vat=net*vatrate vat=vat/100

>8V totinc=net+vat gnet=gnet+net gvat=gvat+vat
»8V gtotinc=gtotinecttotinc
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B mmmm e asm mmmm e e e s s Sees s v e R
gdescripé Erets &q'uant& &d:.sc& &totrets inet& &vats Stotince
>AV "Another entry? ¥Y/N ", yeno

>UN yeno[l]<>"¥"

---------------------------

>ST

The first few lines just input some necessary information tfo be
orinted at the top of the invoice.

"he variables gnet, gvat and gtotine will be used to hold the global
-otals of nett price, amount of vat and total price including VAT
“hey are set to zero at the start,

The next few lines will actuaily be printed at the top of an invoice.
"hen everything between the RP and subsequent UN line are
-epeated for each line of the document until you enter something
other than Yes to the "Another entry?' quesfion.

zor each line the mail merge program asks you to input a
Jescription, price. quontity and discount. A special check is made
-0 see if (-1, was pressed when discount was asked for and, if 50,
*he variable disc is set 1o zero, The next couple of lines do all the
necessary calculations, adding VAT and reducing by any discount.
“he totals for this line are then added inte the global totals,

he next line defines a ruler with decimal tabs so that all the
~umbers line up and the following line actually prints the
nformation intfo the invoice.
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BBC BASIC o |

_ _ _ N
Your Notebook contains a powerful BASIC interpreter that can be
used to write your own programs. BASIC is the most popular
programming language for beginners to learn. In fact, the name
BASIC is short for Beginners All-purpose Symbolic Instruction Code
because it is designed with beginners in mind. Symbolic Instruction
Code is just a technical way of saying "programming language”.
The version of BASIC built into the Notebook is compatible with BBC
BASIC - the version that is taught in most schools and that is used
on many other computers.

When you are using the Notebook you can switch 1o using BASIC
at any time by holding down the key and pressing £_J. To
leave BASIC when you have finished you type the command
*QUIT. Programs are not saved automatically sc you MUST use the
SAVE command before leaving BASIC to preserve any program you
have been working on.

You may llke to set the ‘Preserve context during power off' switch
in the System Seftings menu o ‘Yes” 50 that if you switch off whilel
using BASIC your program is still available when you next switch on,

When you are using BASIC you must ensure that Caps Lock is
switched on at ¢l times because BASIC expects dll its commands
to be entered in upper case. If you type in a command and just
see the message 'Mistake" then it may well be that you have
ristakenly used lower case. To help you, each fime you switch 1o
BASIC Caps Lock will be turned on {if it wasn’t already). When you
leave BASIC the setting of Caps Lock will be returned to its original
state.

When BASIC is started the screen will clear and you will see the
message:

BBC BASIC (NC200) Version 3.12
{C} Copyright R.T.Russell 1992
>

The ">" symbol is the BASIC "prompt” and it shows that BASIC is ready
for you to type in @ command. There are two ways in which BASIC
can be used. You can just type individual commands at the prompt
and the result of them will be shown immediately.
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Immediate commands

Try typing:
PRINT 3 + 4

Nhen you press the result, 7. is displayed immediately. This is
«nown as immediate mode. Now, try typing the following (you must
and every command by typing (=).

PRINT "Hello World"

To type "Hello Wortd" you must switch Caps Lock off temporarily by
oressing the key, but remember to switch it back on before
~ping further BASIC commands)

SRINT is a command which does just what the name suggests and
-alls BASIC that when the line is executed it should print whatever
-sllows the command on the line. If you just want some text printed
.ou must put it in quotation marks. Anything that isn't in quotation
~arks BASIC assumes are further instructions. (As it did with 3 + 4,
~hich it understood were instruction to telt it to add 3 and 4).

writing programs - a short tutorial

sesides Immediate mode the other way in which BASIC is used is
“or you to type in the lines of a program and these will be stored in
- Notebook’s memory. This is known as program mode. It is only
~hen you give the special command, RUN, that the commands you
-ave entered are actually acted upon. BASIC knows fo store a
-ommand rather than act on it immediately if it starts with a
-umber. Each line you type in must have a different number and
e lines will be stored in number order. So, for example, if you were

o type:
10 PRINT "Start"

30 PRINT "End”
20 PRINT 3 + 4 [

e lines would actually be stored in the order 10, 20, 30. You can
@e this by typing the Immediate mode command LIST. This will
~ow you the program that is being held in the Notebook’s
“emaory,
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You might wonder why the lines have been numbered 10, 20, 30
rather than just 1. 2 and 3. The reason for this is that if you later
choose to add ¢ line between 10 and 20 you could pick a number
such as 15 that would be stored between them. If the lines were
numbered 1, 2. 3 there would be no room to add a line between
1 and 2. You cannot use 1.5 as a line number. You can only use
whole numbers. Try typing in:

15 PRINT "The reaesult of 3 added to 4 is ";

and then type LIST to see how that new line has been slotted in
between 10 and 20. The semi-colon on the end of line 15 is a special
command to BASIC that means that the next thing it prints should
appear on the same line as the preceding text.

Sa far, all that you have done is to enter the lines of a program. To
actually see what happens when the program runs you must give
the immediate commaond RUN. You will see the program print the
following:

Start
The result of 3 added to 4 is 7
End

When you have finished writing a program you can store it
permanently by using the SAVE command. You should fype the
word SAVE followed by the name of afile in which you want to store
your BASIC program. The file name must be given in quotation
marks. 1o save your first program you could type:

SAVE "FIRST"

To clear the memory $0 that you can start entering a completely
new program you use the command NEW. Just type:

NEW

You must be careful with this command. If you type NEW without
first saving anything you want to keep you will lose everything that
you have entered. If you type the command LIST you will see that
your first program has disappeared. BBC BASIC has a special
command, OLD, which you can use immediately after a NEW
command to recover what has just been erased. You must use OLD
straight away, as soon as you enter a new program line the old
program is lost forever.



To check that the little program that you just saved can be
recovered, type the command:

LOAD “"FIRST"

This will load the program back into BASIC's program memaory. You
can now type LIST and you will see that the program has been
-ecovered. However, we no longer want fo keep a copy of that
orogram in BASIC's memory so type the NEW command fo ciear
3ASIC’s memory then a new program can be entered. Now that
3ASIC is ready for a new program to be entered type in the
‘ollowing small program. Remember that BASIC keywords (such as
SRINT, IF, THEN, GOTO) must be in upper case. If you forget you will
see the error "Mistake in line x" when you RUN the program.

10 NUM = 1

20 PRINT NUM

30 NUM = NUM + 1

40 IF NUM < 8 THEN GOTO 20

“vpe RUN and you should see that the program prints out the
~umbers 1 to 7.

ne 10 sefs a variable called NUM to a starting value of 1. A

variable is the name you give to an item that will store either a

~umber or a piece of text. In this case the item is storing the number
for us and we have chosen to call it NUM.

ne 20 uses the PRINT command to show the contents of the
.aricble NUM on the screen. Because NUM is not enclosed in
suotation marks, BASIC knows that it must look up the value stored
~ g variable called NUM instead of just printing the word NUM on
me screen.

ne 30 adds one onto the current value stored In NUM. In effect
e line is saying "Set the variable called NUM tfo be equal to the
.alue currently store in NUM with one added fo it".

_ne 40 checks to see if NUM is less than 8 (the left angle bracket Is
- special symbol used by BASIC to mean ‘less than™). If NUM still has
-~ value less than 8 then BASIC goes on to execute the command
10TO 20 which means, go back to line 20 and carry on running
—e program from there. If NUM is 8 or more then the part of the
~e after THEN is ignored and it goes on to execute the next line in
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sequence. Because there are no more ines after 40, the program
stops running.

This simple 4 line program does not do very much buf it has shown
many of the concepts involved in programming. There is the use of
variables to store information (NUM), there is the printing of results,
there is the manipulation of variables to change the value that is
held ond there is the redirection of program flow depending on
whether a certain condition is met. It is this last feature that sets a
computer apart from a simple calculator. Calculators (however
complex) can only perform arithmetic, It is only once the flow of
calculation can be changed as the result of a previous operation
that a calculating device con be considered a computer.

Anyone familiar with BASIC may have already realised that there is
a much neater way of achieving exactly the same effect as that
program we have just entered. Type NEW to start a new program
and then enter the following 3 lines:

10 FOR num = 1 TO 7
20 PRINT num
30 NEXT num

To save you having to type in the numbers 10, 20, 30 you could type
the immediate mode command AUTO and BASIC will generate the
number in sequence for you starting at 10 and going up in steps of
10. When it shows "40" just press the 7 key to get back to the BASIC
prompt ">".

Notice that this time we have put NUM in lower case *num®. This just
makes the program easier to read. We could just as easily have
used NUM but the important thing to know is that BASIC treats
variable names as case sensitive which means that it treats NUM
and num {and Num and nUrm and nuM and so on) as different
variables. You must always make sure that variable nomes match
correcily. 1t may be easiest o always use lower case for variable
nomes and upper case for BASIC keywords. This makes your
programs easier to read.

The words FOR and NEXT are 2 commands in BASIC that are alw
used together. The FOR command starts a variable ot a certain
value and sefs an upper limit for it. Then every command in
between the FOR and the NEXT command is executed and ore is
added to the variable. If it has not reached the limit @ jump is miade
back to the instruction after the FOR command. The command
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NEXT is followed by the same name of the variable as used in the
FOR command so that any particular NEXT command knows which
FOR command it should jump back to.

So far our lithe programs have had fixed numbers built info the
program (the first program could only show the result of 3 + 4, the
second and third would just print the numbers 1 fo 7 on the screen).
Normally you will want 1o make your programs more versatile so
that each time they are run they ask for some information and then
modify the operation of the program according to the information
entered. You do this with the INPUT command.

yvpe LST to see the current three line program and then type:

5 INPUT "Start";start
7 INPUT "Finish";finish
10 FOR num = start TO finish

Now type LIST and you will see that not only have two new lines
oeen added to the start of the program but line 10 has been
-eplaced by a new version. If you type in a new line with the sarme
aumber s an existing line then that existing line will be repiaced
oy the new version,

“he sequence of numbers in our program is now 5, 7, 10, 20, 30. This
s bit untidy. Type the command RENUMBER and then LIST. You wil!
see that the program has been renumbered with the line numbers
J0ing up in steps of 10.

Yhen you RUN the modified program it will stop and ask for a Start
.alue. Type the number 10 and press (2. When it asks for "Finish”
~pe 14, It will then print the numbers 10 to 14. If you run it again
nd enter different start and finish values it will print a different set
>f numbers each fime,

he following is another example of a program that asks for you to
Aput numbers when it is run and then processes the numbers o
ow A result,

10 INPUT "VAT rate as a percentage (0..100) "; vatrate
20 INFUT "Amount "; amount

30 total = amount + (amount * vatrate / 100)

40 PRINT amount " With VAT added is " total

“hen you RUN this program it will ask you 1o input the VAT Rate chd
—en an amount. It will print cut what that amount is when it has
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had VAT added to it at the given rate. Like before, lines 10 and 20
use the INPUT command to get the user of the program to input
some values. The wording of the guestion is enclosed in quotation
marks and this is followed by a semicolon () and then the name of
the variable in which the value should be stored. If you don't use
a semicolon then no question mark is prinfed.

Line 30 creates a new variable called total which is the result of
adding the amount multiplied by the VAT rate to the original
amount. The part of the calculation in parentheses is calculated
first before the final addition is performed. The asterisk (*) is the
symbol BASIC understands to mean "multiply” and the slash (/) is the
symbol that means “divide by".

Line 40 prints the original amount stored in the variable amount,
followed by the message (in quotation marks) followed by the
value of the variable total.

This program has one or two shortcomings. Firstly, it was not really
necessary to create the intermediate variable called total to hold
the result of the calculation. Instead, line 30 could be deleted and
line 40 changed to read

40 PRINT amount "With VAT addad is " amount + (amount * vatrate / 100)

To delete line 30 just type the number 30 on its own and press (=],
This is the standard way to remove a single line from a program. [f
you run the program again it will work exactly as before even
though it has been simplified.

The next problem that we could overcome is the fact that each
time the program is RUN it just allows one set of numbers to be
entered and then stops. What we could do with is having the
program loop back o the start each time it gets to the end. This is
easy to do. Just add line 50:

50 GOTO 10

When you type RUN it will ask you for the VAT rate and then the
amount and then display the result, It will then go back round and
ask for the VAT rate again. This isn't really what we wanted. It should
only be necessary to enter the VAT rate once each time the
program is run. What's more, there doesn’t appear to be any way
to stop the program running.
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To stop the program press the £ key. If you press the 3 key when
3 program is running it will stop running and the BASIC prompt will
appear affer a message which says "Escape at line x*. This teils you
~hich line BASIC was executing when you stopped it

“he easy answer to not being asked 1o input the VAT rate every fime
s to make the destinaticn of the final jump to be line 20. So type
‘he command:

EDIT 50

“me current contents of line 50 will be displayed. Use the (&I
srrow keys to move the cursor to the end of the line and then
Jelete 10 and replace it with 20. When you have finished editing
“~e line press (=,

* you ever EDIT a line and then redllse that you would like to keep
e old version just press 9 and your changes will be ignored. You
~ill find when editing lines that many of the quick methods you may
~ave learnt about in the word processor can be used to move
~bout the line. For example, the left and right arrow keys (==
-ressed with will move a word at a time and when pressed
~ith &0 will jump to the start or end of the line.

~ our program there is still a problem that the only way to stop the
rogram is by pressing the £ key. As the program keeps waiting
-3 ask for an amount to be input we could arrange for the program
> stop running completely if the value 0 were input. Add the
“ltowing line:

.5 IF amcunt = 0 THEN STOP

~cluding this line means that if the value 0 is input when the
-ogram is asking for "amount® the program wili STOP. STOP is a
smmand to BASIC that does exactly what the name suggests and
-2ps @ program running returning the BASIC prompf.

~e above has given you an idea of the first steps in learning BASIC
Jt unfortunately there isn’t room in this manual for a complete
torial. What we suggest is that you get one of the many hundreds
¢ pooks available on programming in BASIC and you will find that
~opst of what they say applies equally well to the BBC BASIC in your
.otebook. If possible, get a book that is specifically written with BBC
-ASIC in mind.
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Example BASIC programs n

The following are a few simple programs that give a small taste of
what is possible in BASIC 'on the Notebook. Don’t worry too much
if you don’t understand all the commands used. You will probably
find them fun fo use even if you do not understand exactly how
they work. One thing to watch is that you must type them exactty
as shown including afl spaces and punctuation symboeils. Don’t
forget to press (1) at the end of each line that you type. 4

PROGRAM 1: Reaction time tester

This program uses the 1/100th second clock that BASIC gives occes&
to in order 1o time your reqctions: _

T

10 PRINT "Get ready..."

20 D = RND(300)+200

30 TIME = 0

40 REPEAT

50 ONTIL TIME > B

60 PRINT "Press a key..."

70 T = TIME

BD X = GET

S0 T = TIME - T

100 PRINT "You took” T/100 " seconds.”

Line 20 picks a number at random between 0 and 300, adds 200 t
it to make it between 200 and 500 and then sets the clock 1o zero
in line 30,

Lines 40 and 50 then delay for that number of 1/100ths of a secon
(between 2 and 5 seconds)

Line 60 prints the message you must react to. The current time
remembered in variable T and then after the GET statement in |l
80 has got a key press a calculation is made to see how much time
has elapsed.

This value is printed in line 100 (divided by 100 because it is Q
measurement in  1/100ths not whole seconds so must be
converted).

Type NEW to clear any existing program. Type in the lines above,
then type RUN to use the program. You may like to use SAVE to sa
a copy for later use.
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PROGRAM 2 : A musical organ program

10 x$ = "AWSEDFTGYHUJKOLP;’ ]#"+CHRS(13) : Cnote=96

20 a§ = GET§

30 IF a% = " " THEN STOP

40 IF aS>="1" AND aS<="4" THEN Cnote=4B*{ASC(a$)-ASC{"0")) : GOTO 20
45 IF a3>="a" AND a$<="z" THEN a$=CHRS (ASC (a$)-32)

50 note = INSTR{k5, a$)

50 IF note = 0 THER GOTO 20

10 SOUND i, 0, nate*4 + Cnote, 4

i0 GOTO 20

_ine 10 defines a string cdlled k$ which holds all the keys that the
srogram recognises. The (2] key is a special case as it returns the
alue 13 that cannot be typed into a string - hence the "+ CHRS(13)"
at the end of the string. The variable Cnote stores the pitch value
‘or the musical note C. By varying this between 48, 96, 144 and 192
t is possible to play 4 octaves.

_ine 20 is the one which reads the keys pressed on the keyboard
and puts them into @S.

.ine 30 gives us a neat way to stop the program (without having to
-it Stop). It tests to see if the character typed was the space bar
and if so the program stops.

Jine 40 checks to see if the character type was between “1* and
4", If it was it sets Cnote equal 1o 48 * the number 1,2 3 or 4.

_ine 45 converts any lower case letters that have been typed info
Jpper case. This relies on the fact that the character numbers of all
-ne upper case letters are exactly 32 less than the lower case
stters. ASC converts a string to its character number and CHRS
~onverts a character number back fo a string.

assurning the key pressed wasn’'t 1, 2, 3, 4 or space, Line 50 then
soks up the character that has been typed in k3 and sets the
.ariable called note to be equal to the position number (so A=1,
¥=2, 8=3, E=4 and so on up to [=J=21).

_ne 40 then checks to see if note is zero (which means the key
~asn’t found in k8). If this is the case a jump is made back to line
20 to read another key.

he program will get to line 70 if the variable note contains a valid
~ote number. This is multiplied by 4 because sounds go up in
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semi’rones not '/4 semitones. Finally it is c:dded onfo Cnote To moke |
the (*_) key, (no’re 1) note C. The duration of note is set to 4/20ths
of a second ¢'/sth) so each key press wili just make a short beep.

The last line of the program just directs control back round to line
20 so it will always wait for keys to be pressed (until the space bar
is used to stop the program).

Wwell that’'s the program but what do you do with it? Well, RUN it
and press some keys on the middle line of the keyboard. You should
hear musical notes, The keys have been picked to try and imitate
the black and white notes on a piano keyboard:

] L. CadF )]
keys (15 JP I JE X F X E 06D

C# Eb F# Ab Bb C# Eb F# Ab
notes C D EF G A B CDETF G

So fry tapplng in the following tunes (spacing gives an idea of
rhythm:

Patriotic:
GGHTGH JKJHGHGTG
GHJK LLL L KJ KKK K JH
JKIHG JKL :KJHGE
Seafarng: _
KIK AA GFDG KK LK LSS LKJ L ##
Scofttish and lyrical:
WTTYUU Y TTEWW
WTTYUOPO
O PP O U UOJUYTE
WWTUOPOUYT

White you are using the program press the or & keys
next to the £ key and see what happens. When you have finished
press the space bar o stop the program running.
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PROGRAM 3 : Scientific graph plotfing

“his program asks for a mathematical function to be typed in then
olots a curve of it on the screen.

10 pid = PI * & : st = pi4 / 480 : xscale = 480 / pid

20 INPUT "Function of x to plot (eg SIN(x)) : * func$
30 INPUT "Y scaling value {try 63 to start) : " yscale
40 CLG

30 PRINT TAB({(0,0); func$

0 FOR x=0 TO pid STEP st

*g0 y = INT(EVAL(func$)*yscale + 63)
30 PLOT &9, x * xscale, ¥

33 MEXT =x

_ne 10 defines some constants 1o be used in the program (you can
~ave several statements on one line separated by colons "), The
-sqson for making the variable pid is that we use the value of Pl
3.14159) multiplied by 4 on several occasions so if is quicker to just
~alculate it the once. The variable st is used as the STEP value in a
ZOR..NEXT loop and xscale is used to make sure that the plotted
yraph will exactly fill the full width of the screen.

- line 20 The user is asked to input a function to plot. BBC BASIC is
.ery powerful in that one can type in a function of x and later have
- evaluated even though it is effectively just a string of characters.

.ne 30 lets the user set a y scaling value. The reason for this is that
.ome graphs have a much larger amplitude (fop to bottorn height)
=an others. Lower values input for y scaling will reduce the height
-t the graph until it will fit on the screen.

_ne 40 clears the graphics screen ready to plot the graph and line
30 just prints the function that has been input as a title. The TAB(0.0}
~akes sure that the text appears in the first column of the first line
zn screen

_ne 60 setfs up a FOR..NEXT loop that will step x from O to PI"4 (this
: a measure of angle in radians and is the equivalent of 720
segrees or twice round a circle). So that 480 dots are printed across
—e screen the previously catculated STEP value is used to increase
. in a very small increment each time.

_ne 70 is the business end of the program that takes the function
-+ x that has been input and evcaluates it with EVAL. The resultant y
.alue Is multiplied up by the y scaling factor so that numbers
-etween 0 and 1 (such as you get from SIN(X)) will make a
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noticeable displacement on the display (+/- 64 pixels from the
centre line). The resulting value is added to 63 to position it about
the middle of the screen and only the integer part is taken (using
-1e INT function) because co-ordinates with decimal fractions
~ould not make much sense o the PLOT command.

Zach dot of the curve to be plotted is individually set by line 80. This
_ses the ubiquitous PLOT command which has myriad uses. It just
3 hoppens that '69" is the one that means plot a point af an
sosolute (x.y) position. A list of all the possible PLOT commands is
> ven fater in the manual.

ne 90 just completes the FOR..NEXT loop so that all 480 dots across
‘ne screen are used.

s/hen you RUN this program start off with an easy function. Enter.
SINO)" for the function (the word SIN must be in upper case but x
must be in lower case). When asked for the scaling value enter 63.

Having tried that, run the program again but this time enter the
‘unction as:

SQOR(ABS (SIN(x}))

again use a scale value of 63. The reason for the ABS function in
-ne above is to prevent the SQR (square root) function being given
1 negative value which will just cause the program to stop with an
Eligelf

“or a final run of the program try the very interesting (ond compiex)
- anction: ;

SIN({x)*CO3 (x) - SIN(x)*30R(x) . :

“or the scaling value enter 16, This curve starts off with a smalt
-nplitude but gets greater and greater as the plot continues.

"y making up your own functions using combinations of the various
~athematical functions in BASIC which are listed in the brief
:_mmary of all BASIC commands that follows later.



PROGRAM 4 : An analogue' clock

10 DIM sn% (60}, cs%{60), snoff%(60), caoff%(60)

20 CLG

30 FOR theta=0 TO 59

40 sn% (theta) = INT{60 * SIN{RAD (theta * 6)))

50 snoff%{theta}) = sn%(theta) + 240

60 cs% (theta) = INT(60 * COS{RAD(theta * §)))

70 csoff% (theta) = cs%(thata) + 63

BO PLOT 69, snoff%(thata), csoff%(theta)

90 IF (theta MOD 5)=0 THENW PROC_Dra\t_Hour_Blob{th.ta)
100 NEXT theta

110 hour$=MID$ (TIMES, 17, 2}

120 min$=MIDS (TIMES, 20, 2)

130 sec$=NIDS (TIMES, 23, 2)

140 PRINT TAB(60, 4);MIDS{TIMES, 17, 8) :

150 hour=VAL{hour§) : min=VAL(nin$) : sec=VAL(sec$)

153 IF hourl2 THEN hour=hour-12

155 hour=hour*5 + (min/12)

160 PROC Draw_Hand (hour, 0.4)

170 PROC Draw_ Hand {min, 0.8}

180 PROC Draw_Hand(sec, 0.9}

190 IF INEEY{l1)=-1 THEN GOT¢ 110

200 STOP

300 :

400 DEF PROC Draw_Hand(time, length)

410 newtime = time

120 IF time0 THEN oldtime=(time-1) ELSE oldtimer(time+59)
430 MOVE 240,63

440 PLOT 7,sn%(oldtime) * length + 240, cs%{oldtime) * length + €3
450 MOVE 240,63

160 DRAW mn%({newtime) * length + 240, ca%{newtime) * length + 63
470 ENDPROC

480 :

500 DEF PROC Draw Hour_ Blob (angle)

510 MOVE anoff% (angle), csoffs (angle)

520 DRAW sn®{angle) * 1.1 + 240, cs%{angle} * 1.1 + 63
£30 ENDPROC

~'s a pretty mammoth program but we hope you think it is worth
«e effort of typing it in!

e program draws a circular clock face and shows the current
-me that the Notebook's clock is set to as a set of pointers on the
-slock face. The time is shown as text digits alongside.

ere are several ways to draw a circle on a computer. One
-ethod is to use the farmula for a circle r?=x? + y2 and rearrange
=is o give \,{=S€!R(r2 -x2). 1 - the radius is a fixed quantity (60 in our
-ase) so you just vary x between 0 and r and calculate the
-orresponding y values and piot the points. However, this only
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produces one quadrant to a circle. It is far easier to’ use i@
formulae that:

x = r sin{theta)
and
y = r cos(theto) ' o - h

Then write a program that varies theta between 0 and 360 degrees
and calculate the (x.y) points on a circle. This is roughly what the
program does. However, it is recognised that a clock face only has
60 distinct points so there is no point in calculating 360 points. 50
the program just counts theta up from O to §9 and then uses the
values of COS and SIN of theta multiplied by 6. As there is a tot of
sine and cosine calculations to be done, the program does all the
calculations at the very start and stores the fixed results in two
arrays of variables. In addition to these a second set of arrays hold
the same results but shifted across the screen by 240 points and up
by 63. (To the centre of the screen).

The arrays are chosen to be integer arrays (’rhd’r's what the "%" affter
each name means) this makes them quicker to access and more
compact,

While the initial calculations are being made and the 60 points on
the clock face are being drawn, a check is made 1o see if theta s
divisible by 5 (using the MOD function). When it is a named
procedure (Drow_Hour_Blob) is called to make a bigger mark to
distinguish the twelve hour peints on the clock face.

Once the face has been drawn the main loop of the program is
entered. Every second this reads the sefting of the system date and
time (in TIMES) and breaks out the hour, minutes and seconds
settings into separate strings. The strings are then converted to
numbers using the VAL function. For each of the three quantities a
call is made 1o the Draw_Hand named procedure. When this is
called two parameters are supplied. One is the setting of hours,
minutes or seconds. And the other value passed is the length of the
pointer (*1.0 would be as long as the radius of the clock face, *0.4
is 2/5th the length of the radius and is used for the hour hand). Cnce
the strings have been converted to numbers the hour value is
multiplied by 5 to make it in the range 0..55. One twelfth of the
minutes setting is added so that the hour hand will take one of five
distinct positions between one hour and the next.
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After the calls to draw the hands a check is made to see if a key
s pressed. If one is then the program stops, otherwise it jumps back
to read the new time and re-draw the pointers. That forms the main
oop of the progrom. Line 300 with a single colon is just a neat way
of spacing the lines of the main program from the procedure
definitions that fotlow.

“inally there are the two procedures. The one to draw hands uses
wo time seftings. the cumrrent hour, minute or second and the
orevious hour minute or second. It draws & blank line (PLOT 7) at
‘e old location and then draws in the new pointer. When
~afculating the previous minute a special case of the hour/min/sec
oeing 0 is made. In this case the previcus hour/min/sec would be
~egative so 59 is added on.

e final procedure is the one that draws the extended legends on
*he "hours". It does this by drawing lines out from the circle edge fo
ooints that are 1.1*he radius further out.

Ne hope you enjoy these simple programs and may be inspired to
Jelve deeper into the world of BASIC programming. The range of
ings you could attempt is endless. How about writing a drawing
sackage? Or a cardfile program? Or a spreadsheet? Or o game?
r a terminal program o use the sefial port (hint: treat it like a file
zalled "COM:™) ?



45

Making programs run automatically

If you write a program in BASIC, each time you want to run it it
would seem that you have to switch to BASIC by pressing Fov~]
and (), give a LOAD "filename’ command and finally type RUN fo
start the program running. f you want to make it easy for others fo
use your program then give it the special name "AUTO". If there is
da file of this name in the Notebook’s memory then when you press
Foriord(* ) the program will be immediately loaded and start
running. It is possible to have a second file called NOTEPAD.RUN
which is also auto-run. This will be loaded and run after the program
called AUTO, '

If such a program contains an OSCLI'ESC OFF) command then
you might get info the situation that you could never get back to
BASIC’s immediate mode. This is not a problem. Switch to the
wordprocessor's List Stored Documents screen and use - F J)to
rename the file to something other than AUTO or NOTEPAD.RUN,

BASIC memory usage : 5

*

BBC BASIC allocates as much RAM as possible for ifs use on entry,
up to a maximum of about 40 Kbytes for user programs, variables
and stack. This figure cannot be increased by the addition of a
PCMCIA memory card but such a card would dllow several
priograms to be stored and the CHAIN command could be used
to switch from one to the next.

If less than 40K of memory is avallable the value of PAGE will be
raised accordingly. At least 2 Kbytes of memory will be left free for
new files. Note that you must not raise HIMEM above its initial value
or lower PAGE below its initial value; any attempt to do so will most
probably crash the machine. ;

It may also be possible to crash the machine by injudicious use
BBC BASIC’s equivalent of the POKE command (?n = X}, Also, almost
any attempt to use the assemibier built into BBC BASIC will crash the
machine. If you do any of these things then the only way to correct
matters may be to perform a hard reset by holding down Euretiorffres
and ~**] when switching the machine on. This will lose all data and
documents stored in the machines memory. It would, therefore, be
advisable to avoid using any of these features unless you are
absclutety sure you know the effect they may have.
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280 assembler - abi'owve‘)l-OIeAa' |

_nlike the Acorn computers that are based on the 6502 processor,
=e Notebook is based on the Z80 processor. Consequently, the
msemiler built info the BASC recognises Z80 mnemonics rather
—an the 6502 variety. Assembly language programming is such an
sdvanced subject that there is no way it can be covered in this
=anual. We would warn people not familiar with machine code
crogramming fo avoid attempting to use the assembler feature as

* will almost certainly Iec:d to a machine crash and subsequent loss
-t data.

Differences between BBC BASIC
on the Notebook and other computers

ot every feature of BBC BASIC is supported by the version in the
wotebook. Obviously the sound faciiities are very limited and the
wzreen is only 480 pixels wide by 128 pixels deep. also. it can only
:now two "colours”. This does mean that some of the standard BBC
sASIC commands are limited on the Notebook.

e following pages comprise a list of all the keywords recognised.
~ B8BC BASIC, this is not a complete reference but may be useful to
—ose who dlready know a version of BASIC,

-ollowing this is a description of operating system specific features
-f BBC BASIC on the Notebook.

ose language elements which are machine specific, particularly
-ardware-dependent features, are indicated accordingly. In most
sases their operation has been made as compatible as possible
~1th the criginal Acorn versions, within the cons’rrom’rs of the NC200
sesign and its operating system:

Goiw

. ' MmUﬂ}i'r
LoV o fuzes] nem- o2 WA et of loupe v 21ed.



BASIC Keywords e

The following is a list of all the BBC BASIC keywords. Those not
supported on the Notebook are noted. Differences in operation of
some of the commands is also noted. This list is not intended to be
a complete reference of the language. There are many good
books available on the subject of programming in BASIC and many
of these talk specifically about the BBC version of the language.
This list may be usefui for those who already know how to program
or for those inquisitve beginners who would like to experiment.

ABS |
var = ABS (number) -1

Setfs var equal to the absolute value of number. Negative numben';
are converted to positive. Positive numbers are untouched.

ACS
var = ACS{(nurnben

Sets var equal 1o the arc-cosine of the numper. The result is in
radians (which may be converted to degrees using the DEG
function). ‘

ADVAL

The Notebook has no anatogue input port or equivalent. Use of the
ADVAL function wilt result in the error message "Sorry" (error code
255}

AND
var = nurnber AND number

2

Sefs var equal to the logical bitwise AND of the two numerl
arguments,

ASC
var = ASC(string)

Sets var equal to the ASCIl value of the first character of the gi
string.

ASN
var = ASN(number)

Sets var equal to the Arc Sine of the argument. Result is in radia
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ATN
ar = AIN(humber)

ats var equal to the Arc Tangent of the given number. The result
:in radians and may be converted to degrees using the DEG
netion,

AUTO
= JTO start, step

-arts generating automatic line numbers at line starf and goes up
¢ step. If start and sfep aren’t given it storts at 10 and goes up in
-aps of 10.

IGET
ar = BGET#number

2ts var equal to the next character from the file that has been
nened as number. The file can also be "COM:” for the serial port.

1PUT
CUT#number, value

ites the value to a file that has been opened as number. The file
>utd also be the serial port "COM:" or the paraliel port "LPT:".

CALL
ALL address, parameters

“alls a machine code subroutine. Not for the faint hearted.

THAIN _ _
~AIN sting _ : a3 ;d\ o

-ads and then continues of 10 Ul The ptogram stored ih the file
nose name is given in string.

"HRS
=r = CHRS(numben

=ts a string variable equal to the character whose ASCIE code
smber is number.
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CLEAR - e _ . : “
CLEAR ' : .

This resets all dynamic variables to the unused condition. The only
variables left intact are the static variables A% to 2% and @%.

Cle

This statement clears the current graphics window (by defaulf the
entire display) to the unlit ('white’) state. The graphics cursor is not
moved.

CLOSE
CLOSE#number

Closes the file identified by number.

I
-

CLsS R

This statement clears the current text window (by default the entired
display) to ‘space’ characters and moves the text cursor to the fop
left. 1

o3

COLOUR
COLOR

The Notebook’s (LCD) screen cannot display colours. Use of the
COLOUR statement will result in the error message "Sorry” {(error
code 255). Limited control over text atfributes can be obtained
with VDU which is explained in the description of VDU.

coOSs
var = COS(number)

Sets var equal to the Cosine of the angte number which is specifie
in radians. The RAD function may be used to convert an angle in
degrees to radians.

COUNT
var = COUNT

Sets var equal to the number of characters sent to the display sinc
the last new line.



DATA KEE R
ATA constant, constant, constant...

sed to include constant data within a program which may be
sed by means of the READ command which will read it into

ariables.

DEF
_cF PROCname
“F FNname

_sed to begin the definition of a nomed procedure or function.'The
~lowing example may give a taste of how this works:

PROCtest ("Hello World™)
PRINT FN_Average(3,9,14)
END

&8 o

£ H
.10 DEF PROCtest {(string$)

.10 PRINT string$

.20 ENDPROC

.30

;30 DEF FMAverage(nl, n2, n3)
;10 =(nl+n2+n3) /3

JEG
ar = DEG(nurmbern

ats var equal to the number converted from radians to degrees.
- radions @ complete circle is equal to 2°Pl while in degrees a
-amplete circle is 360 degrees so DEG just divides by 2*Pl and
- dtiplies by 360 (which is the same as divide by Pl and multiply by

20).

DELETE
ZLETE start, finish

sletes a range of lines from a program. DELETE 10,100 would
amove all lines between 10 and 100 (inclusive). To delete a single
-e it is easier just to type the line number on ifs own.

M
M var, size

xerves space for an array of items. For example DIM A(5)'would
=serve space for 6 items A(Q), A(1). A(2)...A(B)



LY.

3

b ' _
var = humber DIV number Lnotnoed not -

Sets var equal to the infeger result c:ﬁer.dividing the first number by
the second. The remainder is discarded. The function MOD can be
used to get the remainder. :

DRAW X.y L

Draws a straight line (in 'lit’ pixels) between the current position of
the graphics cursor and the specified co-ordinates, then moves the
graphics cursor to the specified position. The range of co-ordinates
corresponding to positions on the screen is 0 to 479 in the x-
direction and 0 to 127 in the y-direction. This statement is identical
to PLOT 5, x, v. .

EDIT number

A singlelline editor is provided, which is entered using t
command EDIT number. The contents of two or more lines may bg
concatenated using the syntax EDIT 1,2 but the intermediate line
numbers must be edited out, and the original lines deleted,
manudlly. A line may be duplicated by editing oniy the line
number.

ELSE
i condition THEN .... ELSE ....

Used fo provide an alternative sequence of commands if the
condition in an IF statement fails.

END
END

Marks the point where you would like the program to stop running
and return to the BASIC prompt (»). END is not necessary s o
program will stop once it has executed the highest line number but
END makes things tidy and can be used 16 END the program edrly.
It also is used to separate the main program from the procedurs
and function definitions and other subroutines.

ENDPROC
ENDPROC

4

Marks the end of a procedure definition.
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ENVELOPE

s feature is not supportfed on the Notebook. Use of the
“NVELOPE statement will result in the error message “Sorry" (error
;ode 255).

tQOF
Lar= EC_)F#number

g function returns TRUE if the file pointer is at the end-of-file
tentified by number and FALSE otherwise. In the special case of
e seriab port ("COM:") TRUE indicates that there are no input
‘naracters waiting while FALSE indicates that one or more
:naracters are waiting at the input.

tOR

ar = pumber EOR number

2ts var equal to the logical bitwise exclusive OR of the two
-umbers.

L
ar=ERL

2ts var equal to the number of the Iast line that caused an error.

IRR
ar=ERR

=ts var equal to the number of the last error code. The possible
>des are:;

1 Qut of range 18 Division by zerc 33 Can’t match FOR

4 Mistake 19 String too long 34 FOR variable
5 Missing . 20 Teo big 36 No TO

6 Type mismatch 21 -ve root 38 No GOsUB
7 No FN 22 Log range 3¢ ON syntax

9 Missing " 23 Accuracy lost 40 ON range
10 Bad DIM - 24 Exp range 41 No such line
11 DiM space 26 No such variable 42 Out of DATA
12 Not LOCAL 27 Missing ) 43 No REPEAT
13 No PROC 28 Bad HEX 45 Missing #

14 Array 29 No such FN/PROC

15 Subscript 30 Bad call

16 Syntax error 31 Arguments

17 Escape 32 No FOR
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ERROR
ON ERROR GOTO -
ON ERROR OFF |

Used to trap errors. When an ON ERROR GOTO command is used
subsequent errors cause program control o go to the line identiflied
in the GOTO part of the command. ERR and ERL can be inspected
to see what caused the error and if it can be corrected.

EVAL
var = EVAL(BASIC expression in a sfring)

Rt

This very powerful command passes the string to the BASIC
expression handler and then sets var equat 1o the result. A simpie 4
line program will turn BASIC into a scientific calculator:

10 REPEAT

20 INPUT "Enter command : " af
30 PRINT EVAL & )
40 UNTIL FALSE i .

When RUN this might give the following:

Enter command : SIN(RAD(45))
0.707106781

Enter command : DEG(BTH{SOQR{Z1]]
54.7350103

Enter command ; TIMES

Thu.1l9 Mar 1992,00:27:42

EXP s
var = EXP(numben

Sets var equal to the natural logarithm base (e=2.71828183) raised
to the power of number. The inverse of this function is provided by
LN.

EXT o
var = EXT#number

This function retums the size, in bytes, of an opened file. In the
special case of the serial and parallel ports ('COM:" and "LPT:") a
non-zero returned value indicates that the output port is busy and
if written ¢ may result in a "Device fault". A returned value of zero
indicates that the cutput port is ready 1o receive more choracters.

b .
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FALSE | o
var = FALSE e

~ALSE is a fixed variabie defined as 0. As BASIC uses the value 0 to
mean FALSE in conditional tests such as IF and UNTIL you can use
~ALSE in these situations. For example,

HEPEAT

FRINT "Hallo"
INTIL FALSE

~ill repeat forever (until Stop is pressed).

FN
«ar = FNname
JEF FNname

Jsed in both defining and using a named function, See DEF for
more details.

FOR
“OR var=start number TO finish number STEP step value

jsed to start a repetitive loop for a fixed number of iterations. var
~ill start at the value sfart number and then, each time a
zorresponding NEXT instruction is executed var will be increased by
“ep value (or just 1) until it reaches (or exceeds) finish number.

SCOL

“ne Notebook’'s (LCD) screen cannot display colours. Use of the
>COL statement will result in the error message “Sorry” (error code
[58).

SET
ar = GET

‘efs var equal to the ASCII value of the next key pRassed. Waits for
z key 10 be pressed before returning.

SETS
.ar§$ = GETS

‘ets the sting variable varS"equcI equal to the next chordcfer key
essed. It waits for a key press before returning.
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GOsuB _ =t
GOSUB fine : . N

A jump is made to the section of program starting at fine. When the
next RETURN command is executed control returns to the statement
after the GOSUB command.

GOTO
GOTO fine

Control is fransferred to the line identified in the GOTO command.
To make programs easy to read the use of excessive GOTO
commands should be avoided. It is far better to change the flow
of a program using the FOR...NEXT, REPEAL...UNTIL, DEF PROC and
GOSUB structures.

HIMEM
HIMEM = humber
var = HIMEM

Can be used either to set a new high address for the top of BASIC's
program memory or to find out what it is currently set fo. It is unwise
to change this unless you are sure you know what you are doing
as you may crash the machine leading to the need to completely
reset it and lose all your documents, It is OK to reduce HIMEM but
do not increase it above its initial value.

IF
IF conditiors THEN o K

Used fo conditionally execute statements, The condition is testec
and if it results in a TRUE (-1) value the statements after THEN are
executed.

INKEY
var = INKEY(time)

Sets var equal to the ASCH value of the next key pressed. Unlike GET
it only waits for the length of time given by time in centiseconds. if
no key is pressed it returns -1, Use of INKEY with a negative argument
to test the state of each key independently is not supported.
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INKEY$ )
sar$ = INKEYS(time) _ _ C )b -

Naits for time 1/100ths of a second for a key to be pressed and
.sturns the character in vars. If no key is pushed in time it sets var$
-0 the null (empty) string.

INPUT
NPUT "prompt text', var

EERE B N TSP B T

‘tops and displays the prompt fext and then sets var equal to the
_sefrs response. var can alse be a string variable to allow the user
-3 enter text as well as numbers,

NPUT LINE
~.PUT LINE var$

siows the user to type a string of text including commas, quotes
:nd leading spaces and assigns this to vars.

YPUT#
“PUT#number, var

-puts variable var from the file identifled by number.

NSTR :
>r = INSTR(string. string to find, number)

-g first named shing is searched to see if it contains the sfring to
-3 and if so varis set to the position in the string where it occurs.
-2 search can be started part way into the string by giving a
-mber,

T
» = INT(humber)

-averts a real number to a lower integer.

=74
-4 = LEFTS$(string$. number)

.25 the number of leffmost characters from string$ and assigns
-~ to vars.
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LEN
var = LEN(string$)

Sets var equal to the number of characters in the given string.

LET
LET var = vaiue

LET assigns a value to a variable (elther number or string). In fe X
LET is optional and need not be used. So

IET X =X + 3

and

X=X+ 3
are exactly equivalent.

LINE
INPUT LINE

See INPUT LINE.

LIST
LIST number. number

Lists a program. If a single number is given then only that line is
shown, If both numbers are given then all lines between the two
are shown. While a program is listed you can press to pause the
listing. Press it again to stop. f

LISTO
LISTO number

LISTO is used before the LIST command to control how the
subsequent listing is formatited. The number affects how the listing
is formatted. Valid numbers are 0 to 7. LISTO 7 gives the easiest to
foliow listing.

LN
var = LN(number)

Sets var equal to the naturat logarithm of the number. Natural |
are to the base e (=2.71828183). The inverse of LN is EXP.
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LOAD
LOAD prog_name

The prog hame (in quotes or contained in string variable) is the
name of a document that confains a program to load.

LOCAL
LOCAL var

Specifies a variable that is only local within a procedure or function
declaration. The value is lost (undefined) outside of the proc/fn.

LOG
var = LOG(number)

Sets var equal fo the base 10 logarithm of number. There is no
nverse function of LOG as such because the equivalent is to use
10Anumber (ie 10 raised to the power of a number).

LOMEM
OMEM = var
sar = LOMEM

Yay be used to read and set the point in memory where dynamic
Jata structures will be placed. It would be unwise to change this
Jnless you are absolutely certain that you know what you are
Joing.

MID$
«ar$ = MIDS(string$. start, length)

>ets var$ equal to a string of characters taken from string$ starting
3t position start for length characters.

MOD )
«ar = number MOD number

Divides the first number by the second and sets var equal to 'rhé
‘emainder. See also DIV which setfs var equal to the integer result
>f dividing one number by another.

MODE

"is feature is not supported on the Notebook. Use of the MODE
datement will result in the error message “Sorry” (error code 255).

217



MOVE _ = nry
MOVE x.y . . . BMON_GOow .‘.

Moves the graphics cursor to the specified co-ordinates, but does
not affect what Is displayed. The range of co-ordinates
corresponding to positions on the screen is 0 (left) to 479 (right) in
the x-direction and 0 (bottom) to 127 (fop) in the y-direction. This
statement is identical to PLOT 4, x, v.

NEW
NEW

Clears the current program from memory. If you use this
accidentally you can immediately use OLD 1o recover it but OLD
will no longer function once you start to enfer new program lines
or set new variables.

NEXT
NEXT var N

Used to mark the end of a FOR loop and cause a jump back to the
statement after FOR until the loop variable has reached its upper
limit. The var name can be used to make sure a jump is made back
to the comect FOR command.

NOT
var = NOT number

]

Sets var equal to the bit by bit binary inversion of number.

OoLD
OLD

Used to recover a program immediately after the accidental use
of NEW.

ON

ON var GOTO fine, fine...

ON var GOSUB fine, line...

ON var PROCone, PROCtwo, ...

Can be used to gotc or gosub a number of different lines
depending on the value of var. Can also be used to call different
named procedures dependent on the value of var.

-t
Y
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OPENIN ' )
. ar = OPENIN(string) .

~e document/file whose nome is given by string is opened for input
-eading) and a file number is returned in var. This may be used in
—e various file reading commands such as BGET# and INPUT#, If the
< ename given is 'COM:" then input will be read from the serial port.

SPENOUT
. ar = OPENOUT(sting)

- document/file whose name is given by string is opened for
-utput (writing) and a file number is returned in var. This may be
sed in the various file writihg commands such as BPUT#. If the
- ename given is "COM:" then output will go to the serial port. If the
-ame is 'LPT:" then the cutput will be to the parallel printer port.

JPENUP
ar = OPENUPstring)

-3s the combined effect of OPENIN and OPENOUT. The device or
-2 is opened for reading and writing. Can be used with files and
—e serial port "COM;"

oR
_ar = number OR number

=ts var equal to the result of the logical bitwise OR of the two
-umbers,

J5CLI
“SCU(string)

~e string is passed to the operating system to be executed. This
an be one of the star commands such as *CATL That is,
“SCLICCAT™. Notice that * is not included.

MGE
LGE = var
2r= PAGE

. ~GE can be used to read or set the starting address of the current
_-agram areaq. It would be extremely unwise to change this value
~less you are totally certain you know what you are doing.
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P' . WA
var = Pl _ .

Sets var equal to the value of #:3. 14159265, the ratio of a circle* s
circumference to ifs diameter.

PLOT
PLOT nx.y

A multi-purpose plotting statement, whose effect is controlled by
the number n. x must be in the range 0 to 479 and y 0 to 127. In
the following ‘relative’ means that (x, y) are added onto the current
graphics cursor position to determine the destfination. When
"absolute’ co-ordinates are used they are atways specified with
relation to the origin of the graphics screen at (0, 0).

Action

Moves the graphics cursor relative to the last point.
Draws a line, in ‘black’, relative 1o the last point,
Draws a line, in “inverse’, relative to the last point.
Draws a line, in “white’, relative to the last point.
Moves the graphics cursor 1o the absolute posifion xy.
Draws a line, in ‘black’. t¢ the absolute position X.y.
Draws a line, in “inverse’, to the absolute position x.y
Draws a line, in "white’, to the absolute position x.y.

N ARWN—O 3

As 0-7, but plots the last point on the line twice (i.e. in
‘inverting’ modes omifs the last point).

®
o

16-31 As 0-15, but draws the line dotted.

32-63 As 0-31, but plots the first polnt on the line twice
(i.e. in the ‘invering’ modes omits the flrst point).

64-71 As 0-7, but plots a single point af x.y.

72-79 Draws a horizontal line left and right from the point x.y
until the first ‘lit" pixel is encountered, or the edge of
the window. This can be used to fill shapes.

80-87 Plots and fills a triangle defined by the two previously
visited points and the point x.y.



n Action

88-956 Draws a horizontal line to the right of the point Xy until
the first “‘unlit’ pixel is encountered, or the edge of the
window. This can be used to "undraw” things.

36-103 Plots and fills a rectangle whose opposite corners are
defined by the last visited point and the point x.y.

POINT
sar = POINT (x.y)

“his function sets var to the state of the pixel at the specified
~seation, as 0 wnlih) or 1 (it). If the specified point is outside the
sraphics window (taking into account the position of the graphics
-rigin) the value -1 is returned. xis in the range 0..479 and y is in the
ange 0..127

POS
.ar = PCS

“nis function sets var equal to the horizontal position (column) of
e text cursor with respect to the left-hand edge of the current
-axt window, in the range 0 to 79.

2RINT
ANT var

--nts the contents of a variable or variables and fixed text on the
-reen. The line of items following PRINT is passed to BASIC’s
-xpression evaluator before output is produced. A tilde character
- can be used before numeric items that should print in
asxadecimal. Commas in the print list cause output to start at the
axt tab stop. Semicolons mean the items follow on immediately
-Jjacent, A single apostrophe forces printing to start on a new line.

-nt format can be controlled by setting the variable @% before

-nnting but there are foo many options to describe here. The
nctions TAB(xy) and SPC(number) can be used in a print
- stement to either position the cursor at location (x.y) or at a fixed
.mber of spaces from the current position.

*ROC
*OChame

wed to invoke a named proce.dure that is defined using DEF PROC.
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PTR
PTR#number = var

~ a8 ! +_rg_{‘.‘-'-._ - By
var = PIR#number Hiinc : 3

Allows the random access pointer of file number 1o be read or set,

PUT _ . : 3
PUT port. var : .

Outputs a value to an I/ port address. It would be very unwise
indeed to experiment with this command as you will almost
certainly crash the Notebook necessitating a reset which will Iose
ail stored data.

RAD :
var = RAD(numben

Sets var equal to the value of number converted from degrees to
radians.

READ
READ vor

Reads data from a DATA statement and assigns it to var.

REM
REM comment

Allows comments to be added to programs., Anything following
REM is considered a remark and will be ignored. It is good practice
1o include comments in programs so that at @ later date you will
understand what a particularty complicated line really does! It can
also be used to temporcarily disable a command while testing o
program

RENUMBER
RENUMBER start, step

Renumbers a program starting at line 10 and going up in steps of
10. If start and step are glven then numbering will begin at start and
go up in units of step.

REPEAT
REPEAT

Used to begin a loop that ends with the command UNTIL,
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REPORT ) . . R I8 e K Sl P . ::,_.I,i',
EPORT . | L

“his prints the error message associated with the last error that
securred and is usually used in an ON ERROR GOTO trap to print
In error message when your program determines that the error
~hich has occurred is not one that it can cope with.

RESTORE
“ESTORE fine

/nen using READ to read data from DATA statements, RESTORE can
- used to set the reading pointer back to a specified line so that
sata can be re-read.

RETURN
“ETURN

sed at the end of a section of program that has been jumped to
; the GOSUB command. Control returns to the statement after
~OSUB.

AIGHTS
1§ = RIGHTS(sting$. number)

=15 var$ equal to the string of characters taken from ’rhe rightmost
-~d of sting$ and of length number.
ND
z* = RND{number)
=3 var equal to a random number between 1 and number. If
_mber is not given then the var is between 1 an &FFFFFFFF. If the

. .en numberis negative then the random number generator is set
a value based on that number and that number is returned in

-~

#N
N

- arts running the program currently held in memeory.

AVE
-.E prog_name

= current program in memory is saved to a document calied
-3_name (this may be either a name in quotes or a sfring variable
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that contains a name to use). It is very important to SAVE a program
you are working on before switching away from BASIC (or typing
*QUIT as the program is not automaticaily saved.

SGN - a
var = SGN (humbern)

Sets var equal to -1 if the number is negative, +1 if it is positive or 0
if number is zero.

SIN
var = SINChumber)

: _‘i

Sets var equal to the Sine of the given angle which must be
specified in radians. The RAD function can be used to change an
angle in degrees into radians before using the SIN function. :

SOUND
SOUND channel, volume, pitch, duration

SOUND will makes a sound on the Notebook's specker The
Notebook has two sound channels so channel must be either 1 or
2. The volume is not variabie so the volume parameter is ignored.
The pifch specifies the note fo be played. A value of 100 is middle
C. Although each step of the pitch parameter should change the
pitch by a quarter semitone, the Notebook can only play notes in
steps of a semitone so there is no point using values that are not a
multiple of four. A pitch value of O will switch o sound channel off,

The duration is given in twentieths of a second in the range 0 to 254
The value -1 of 255 causes an indefinite sound, which can be
stopped only by issuing another SOUND statement or by pressing
the b9 key. So. for example: '

sour> 1, 0, 136, 20

wil play the A above middle C on channel 1 for 1 seco
(20/20ths).

To play a two note chord, use a SOUND command with @ duration
of -1 to start the first note on channel 1 and then use a second
SOUND command to play the other note "on top" on channel 2.
Sounds can be made to stop playing by using another SOUN
command with a duration of O,

224



2RINT SPC(number) . BEUE I v
“PUT SPC{number) _ o o
when used in either a PRINT or INPUT command it prints number
-oaces before any following text.

QR

. ar = SQR(number)

ats var equal 1o the square root of number.

STEP
IR var=start TO finish STEP step

»Jows o FOR..NEXT variable to be increased (or decreased) in steps
~*her than one.

sTOP
~OP

st like END it stops @ program running but prints a message to say
~nere the prograom stopped. Liberal use of STOP commands can
-alp when developing a program to frace the flow of execution.

STRS
ars = STRS(number)

ats a sting to be equal fo a number in the same format that it
.auld be printed in. If a tilde is included between the § and open
~arenthesis the number will be converted to hexadecimal,

TRINGS
ar§ = STRINGS(number, string)

&ts varS equal to number repetitions of string.
"AB

ZINT TAB(X,y)

“PUT TAB(X.Y)

sed o arrange for the printed output of a PRINT or INPUT
-smmand 1o appear on the screen at location (x.y) with respect

= the current text window.
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TAN _ - ~a
var = TAN(humben _ : i

Sets var equadl to the Tc:r‘\gén'r of the angle nurhber. This rmust be.
specified in radians. To use degrees use the RAD function to convert
the value from degrees o radians before using TAN.

THEN - q
IF condition THEN o
Introduces the statements in an IF command that should be:

executed if the condifion is met. The use of THEN is optional but
makes programs easier to read. "

TIME
TIME = var
var = TIME

A variable that can be set and read t¢ measure elapsed tfime. ¥
Increases once every 1/100th of a second. Typically this is used tor
measure a fixed amount of elapsed time. For example:
TIME = 0

REPEAT
UNTIL TIME > 1000

would pause for approximately 10 seconds.

TIMES
vars = TIMES
TIMES = vars

Sets var$ equal to a sfring which contains the current dote and time
in a fixed format. MID$ can be used to pick selected fields from this.
It is also possible to set the date and time stored in the Notebook
by setting the TIMES variable. The format of the returned string is
"Day.dd Mon yyyy.hh:mm:ss" where Day is the day of week, dd the
day of month, Mon the month, yyyy the year, hh the hour (00-23),
mm the minute and ss the second. The time. date or both time and
date may be set by including the appropriate fields. When setting
the clock the day of week is ighored and may be omitted.

TO
FOR var = start TO finish

Used in a FOR statement 1o divide the starting value from the erc
value of the loop variable.
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TRACE L . S . - ©oRROTY
ACE ON : : _
YACE OFF

RACE number

e command TRACE ON will cause BASIC to print the number of
aach line it executes in square brackets to aliow the flow of
axecution to be followed. Tracing can be tumed off using the
-ommand TRACE OFF. If the command TRACE number is used then
snly line numbers below number will be prinfed. By placing al
;ubroutines at high numbered lines and the main program in the
sw numbered lines you can arrange to only show fracing of the
—ain part of the program,

TRUE
.ar = TRUE

efs var to be equal to the value -1 that BASIC understands as TRUE
- IF and UNTIL expressions

JNTIL
NTIL condition

:nds a loop started by the REPEAT command. As long as the
-sndition is not met a jump will be made back to the statement
T“ter REPEAT.

J5R
ar = USR(number)

“alls @ machine code routine at address number and returns the
slue of the HL and HL' registers to the named variable. Not a
smmand for the uninitiated in the black art of machine code
Jrogramming.

AL

ar = VAL(sTing)

snverts as much of a string that can be interpreted as a number
-+0 @ numeric value and assigns it fo var.

Coetar o LA Q UV
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vDU
VDU number number ...

Posses the elements of the list to the VDU emulator (see full
description below). Items terminated by & semicolon are sent as
16-bit values, LSB first,

All console output is passed to a software emulator of the BBC
Micro's VDU drivers. VDU codes perform a function similar to-those
of the BBC Micro, consistent with the hardware and Operating
System differences:

vDU O ignored

VDU 1.n The following byte is sent to the printer, If enabled
(with VDU 2), ¥ the printer is not enabled, the byte is
ditched. Any 8-bit value (- 255) can be sent. This
works even when the VDU is disabled with VDU 21,

~

VDU 2 Enables the printer. Subsequent characters are sent
both to the screen and to the printer. The only
control characters sent to the printer are BEL (7), BS
(8), HT (9), LF (10), VT (11), FF (12) and CR (13). Bytes
which are parameters for VDU commands are not
sent to the printer. e.g. VDU 27,13 does not send a
cariage return to the printer.

vDU 3 Disables the printer. Cancels the effect of VDU 2. -

vDU 4 Causes the text cursor to be displayed.

vDU & | Causes the text cursor to be hidden.

VDU 6 Enables the screen display. Cancels the effect of
VDU 21.

vDU 7 Causes a "beep”.

vDU 8 Moves the text cursor left one character. If it was at

the left edge of the window, it is wrapped to thal
end of the previous row (right-hand edge of
window). If it was also on the top row of the text
window, it is moved to the bottom row.

vDU @ Moves the text cursor right one character. If it wos
at the right hand edge of the window, it is wrap|
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/DU 10

/DU

DU 12

DU 13

oU 14
U156
U 16

17
SU 18
e
U220

U 21

™y 22
23

to the beginning of the next row (left-hand edge of
window). If it was also on the bottom row of the text
window, it is moved to the top row,

Moves the text cursor down one row. If it was on the
bottom row of the text window, the window scrolls

up.

- Moves the text cursor up one row. If it was on the

top row of the text window, it is moved to the bottom
row.

This is identical to CLS in BASIC. It clears the text
window 1o space characters and moves the text
cursor to the "home’ position (top-left corner of the
text window),

Moves the text cursor to the left-hand edge of the
window, but does not move it vertically.

Enables inverse text.
Diso_bles inverse text. Cancels the effect of VDU 14,

This is identical to CLG in BASIC. It clears the graphics
window to unlit {white”) pixels. The graphics cursor
is not moved.

Enables bold text.
Disables bold text. Cancels the effect of VDU 17,
Enables underlined ftext.

Disables underlined text. Cancels the effect of VDU
19,

Disables VDU output. All subsequent VDU commands
except 1 to 6 are ignored. if the printer is enabled,
VDUs 7.8.9.10,11,12 and 13 will sfill be sent to the
printer.

Ignored
ignored



VDU 24 jeftx;bottomy;rightx:topy:

vDU25, n, X vy

VDU 26

VDU 27 .n

VDU 28, leftx, bottorny, rightx, topy

VDU 29, x; v;

VDU 30

VDU 31, x, ¥

vDU 127

Sets the graphics window. Horizontal  (x)
co-ordinates are in the range 0 (left) to 479 and
vertical (y) co-ordinates In the range 0 (bottom) to
127.

This is identical to PLOT n, x, y in BASIC. See PLOT for
more details.

Resets the text and graphics windows to their default
positions (filing the whole screen), homes the text
cursor, moves the graphics cursor to 0,0 and resets
the graphics origin to 0.0.

Sends the next bylte to the screen without
interpreting it as a control code.  Allows graphics
characters coresponding to VDU 0-31 and VDU 127
to be displayed. Acts in a similar way to VDU 1 for
the printer.

Sets the text window. Horizontal (x) co-ordinates are
in the range 0 (lef) to 79 and verical (y}
co-ordinates in the range 0 (fop) to 7.

Moves the graphics origin to the specified
co-ordinates. Subsequent graphics co-ordinates are
with respect to this position.

Homes the text cursor, to the top-left comer of
text window.

Identical to PRINT TAB(X, ¥); In BASIC, Positions the text
cursor according to the next two bytes. The
co-ordinates are with respect to the edges of the
current text window.

Backspaces the cursor by one position and delet:
the character there.
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VPOS o | RIS
~ar = VPOS

“afs var equal to the vertical position (row) of the text cursor with
sspect to the top of the current text window, in the range 0 to 7.

~IDTH
LIDTH number

“ats the width of print zones. A value of zero will stop it taking any
:ction.

Operating System Commands

- e following Operating System commands are implemented. They
-ay be accessed directly (e.g. "BYE) or via the OSCLI statement

2SCLI "BYE™).
"BYE

auIT _ _ _
.its from BASIC and returns control to the Operating System.
CAI

JIR

s a catalogue of all the stored files.

DELETE filename

IRASE filename

=letes the specified file.

£SC (ON1OFR)

-3bles or disables the abort action of the [ key which is known
BASIC as the ESCape key: after *ESC OFF the [ key simply
=+urns the ASCHl code ESC (27). *ESC ON. or “ESC, restores the

~rmal action of the -7 key.
iXEC filename

. zcepts console input from the specified file instead of from the
ayboard (note that GET and INKEY always read from the

-syboard).
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*KEY n (sfring)
Redefines a key to return the specified string. The key number n is
from O to 127, where 41 to 66 corespond to £~~1* ] to b
respectively. The string may contain the "escape’ symbol 1 in order
to insert non-printing characters. For example. | M indicates (=], 12
indicates DEL, | | indicates the character | itself and 1! causes bit
7 of the following character to be set. If the string is enclosed in
quotes (which is optional) [ * allows the character " to be included.

*LOAD filename aaaa

Loads the specified file info memory at hexadecimal address gaaa.
The load address must be specified, and point to a valid memory
location.

*

*PRINTER n
Selects the printer as pardliel (n=0) or serial (n=1).

*RENAME oldfile newfile
Renames the file oldfile as newfile.

*SAVE filename aaaqa bbbb
*SAVE filename aaaa +ifll

Saves a specified range of memory to a file. The address range ™
specified either as start address aaaa and end address +1 bbbb o
as start address aagaa and length i,

*SPOOL (filename)

Copy all subsequent console output to the specified file. if the
filtename is omitted. any current spool file is closed and spooling s
terminated.

*I comment
This Is @ comment line. Anything following the | is ignored.

Note: To type the | symbol hold down ] and press (£ ]
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BASIC and the Printer T
To list a program on the printer type:

vDU 2
LIST

~hen listing is ﬂnished"rype VDU 3 to cancel printer output.

"o have the output of a PRINT command in a program only output
on the printer use something like the following:

10 VDU 2:VDU 21
20 PRINT "This only appears on the printer”
30 VDU 3:VDU 6

Operating System error messages | |
Tnese (frappable) errors are related to operating system functions:

Access denied (189): An inappropriate cperation was
attempted on a device (e.g.
reading from the parailel port).

3ad command (254). - A star command was invalid or

incarrectly formed.

3ad key (251): ' An attempt to define a function
key string failed.

3ad string (253): A string was too fong. or had

: unmatched quotes.

Zhannel (222): - The channel number passed to a
filing function was invalid

Zkose error (200): An error occurred when frying to
close a file.

Jevice fault (202): ' A time-out occurmred when

reading or writing a device.

233



File creation error (190):

File exists (196):
File not found (214):

File write error (198):

Too many open files (192):

234

An OPENOUT, SAVE, *SAVE
*SPOOL failed. because the
specified file could not be
created {(e.g. foo many files).

A *RENAME command specified
the new name as the name of an
existing file.

A LOAD, *LOAD, *EXEC, *DELETE
of "RENAME failed, because the
specified file did not exist.

An srror occurred when writing a
file with SAVE, *SAVE, PRINT#,
BPUT# or *SPOCL, e.q. because of
insufficient memaory.

An attempt was made 10 exce :
the maximum number of ope
files (7).



The Notebook Spreadsheet Guide
Introduction

What is a Spreadsheet?

= spreadsheet is the general name given to those utilities that lay
~ut data, primarily numeric, in rows of lines and columns, similar to
3 balance sheet or calculation sheet written out on paper.

4 the same way that the word processor in your Notebook offers
~onsiderable advantages in terms of power and flexibility over a
~ypewriter, so a spreadsheet can provide you with all sorts of new
-me saving and useful features. It also lefs you work on an
slectronic sheet that is far larger than any simpie paper dispiay
-ould sensibly be.

2y its very nature, a spreadsheet is more complicated fo learn than
—e word processing function built inte the Notebook. However, the
“otebook spreadsheet does try 1o help you as much as possible
and will aiways guide you as to exactly what you can type at any
~oment. As you make entries it will check what you are typing and
-5 soon as you enter something incorrectly you are warned of the
--oblem. At any time you may press the Z:2) key to bring up a panef
 help informaticn that describes the function you are currently
ying to use.

« though it may ot first seem that there is a lot to learn you will find
—~at the Notebook spreadsheet is just as happy multiplying 2°2 as
- s solving complex engineering calculations. You should not be
-qunted by the size of the manual. The Notebook spreadsheet
sntains some very sophisticated features that allow extremely
smplex tasks to be tackled with ease but the information has
-2en laid out such that you can quickly and easily find just those
~atures that you require and can Ignore the rest. We do
scommend, however, that you familiarise yourself with ail the
~tions available. You may well discover that there are many built
- shortcuts designed to make life easier for you.

: well as providing all of the traditional features that you would
«pect from @ spreadsheet program, the Notebook spreadsheet
25 been extended in many ways 1o give you completely flexible
-ntrol over your everyday data handling and calculation
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problems. You will find that it can often be used for things other
than a spreadsheet is traditionally used for. For example, you could
use it for storing data such as names and addresses.

No programming language will have to be learnt in order to use
the Notebook spreadsheet, although for greater flexibility it
incorporates some looping features found in high level languages.
It wiill allow you to do most day to day calculations, book keeping
and accounts right up to complex scientfific equations. The
graphics features allow you to produce many different options of
graph and chart display which can be sent to a printer (Epson
compatible}, use some simple database-like functions such as
sorting and searching the data. Date and time functions can be
puilt info the sheets.

You will alse find that the Notebook spreadsheet is one of the most
infelligent” programs avallable. Most computer utilities waste an
enormous amount of their potential working time just sitting around
waiting for the user to decide what has to be done next. You will
find that the Notebook spreadsheet works much harder than that,
Commands or data that you enter are checked for mistakes as you
type each character rather than when you enter the whole line, or
even worse, when the program attempts o do a calculation based
on the entry. The result is that there is absoiutely no ambiguity about
what you have done wrong.

This error handling extends far beyond a simple check of whether
the entry is valid in terms of what commands and entries the
computer will understand. The Notebook spreadsheet will Giso
attempt to see whether the entry makes sense in terms of the whole
sheet as it is currently set up. For example, in most spreadsheets it
is imporfant to avoid a forward reference when entering data in a
formula e.q. it is usually impossible to enter a calculation in row A,
line 1 that reads 2*B2. You will understand that you want the vatue
in B2 to be worked cut BEFORE that in Al of it doesnt make sensa
but most programs will attempt to do it the other way around. The
Notebook spreadsheet works out an ‘Order of Recalculation’
number for each iter as it is entered which ensures that the logical
results that you intended from your sheet are preserved without any
need to re-organise the arrangement of the rows and columns.

These features may mean that people familior with other
spreadsheet programs will find that many of the restrictions they
have been accustomed to simply do not exist,
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The Spreadsheet Section of the manual

he section of the manual that describes how 1o use the
spreadsheet has been divided into logical parts designed to make
t as useful as possible for both novices and more experienced users
Jlike.

t's impossible in any manual to be able to arrange the information
-0 suit everybody. It is more important to present the information in
1 logical order and make It easy 1o find.

pat One(q) is a Getting Started guide giving details of various
-undamental aspects of the program such as which keys can be
_sed. It explains some of the special terms used when describing
~orksheets, It should be read by every new user of spreadsheets,
~fter this, skip to Part Two, The complete Tutorial Guids..

»art One(b) is a Getling Started guide for users who are aiready
-smiliar with spreadsheet programs and want to get going quickly
th the Notebook spreadsheet. Such users will probably also find
- worthwhile to read through Part Two, the Tutorial guide, though
~ey may find the later chapters of more interest.

»art Two is a comprehensive Tutorial guide mainly aimed at new
sers of the spreadsheet. Experienced users may choose to skip to
Ter chapters or Part Three. The tutorial will take you step by step
~rough the various procedures involved in crecting a new
.orksheet and entering and manipulating data. Not all of the
arious commands and aspects of the program will be detailed in
- 5 section. Certain of the later chapters can be omitted if the
«sons within are not of inferest but the early chapters are
- portant in getting you used to the way that the program behaves
~d handles the data. Some examples of use are dlso given.

>t Three is designed as an overview of the spreadsheet and recap

- *he tutorial for those who have had some experience in the use

- *he Notebook spreadsheet or similar products and who wish 1o

1 details of some commondy used options in a hurry. References

2 given showing where more information on each section can

= found. It is recommended that beginners use this only as a

-arence guide and supplement to the main index. If you find

~e of the subjects hard to follow you should read the tutorial
stion itself,
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Part Four is the Complete Reference where full details of every
command and feature are laid out in alphabetical order. This wil
probably be the most frequently consulted area of the book for
those more experienced users who are aware of the program’s
capabilities and who wish to exploit more sophisticated routines.

Whilst we can teach you the various features of the Notebook
spreadsheet it is not possible to give advice on all the many
possible uses to which it can be put. though the tutorial chapters
do give some examples.
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SPREADSHEET GUIDE - PART ONE(a)

Gefting Started for Beginners

‘~e following part of the spreadsheet manual gives you practical
-ormation about getting ready to use the Notebook spreadsheet,
—e screen, the keyboard and some other points you will need to
.~ow to use it effectively. Most of these poinfs are covered later in
-e manual but this first infroduction may avoid some puzziement,
- you don't understand some of this secticn af this stage, don’t
.orry, be prepared to re-read the section at a later stage.

Using the Notebook spreadsheet

== any fime, while using the Notebook, you can switch to using the
--eadsheet by hoiding down the Yellow key and pressing the
- nite key. After a moment or two you should see a screen like this.

Amstrad NC28E
Spreadshest

STRART A NEW

WORKSHEET
K i
REE f

_st like in the word processor, you have three possible options. The
51, accessed by pressing the Red key, is where you first begin and
. start the spreadsheet program with nothing loaded. You can
-en start a completely blank shest and input your data.

WeRRENEET

BLG2®

LIST ORED
WORKSHEETS

GREER

-. pushing the Green key you will see @ list of any worksheets that

su have already created. From this you can select one of the
-syred worksheets (name ending .MEM) and the spreadsheet will
2 started with that file loaded in for you to continue work on it.

-a Blue key from the above screen also accesses a list of
-reqdsheet files but when you select one it is loaded and a print

=~eration is started.
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To begin to actudlly use the spreadsheet, start ot the above screen
by pressing the Yellow and White keys. then press the Red key to
select the "Start a new Worksheet' option. You will then see the
opening screen of the spreadsheet:

Make sheet. Restort. Copg. Insert, Which Files, Demos. Puto.. Buit az?i!
Lt o

& NC200
MNotebook

Spreadzheet

Don't do anything yet but note that the only options open to you
at this stage would be to make ¢ sheet of predetermined size and
format, restart at the point you had reached when you last used
the spreadsheet, copy in an existing worksheet or to sfart a new
one from scratch (by inserting new columns and lines). "Which files®
will list any worksheet files already stored in the Notebook. "Auto’
lets you switch off the automatic recalculation feature before
loading in a large and complex sheet. The Demo option will give
you access to some special demonstration worksheets built into the
Notebook.

Details of the screen.

To intfroduce you to the spreadsheet’s normal working display here
is a quick rundown of what the various pieces of information on the
screen stand for. if you have not used a spreadsheet program
before you shouid not worry if you can’t take it all in at once. Just
use this section for reference as you progress through the tutorial
course.

Press the Mo) key to select "Make sheet” and then press the (= key.
This makes a blank sheet with 10 columns and 200 lines where each
cell will display numbers in a general numeric format.

At

J
RECEFGIJHHOPASTVMHRZ N0, (' %44 l F;'.3252';%

The screen is divided into two main areas, the worksheet itself which
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‘akes up the majority of the bottom of the display, above thisis @
‘hree line status area giving further information on the state of the
sheet.

Sress the key. Notlce that the display switches to show you
15 much of the worksheet as possible. Fifteen lines of data cells are
shown, Only the top line is used to show you the column labels. You
can continue to type in commands to the spreadsheet although
«ou won't be able to see what you are typing. You switch back
and forth between this enlarged display and the normal display
sach time the ((=_] key is pressed. Even when you are part way
-rough entering a command, you can switch between the normal
and this enlarged display. Switch back to the normal display now.

*arting with the top line of the status areq, on the leftmost side is
3 figure showing the co-ordinates of the currently active cell (Al in
nis case). This is followed, to the right of the dividing line, by the
CONTENTS LINE which will display the information that is actually
-eld in the current cell. s opposed to the information that has
seen calculated and displayed in the worksheet area. (At present
- is just blank because no data has been entered).

-ou will often find that the value shown on the contents line is quite
1 fferent to the value shown in the worksheet area of the display.
e way the values in worksheet display are shown is completely
zependent on what display format has been chosen for them.
armats are an important topic to understand when using a
oreadsheet and the subject is covered in quite some detail iater
= the manual.

2n the right side of the top line is the co-ordinate of the bottom
-3ht cell in the currently defined sheet - J200 in this case. This gives
.su an indication of the size of the work area. In this case there are
> columns (labelled A..J) and 200 lines (1..200).

hen you first start to use the spreadsheet you will also see the
=ter "c" in the top right corner. This indicates that Caps Lock is
«itched on. Caps Lock will always be switched on when you start
- use the spreadsheet and will be restored to its former setting
men you stop using the spreadsheet. The reason that it is switched
-~ is that normally you will work in columns A..Z and it ensures that
en you enter co-ordinates you use the upper case letters. When
tu come to type in text, such as labels, you may find it easiest to
~tch Caps tock off by pressing the key.
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The second line begins with a shortened description of the display
format that is in operation on the curent cell. This currently shows
'Gen" which means that the active cell (A1) has a General format,

Next to this is the prompt line on which you are presented with o
summary of all the keypress options available to you at that time.

The prompt line that you saw on first starfing the spreadsheet
presented you with the options:-

Make sheet, Restart, Copy, Insesrt, Which files, Aute., Demo, Quit

This is typical of the Notebook spreadsheet prompt lines and the
meaning of each of the commands can be looked up in the
manual. Because you used the (™) option (Make blank sheet) you
are now presented with this line:

ABCEFGIJMNOPQSTVWXEZ '+-\/>. (" *Tle——

This line can be regarded as the central command panel for the
spreadsheet, At this point there is aimost every available option
open o you, in fact there are so many that it is impossible for the
prompt ling to give any more help than to provide you with the first
letter of each command name that is avaiiable (single ietter
rmnemenics).

If at any time you cannot remember what any letter or symbol
stands for, consult the built-in manual by pressing the [+ key and
the Notebook spreadsheet will be able to provide you with a more
detailed explanation of the available options. If you do press {7
you will see the first 16 lines of help information. Press any key, (=
for example, to see the subsequent pages of information. After the
last you will return to the same prompt. \

All commands that are available with the spreadsheet work on a
systern whereby you are provided with prompts to remind you of
what is available.

You select the desired command by G one letter keypress based
on @ mnemonic of the full command name. You will find this a very
convenient and easy method to use but you must get used o not
attempting to type the command in full or you may end up in some
unexpected places. Don’t worry if this happens - just press B and
you will be back to something you recognise with no harm done.
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Natch the prompt line-white you are finging your feet to keep track
of all the avdilable options.

At the right hand end of the second screen line is a figure
-apresenting the number of bytes of available memory left in your
-~urrent sheet. A byte is just a technical word meaning a storage
seation that can hold one character. The spreadsheet will keep
~ack of how many bytes are free and will not let you lose your work
¢ all the memory is used up.

e Notebook spreadsheet has three ways of working depending
-n how much memory is free when it is started. If there is 65,000
- Aes (or more) of free RAM available then it will start up in a way
—at provides you with cbout 32512 bytes of storage for
areadsheet data. If, however, you have already stored quite a lof
-+ information in your Notebook then the avdilable memory may
-& more restricted and you will see that there are only 20224 or
sven 8064 bytes free when you first start. If you put a PCMCIA
~emory card into your Notebook and store most of your dafa on
—at then you will always have the maximum amount of memory
~eg for spreadsheets.

NOTE: The graphics facilities of the spreadsheet require a lof of
memory to work and wilt only be available when you have
more than 65,000 bytes free in upper memory before you
start the spreadsheet.

~a last line of the status area begins with the prompt Next:
oswed by the entry line. The entry line displays the commands or
-=ta that you are currently typing into the sheet. In the case of the
-mmands each single keypress is expanded into the full
-mmand word, or words, that it represents.

~ally, on this line may (or may not) be the message Auto. which,
oresent, signifies that the Automatic calculation feature is in
-eration. You will learn more about this later.

-2re is @ flashing block after the word Next: which shows your
.rent position on the entry line as you type. Normally this would
= referred to as a cursor (ust like the 'cursor” in the word
scessor). However, the spreadsheet has a second, usudlly larger,
_rsor which shows which is the active cell. For this reason, the
_sor on the text entry line will always be referred to as the CUE in
2 spreadsheet section of the manual to avoid confusion,
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The main worksheet will be formed betow the entry line. As yoi
selected the Make biank sheet option from the opening screen, the
areq is already filled with cells that are 12 characters wide and in
General format. (Formats will be explained in more detail laten,
These cells are labelled 1 to 12 vertically and A to F horizontally. The
blank sheet is actually 10 columns wide and 200 lines deep. You
can add further columns using the Insert command.

Untike many other spreadsheet programs you are not limited by
available memory to how large the sheet can be. Any Notebook
worksheet can be up to 52 columns and 255 lines, regardiess of
avdilable memory. because unoccupied cells do not consume any
space. As you fill cells the available memory will be reduced and
this is what will actualty limit how much data you have in a
spreadsheet. As a rough guide, the maximum number of occupied
cells you can have is about 1,800 but this depends on the contents
of the cells.

The final thing to be learnt is there is a second Qrpe of worksheet:
display that you can toggle on or off with (2} (for eXchange)
command. In this case each cell shows the information that was
entered directly into it irespective of the result of any calculations
or of the selected display formats. This option will only be of use
when you have entered some data info the worksheet,

When you use the X command it may be necessary to make
adjustments to the column widths to be able to view ail of the data
or formulae that have been entered. .
When you switch the formula display in this way, if you press the (=)
key the free memory value will change. The value now shownis the
amount of space available for cell indices. Each time you enter
data into a cell the data itself is stored and the "normal” free
memory figure is reduced but, In addition to this, an entry is made
in an index table to keep track of which cells are occupied. This
second free memory figure shows you how much free space is
remaining in the index table.

The Keyboard | 4

Again, for reference purposes, here is ‘a rundown of some of fhé’
keys you will be using most often. Don’'t worry about trying to
remember it all first time, practice will make them familiar.
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You probably know about upper and lower case characters. You
nold down a shift key while typing a lefter o get the upper case
capital form, Notice that the first 26 columns in any sheet are
abelled A..Z In upper case ond you must type any cell co-ordinates
n the correct case. If you type a..z when you really mean A..Z you
~ill actually be trying to select columns in the range 26..52. To help
sou, Caps Lock is switched on when you start the spreadsheet so
“hat you don’t need to remember to hold down when typing
A Z In fact, while Caps Lock is on (indicated by a "¢' at the top
~ght of the display) you will find that switches back to using
‘ne lower case letters.

“here is also a second form of shift key which is marked Control. This
s held down in the same way as the shift while a letter is typed.
~J-H means hold down the £-] and type the letter following the
Jash, in this case, (7.,

“ne [ key is well named and very important. It Is used to iet you
2xit without harm from any cormnmands that you may have set into
=otion and then regretted. You are returned back to the primary
sommand prompt ABC etc.. If you press ° a further time from
-gre you will leave the spreadsheet and return to the previous
«wotebook menu. If you subsequently restart the spreadsheet and
~ish to continue from exactly where you left off you just need to
2lect the Restart option from the opening screen, (This actually
sloads a temporary copy of your work from g file called
‘ZSTART.MEM. This will be explained later),

Lost of the alphanumeric keys will be used at one time or another
- represent various choices for the single-key-entry commands,

- 5 possible that you may be able to enter commands faster than
-a Notebook spreadsheet can process them. The spreadsheet has
_ ouilt in type ahead facility which stores these commands until
~ay can be processed. If the commands cannot be accepted you
.~ hear a beep and whatever you typed will be ignored.

(eys used o move the cursor

2 cell cursor can be moved around the worksheet using the
5w keys - (7, Cis, [<< and (%), if you try to move off the top,
tom or edge of the sheet you will see the message "outside
Tksheet”.
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As well as using the arrow keys to move the active cell cursor,
keys V4, fﬁ% ™ J can also be used to move around the sheet
acting as mnemonics for the commands Up, Down, Left and Right.
These have the additional advantage that they can easily be
incorporated into a command Macro, (A macro is just a technical
word meaning a list of stored commands. This is explained later in |
the manual For those who prefer 1o use a diamond shaped layout

of cursor confrol keys the

) r]
E)

keys you may use to move the active cell cursor by single
movements qre:

G5, U, t-w cursor up
(7], D, )z cursor down
(<, L, br)-A cursor left

(=], R =3 cursor right

Each press of the arrow keys will move the cursor by one cell. You
can also make bigger movements to navigate around youws
worksheet more quickly. When pressed with Shift, [ ], and
Control, £, the arrow keys have the following effect:

or - Move up a page

© 0T or + Move down a page

= jump fo left edge on current line

=] jump to right edge on current line

s il jump to top cell in current column

' jump to bottom cell in current column

P jump to celt at top teft of defined
worksheet

e jump to cell at bottom right of defined
worksheet, '

The -} Jump command can also be used to jJump the cursor to
selected cell.
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How to Get Help

£, at any time, you find that you do not recognise or cannot
remember the prompts that are displayed on the screen, pressing
the [ key will call up explanatory text that may be sufficient to
answer all of your queries.

‘ou can summon a help screen at any time, except when editing
a cell.

"he first 16 lines of help informatlon are displayed. Press any key to
:ee the next 16 lines and so on until you have seen all of the help
-oxt. After the last ke press you will be returned to the point ot
~hich you presse . Press -2 to leave help early.

“he help that you call up is ‘context sensitive’. What this means Is
“at |{_you have started to use a particular command and then
cress (), the help you receive will relate to that command. So, for
axarnple, if you press ¥ . twhich selects the Format command) and
—en press =) the help you receive will describe the Format
-smmand. At the opening screen and main ABCEF.. prompt the
-alp you get is more general.

Terminology

sefore we can go on to discuss the finer features of the spreadsheet
~e must first deal with some matters of terminotogy. Throughout this
-~anual the program that you use to enter numerical data is called
—e SPREADSHEET and the collection of data you build with it is
- alled a WORKSHEET, In ofher programs you may often see the word
-readsheet used to describe both the program itself and the

srksheets that are produced by it. This can be confusing so is not
sane in this manual.

-e worksheet is like an enormous piece of paper divided info a
~d by verlical COLUMNS and horizontal rows or LINES. By
snvention the lines are numbered down the page from 1 and the
“slumns are labelled dlphabetically from left to right starting with
. B to Z followed by a, b, to z {If you use a..z where you meant fo
2 A.Z you will get unexpected results or an "Out of Range’ error
assage.). Caps Lock is normally switched on to heip you fo enter
- 7. Press [ ") if you want to switch it off while entering text
‘armation,
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The smallest unit of the worksheet is o CELL, produced at
crossing point of one line and one column. Each cell is referred to
by its column and line co-ordinates. e.g. Al, B12 etc. The cell
where you enter each individuat unit of your data, and each piece
of data is known as an ENTRY. The entry can be of three types: text,
numbers or a mathematical formula known as an EXPRESSION that
resolves to a numerical value,

Since you are concerned with entering information into one cell ot
a time, the currently active cell position is shown on screen by a
CELL CURSCOR cell printed in inverse text. Information about the
current cell is displayed on top of the screen, as described above,

The lines of the sheet are, again by convention, only one character
deep. The cells are displayed with the boundaries shown by upright
bar characters *|’. However, the size of each cell is not in fact
limited by the size of the display. but rather can hold any length of
datfa you wish to enter up to @ maximum determined by the width
of the screen. If the display size is smaller than the length of tha
data then the spreadsheet displays as much of it as it can if text,
or some warning characters (x*#*) if numbers so you are not misl
by truncated figures. In either case no information is lost.

Any data, text or numeric, that will be used by the program in i
calculations or other manipulations must, by necessity, be restricted
by the maximum size of the cell, but it is important to understand
that itis not restricted by the apparent size of the cell on the screen,
which can be shortened down to only one character wide.

The Notebook spreadsheet will display as much of the information
held in that cell as is possible given the limitation of the display and
of the display FORMAT (don’t worry about what a Format is just now,
it will be dealt with in more detail later). The true value of the data
is used in all calculations regardless of the way it looks in tha
worksheet display.

As an exception to the above rule It is possible to specify that T
data shoutd be spread over several cells to act as permane
visible comments on the data that is being displayed. This is kn
as a HEADING.

The worksheet itself can be many times larger than can fit on scr
at any one fime - in fact up tfo a maximum of 52 columns by 2
lines.
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vou will find that as you move the current cell cursor position your
Aew of the sheet will move with it, changing the celis that are
jisplayed. In computer terms you have a scrolling window onto the
sheet.

As well as entries, columns and lines the spreadsheet is also able to
nanipulate specified BLOCKS of the worksheet. Consider a block
35 a rectangular area of the sheet which you define Dy giving the
~o-ordinate of the top left and then the boftom right corners. You
~ill find this feature very useful. It will allow you to collect your
~formation together and then rearrange it in any way you like. The
Jefined block can even be as big as the whole sheet if you wish 1o
duplicate all of your work to date.

e full list of the parts of the workshest is:

Entry a single cell.

Column qa vertical band.

Line a horizontal row.

Block ' a rectangle from within the sheet.
All the whole of the sheet,

‘ou will see |ater that only a couple of the commands. Blank and
~opy. can work on dall five options. You will always be reminded
~hich options are avdilable via prompts displayed on the screen.

what to do when you make a mistake

.ou will always know when you have made a mistake because the
oreadsheet will give you a beep and an explanation of your error.
- will make sure that whatever mistake you make it will do no harm
-3 your work. Just press the key to back up the cue to the place
~efore your mistake. The spreadsheet usually checks for a mistake
s each key is pressed and so you will rarely have 1o make long
sorections.

- you change your mind about an entry and want to abandon
~hat you are doing just press the £J key. This will stop the current
antry and return the worksheet to the exact stafe before you
~arted the entry.

Jf course the spreadsheet cannot catch mistakes in your logic that
we still legal commands.
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Saving your worksheets v

When you have typed data into a workshest it is termporarily stored
in the working memory of the spreadsheet program while you are
still working on it. To save it so that you can later load it back and
continue working on it you must store it in a FILE. The word file is just
a computer jargon word which means a stored collection of data.
The documents in the word processor are also files but the word
"document” is a more meaningfu! description.

To save information to a fite all you need to do is type
€ )& I _Jnamed=2) which means Copy All of the worksheet fo a File
with name 'name”. Choose your own file name which can be from
1 to 8 letters long. This is not like the word processor where you can
have a 12 character name. The reason may become apparent if
you later look atf the list of stored worksheet files. You will see that
the lefters MEM have been added automatically to the name you
gave - possibly making it a full 12 characters long. This is because
the spreadsheet only recognises files whose names end with a full
stop followed by either MEM, TXT, DAT or DIF - this is explained later.

When you next start the spreadsheet you can seiect an existing file
from the list stored worksheets screen to reload your existing work
and carry on. Alternatively, you can select the start a new
worksheet option and then use the [ 17 command (Copy File) to
load a worksheet flile back into the spreadsheet program.

In other programs you might be accustomed to using Save and
Load to accomplish the same function. In the Notebook
spreadsheet both saving and loading are achieved using different
forms of the Copy command.

Leaving the Notebook spreadsheet

If at any time you want to leave the spreadsheet you can either
just press 7 af the main ABCEF... prompt or press & to select the
Quit command. Your work up to this point will automatically be
saved in q file called RESTART.MEM. This file is automatically
updated and overwritten every time you use the Quit command or
leave by pressing E-=,

This is an EMERGENCY ONLY save of your work and normally y
should copy all your work to file with your own choice of name, J
type (€ J*_7_Jmywork (2] (Copy All of the sheet to a file with the
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name MYWORK) and your work will be saved in a file called
MYWORK.MEM. This is explained in more detadil later on in the
manuai.

#hen you next use the spreadsheet, you can select the Restart
option at the opening screen to ocutomatically reload the
RESTART.MEM file so that you can continue work from where you left
off, Alternatively, you can just pick RESTART.MEM from the list of
stored worksheets. Remember that RESTART.MEM will be overwritten
~ext fime you quit from the spreadsheet.

f a request is made to see the stored files whilst the spreadsheet is
neing used, only those files whose names have the last four
sharacters .MEM, TXT, .DAT or DIF are displayed. When using the
~ord processor, if you look at the list of stered documents you will
see the spreadsheet files listed but you wont be able to edit them
Jsing the word processor (except .TXT files).

Running the sample worksheets provided

3uilt info your Notebook are seven example worksheets, They are
ssed throughout this manual to illustrate the operation of the
orogram and you could also use them as the basis of your own work
oy loading one in, modifying it for the way you want 1o work and
-hen saving it under a new name.

Nhen you first start, the demonstration flles are hidden away in the
-ead only memory of your Notebook sc that they do not waste any
>f the valuable RAM space but you can easily copy them out into
2AM, while the spreadsheet is being used, so that they can be
~orked on. From the very opening menu of the spreadsheet
-hoose the 'Demos” command by pressing ® =2, After this the
axample files will be listed and can then be loaded intc the
zrogram. When you stop using the spreadsheet the example files
#ll be deleted frorn RAM to conserve space,

o look at the file called SALES.MEM notice that o Copy command
~as dlready been started so you just need to type SALES=] to
~omplete copying the file and you will then see it on the screen.
You don't need to type MEM oas that is added for you
automatically).

LALES.MEM Is a sample commission calculation showing the results
sased on q stepping scale and a sliding scale.
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TAX.MEM is an example of a self employed tax calculation. This uses
a function POS specially created for tax calculations. This makes no
change if the argument is positive but gives a value of zero if the

argument is negative. ‘

ADLISTMEM is an example of using the spreadsheet to hold a name
and address list. The spreadsheet’s sorting and searching functions
can be used to operate on the data and it is possible fo print
maiting labels from it - this is explained later in the manual.

TBEAM.MEM shows how an engineer might work cut the properti "
of a Theam. With routines like this whole books of formulae and
tabulated resuits can be dispensed with.

IRR.MEM shows how to work out the internal rate of return. The
program in this case actively searches for an answer as this is the
only way this problem can be solved. This worksheet uses DO and
WHILE and several other useful functions. You won't be able to
prepare this type of worksheet until you are quite experienced bul
it does show the level of sophistication to which you can go.

PLOT1.MEM and PLOT2 MEM are worksheets set up for graphics. See
the tutorial section that deals with using the Trace command for
details of how to use the graphics.

When you leave the spreadsheet program, the demo files cre
erased from the Notebook’'s RAM to conserve space. If you really
wanted to keep one available then you must save it under a new
name before you stop the spreadsheet. Because any sheets called
SALES.MEM, TAX.MEM, ADLISTMEM, TBEAM.MEM, IRR.MEM,
PLOTI.MEM or PLOT2.MEM are erased when you leave the
spreadsheet you must NEVER use these names yourself or your work
will be erased.

New users of the spreadsheet may now like to continue readin
Part Two - the Tutorial Guide. The following section is a quick start
guide for people who are already familiar with the operatfion of a
spreadsheet program.



SPREADSHEET GUIDE - PART ONE(b)
Quick Start Guide for Experts

“or those of you who are too impatient to take each step in turn or
~ho have to get on with an important job here is the Notebook
.preadsheet Quick start guide to fundamental tasks.

Starting a new sheet - the quick way

-5m the opening screen of the spreadsheet select the Make blank
~eet command. Notice that when you press the whole
_ommand Make a blank worksheet appears on the eniry line.
-ou do net have to type the whole word. All commands work in this
~ay so. with the minimum amount of typing you can ask the
areadsheet to perform quite complex operations.

e make blank sheet command will start a pre-defined worksheet
~at has 10 columns and 200 lines made up of cells that all have ¢
seneral numeric format and which display 12 characters:
X J2a0
en | ABCEFGLIMNOPOSTYRKZ!+-\/ ., (' #tied 32?15

Lo,

at's all there is to it. You could now continue with Step 6 in the
" lowing description which explains the fundamentals of entering

-ata into your blank worksheet.

-~is method has allowed you fo start a worksheet very quickly.
awever, there is a limitation to this method of starfing a new sheet.
~e problem is that all the decisions of How many columns? How
-any lines? What width are the cells? What format are the celis?
& made for you. Often you will want to set up a sheet which has
-ore of fewer columns/lines, you might want some that are wider
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and some thinner and you may want some in different formats
(such as text for adding iabels). In this case you should use the
following method:

-3

Starting a new sheet J
3

Begin by defining your worksheet, Press [} which selects the Inseff
command 1o insert between 1 to 52 Columns. s

Column, @-9

(Henul Far help andgtine

Notice that as socon as you type ["s) the whole word Insert
appears and the line above shows that you can either type the
letter C to mean a single column or you can enfer one or two digits
between 0 and 9 if you want to create a number of columns. Type
6= to mean '6 columns':

[
I - P : ) : Kot Fd
hext ! [Nith pidth Auta,

Frass [Mernul For help angt ine

Step 2

Now you must specify the display width of the columns, 1 to 67
characters, New ones can be added at any time and the width of
existing columns can be changed. Nofice that you can either ent
a digit or the J means you should then press the key. Type 10
(1 to specify that the columns should have a displayed width of
10 characters. You then see:

@-9, Carr, General, Heading, Integer. Text, Piot 32513
Hext!|Default Formgt ko be Auta

Prase [Menyl for he poangbome
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Step 3 . _ : _ L
You are asked to speclty the default display format for the
column(s). The most important choice is between text and numeric
formats - text is specified as Tl (left justified), TR (right justified) or
Heading {(always displayed in full despite the column width).

Numeric formats are every other choice except Carriage Returns
(Carr).

Formats do not actually alter the data you enter, just the way it is
displayed. However, you can only enter text into cells that have one
of the text formats and numeric data and expressions into the cells
that have one of the numeric formats.

A full explanation of Formats is given in the tutorials and command
reference section.

For now just type (] to select General numeric format. When you
press (<L you will see a single line with 6 columns, each 10
characters wide: :

e} F1 ¢
sen | RBCEFGIJMNOPRSTWIRZ +=\/>. [/ ktit+ 32912
wext Huta.

s far you have a single line of 6 cells. To make a compiete
~orksheet you need to insert several copies of the line you have
Jready specified. Press command key ' 5] again to select insert.
“nis time, type 15 [ =l to say that you want 15 more lines. You
-an have between 1 and 2556 lines:

Fl ¢
32512

“n . End. Up, Doun, Left, Rioht, orrows, Jump, o
~xt || Destinat ion



When asked for destinatitn just hit (<) so-that the new fines are
inserted before (above) the current cursor position. When you
dready have some lines set up and then use (o to insert more,
they will always be added before the cursor if you just hit (=) when

asked for a destination: ‘

File
ABCEFGI THNOPLSTYMRZ '+ > [ %t 32?12
UCOo.

[¥] ] |

Step &

Use the cursor keys to move around the sheet. You can also
{7 to move forwards and backwards a page
at a time. If you try to move past the edge of the sheet you will
hear a beep and see the message outside worksheet. Just press
any key to clear this message from the screen. Press to switch
between the normal and eniarged views of the sheet,

[u]

MLfi—

Bl I KN Dl

T

Step 7

switch back to the normal view, now you can try entering your firsf
data onto the worksheet, Press the key to start entering data:

You will be expected to enter data of a type that is correct for the




current cell format. As all cells have the General numeric format
you should e some numbers. If you were entering a lot of data
you would not press the [, key when finished but, instead. use the
arrow keys to move to the next cell and you will remain in Entry
mode,

As well as entering just numbers into cells you can also enter
formulae that operate on data held in other cells. So, for example,
if you have entered 2 into cell Al you could enter a1+2 into cell B1
and the number actually displayed on the worksheet display would
be 4 - the result of adding 2 to the contents of cell Al. If you then
changed Al the result would be reflected in B1.

A full list of the functions, mathematical and otherwise, that can be
ncluded in a numerical data entry is given in the Expression Entry
Section in the Complete Command Summary. Worked examples of
many of them are included in the tutorials.

individual cell formats can be specified using the F for Format
~ommand. So, for example, in the sheet you have set up, dll the
=ells are in general format. If you wanted to enter a value and have
B dis[m?&ed in a format with 2 decimal places you could type
“ Jol° N followed by the number to enter.

Loading an existing worksheet

“ you want to load in one of the demonstration files built into the
otebook just press (] at the opening menu, to select demos,
followed by the name of one of the files listed:

ETLENAME . EXT 32513

N
PLOTZ. MEM
RESTART . MEM
ES, MEH
HMEM

SHL
TH¥ .
IRR.MEN
ﬁDL&ST.HEH
TEEHM . M

‘ you want to load an existing MEM file use the command
[ “name fo load in the file. As you will see, CF means Copy
Cilename. When you type the command you will see all files that
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¢ould be loaded listed at the bottom of the screen. Just type the
name of any one of these. If its name ends in .MEM vyou do not
need to type the .MEM at the end of the name ¢s this is assumed
if you do not type an extension.

FILENAME . EXT «
SALE:

PLOT2 . MEM
RESTART .MEM
SALES . MEM

If you are locding a file with the extension .DAI, .DIF or .TXT you
should first define an empty sheet big enough to hold the data. The
celis should be defined with the correct format to hold the data
loaded from the file. ‘

Only those four filename extensions are recognised. The Notebook
spreadsheet expects each filename type to hold a certain type of
data - do not use them indiscriminately. When in doubt use the
MEM extension. If no extension ts used .MEM is assumed.

A file can be added on to one already in memory, if there is room,

Saving o sheet

Step 1

Decide whether you want to save the whole sheet or just part of it
if you want to save a part you will have to specify the cell, line, row,
or block that you want to save 1o a file in memeory,

Step 2

Use the Copy All (or named parh to Flle filename command
sequence to save the sheet. You do this by typing (¢ * = _name:

o . FILEMAME ,EXT o
HaII = Destingtion Filename MILEAGEH
] L

i 1] les er‘
Litres used
Total Cost

Use the filename extension .MEM (or no extension) if you want
save the data for re-loading info the Notebook spreadsheet. Use
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the .DIF extension for loading Into another spreadsheet or graphics
program if you intend to transfer the file to a different computer.

Use the TXT or DAT extensions for loading into a word processor or
for processing by BASIC or other programming language etther in
the Notebook or perhaps on ancther computer.

“you get the message Mermory Full then press (=], All your work up
-5 this polnt can be saved but you cannot add any more data to
-he worksheet. Consider breaking it info sections. You may also find
t+ useful to increase the Notebook ‘s memory by adding a PCMCIA
3RAM card,

Printing from the spreadsheet

Jecide what area of the sheet. if not all, that you want to print.

m

: the width of lines is wider than your printer can manage print the
sheet in two or more sections.

Altermnatively use the OUT command to select condensed print (if
Jour printer is capable of it). See the description of Out in Tutorial X
‘ar more information.

_se the Copy All (or specified section) to Printer command to print
+e data. You type (€ "I+ to do this:

2 [Milea 1254¢
% o 23956

ata is printed as it appears on screen, without line dividers or
system messages.



SPREADSHEET GUIDE - PART TWO
Complete TUTORIAL Guide

The following tutorial chapters work up from the most basic things
you will need to know to start using the spreadsheet to some very
advanced topics. As well as explaining the use of many of the
commands that are covered in the complete command reference
it also, by example, shows some uses fo which the spreadsheet can
be put,

Tutorial | - Basic Techniques

Creating a worksheet

This Is the picture you will have on your screen aoffer flrst starting the
Notebook spreadsheet if you select the Start a new worksheet
option,

& NC200
Notebook

Spreadsheet

To geft started as quickly as possible we will leave o description of
building a sheet from scratch untit fater in the manual. For the time
being just press ™) to select the Make sheet option. When you press
(= a blank sheet with 10 columns and 200 lines will be defined. This
is made up of ceils that are 12 characters wide and have their
format type set to General.

You will notice that it was only necessary to type (7o) followed by
to use the Make sheet option. You did not have to type the
whole "Make sheet” command. The single key-stroke sequence
used by the spreadsheet to symbolise each of the available
commands should be extrermely convenient to use but you must
remember not to tfry type in the commands in full or some
unexpected effects or error messages may appear. A similar form
of prompting is used in a lot of computer program. They are
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~ormally referred to as menus, i.e. a list from which you rmake your
2lection. :

.'Jhendou are typing commands, if you make a mistake, just press
e key and you will go back to the stage before vour error. If
-ou want fo abandon the sequence entirely press the 7 key and
-ou will be returned to the previous menu. No harm will be done.

e numbers that you now see running down the screen are the
-orksheet line numbers and the A..F above them are the worksheet
olumn lefters, The columns across and the rows down have
:vided the sheet into a grid. Each individual unit of this grid is
Jlled a CELL.

~e cell cursor is shown as a cell printed in inverse text (currently
~e top cellin column A). This cell cursor marks the currently active
2l which is where many of the commands you type in will take
“ect.

ach cell has a name, or co-ordinate reference, which you get by
ombining the column letter and the line number. At the moment

~e cursor is in column A and line 1 so the co-ordinate reference is

. As this is the active cell you will see this co-ordinate displayed

- the top left of the screen. The "Gen' below this tells you that the
2l has a General format. This means that any number entered into
«~ill be displayed in a general format - rather like you might see
a scientific calculator,

~e active cell is the cell that is ready for you o enter data into it.
. this now by pressing the [7 -] key which signals to the spreadsheet
at you want_to type in some information. Type a few figures
“lowed by (=] and you will see your data appear in the active
2l In fact, if you want to enter numbers you don‘t even need to
se . to start entry. Just start to type a number and the
readsheet will automatically switch into entry mode. However,
nen you wanf fo enter functions and formulae, you must start the
try with (7] .

- moving the cell cursor about using the arrow keys and entering
“ata info other celis. If you have had enough for one session use
"9 or Quit options to leave the spreadsheet. Either press the

. key or type % to select the Quit command. They have the
me effect,

261



Tutorial Il - Inserting and Deleting
Rows and Columns
t

Now that you have had your first experience at using the sheet it is
time to look more closely at the commands used for creating, and
deleting parts of, a spreadsheet.

To get started quickly in the first tutorial we just used the Make sheet
command which made a blank sheet of predetermined size and
type. As an alfernative you could have started from scratch using
the Insert command to build up columns and lines of whatever size
and type you desired.

Having defined a sheet of a certain size it is also important fo
able to remove unwanted parts of the grid. For this we use the Z
command, '

The Insert and delete (Zap) commands act on rows of colum
either one at a time or in groups. If you still have a worksheet on
screen from the previous section, clear anything you have done so
far with @@(ﬁ@[«—ﬂ i.e. "Zap All'. Note that the spreadsheet
asks for confirmation before proceeding with this possibly disastrous
command. You will retun to the opening screen of the
spreadsheet.

If you had already left the spreadsheet then select the start a
new Worksheet option. This time, instead of using e we will see
how a sheet may be built up from scratch.

By choosing to build a worksheet in this way you have comple
control over exactly how many columns and rows there are, how
wide the columns are, what type of data they should contain and
exactly how it should be displayed.

Now type [ =l J10 for 'Insert Column of width 10:

Inzert column , width 1

Frazz ened Forowele angtime

ik NC200 Fress M to Make o blonk shest of Fixed size (110« 200).

When you press = you are then asked to give a default forme:
for the column:
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_ C
8-9. Carr, Gereral, Heoding, Integer. Text, Plot 32512
doxt :|Defoult Formot to be Ruto.

Prezz [Menul For kelp anut ine

cach new column you create will have its own defauit format, i.e.
2very single ceil in the column is regarded as holding the same type
-t data (numbers or text) that is o be displayed in the same way
-nless you specify otherwise. You will learn about formats later, for
“ow in response to the 'Default format to be’ prompt type [©. 1=
“or General:

:0 far you only have a single cell so next try entering some extra
es with [ o150 -J2) for Insert 15 Lines. You are then asked for a

zestination:

- Al ¢
e ... End, Up, Doun: Left, Right, arrous, Jump, o 32512
=t Oestingtion Auta,

-5 well as asking WHAT you want to add to the grid the spreadsheet
150 heeds to know WHERE you want to put it so it prompted you
>r the Destination of the inserted lines.

- you just type (=] when asked for this destination the new lines are

4t in front of the cursor. Your only alternative at this stage when
"ty one line exists is (* ]2 for End in which case it will be put after
~e cursor. When you have a more complex sheet already defined
~gre will be more possible options and you can insert new lines into
~e middle of the ones already defined. For now just type (1) which
il put the new lines above the current cell;

ABCEFGITHNOPOSTYHAZ L +=4/2 . [/ #tit+

. inserting columns and rows in this way you can build the
srksheet up to @ possible maximum of 52 columns and 258 lines.
-e actuadl limitation on size will be dependent on the amount of
2¢ memoty available in your Notebook. The spreadsheet is
-asigned to use absolutely the minimum memory and so only those
2lls which are cccupied with data use any memory at all. You can
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therefore start with as big a sheet as you like and fill In the det
later. If you have used other spreadsheets you will appreciate the
difference.

You can use the €] key for Zap command to reduce the sheet by
column, by line or as a whole (i.e. a clean start) with the ALL option.
You will get more information about these later. _

Now type the following command [ <3 Ja(=0F 14125 J=1. This
will insert 3 columns with a width of 8 characters each to be placed
at the end (.e. to the right) of the current sheet. All the new cells
will have a format of 2 decimal places. :

B1
2Dec

' me
ABCEFCIIMNOPRSTYIMZ | 4-\/D. [/ ¥t e+ ﬁ1

Moving around the sheet

Try moving the cell cursor around the sheet you have created by
typing 17 for down. Note that the active cell co-ordinate at the
top changes as the cursor moves down. Move the cursor back up
again with £ for up.

The arrow keys are probably the most natural keys to use to move
the cursor but you will find that Zal® X==1" 1 can also be used to
go Up. Down, Left and Right. These options exist so that you con
use the direction movement keys in macros. This is described later.

Alternatively, if you prefer to use direction movement keys taid out
in & diamond shaped cluster you can use the (% " fc‘_] keys -
pressing them with (=], The positioning of these keys corresponds
to the direction they move in.



ne following were explained In the Getting Started part of i
yuide and are repeated here for your convenience:

F, v, Ed-w Cursor up

(i), o, bz cursor down

(9, LA cursor left

£, R E-3D cursor right

P or- Move up a page

T or + Move down a page

O jump to left edge on current line

) ~ jump to right edge on current line

317 jump to top cell in current column

s 8 jump to bottom cell in current column

) jump to cell at top left of defined
worksheet

ff jump to cell at bottom right of defined
worksheet.

< you have to move the cursor to a specific cell you may find it
-asiest to use the Jump command. This command goes directly fo
e co-ordinate that you specify. Type -] and you will see:

i DIE ¢
e crd, Begin, End, Up. Down, Left, Right 32912
wxtil] Auto.

e *crd” in this prompt means that you can specify a co-ordinate
= the destination for the jump. Type pél-1] to move to the cell of
e bottom right of the sheet. If you just received the message "No
ach column® this is because you typed Jdé, rather than JD6 -
smember that the first 26 columns are labelled with the upper case
atters so you must use D, not d.
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There are six other possible jump destinations - Begin and End,
which refer to long jumps to the very beginning (top left) and very
end (bottom right) of your worksheet. Right and Left go to the very
end and beginning of the current line and Up and Down go o the
top or bottom of the current column. Some of the *__J and =)
+ arrow key commands actually call these forms of the Jump
command and you may find it easier to use those but the Jump
command has the advantage that it always reminds you what the
possible jumps are.

Now use [* ]® 1) 1o move the cursor to column A, fine 1 (that is,
cell A1) and press to start entering @ number. Type 37, when
you hit (2 you will see the number you entered displayed in the
active cell. Now move the cursor right into one of the three columns
that were created with a format set to 2 decimal piaces. Enter the
same number in one of these. Once again you see the number
displayed but there will be 2 places after the decimal point shown
in the cell. This is because columns B to D have their display format
set to two decimal places. Notice that the status information af the
start of the second display line says "2Dec”. In column A it was "Gen’
which shows that it has a general display format,

A note on destinations

When using Insert you will notfice that columns can be inserted on
either side of the current column using either the left or right arrow
keys. Other options are at the beginning and end of the sheet.
When you are inserting any lines or columns you will be prompted
with this range of options for the Destination:

End, Up, Down, Left, Right, arrows, Jump, . .

Of these options ULLR, arrows and J all serve to move the current
cursor position t¢ the point where you want the new line/column
to be inserted. When you have the cursor positioned where you
want it in the sheet use the key to make the insertion.

A new column will be inserted to the left of the column contfaining
the cursor when (= is pressed. A new line will be inserfed above
the line containing the cursor when (<L is pressed.

End is a special command that simply tells the spreadsheet to tack
on a new line or column at the End borders of the current sheet i.e.
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Columns are added to the right of the sheet, lines are added to
*he bottom.

Vhen inserting a line or column, the cursor is positioned in the new
ine or column ready for the insertion of data.

More on Entering Data

Jear _any numbers you have entered so far by typing
> JE )32, This uses a new command, Blank, to clear data
‘rom occupied cells but leave the empty cells behind. This is similar
‘0 the Zap command except that Zap also removes the empty
zells. If the cursor isn’t there already, type C_E (=L to jump to the
2eginning of the sheet (ceil Al).

As you have seen, when you type [.J the screen wili change to
show this prompt:

his s called entry mode and as you have already seen, the
spreadsheet is now ready to accept some form of data. This can
sither be text, a number or an expression. These are the three types
of entry that are possible. The possibilities open to you are
Jetermined by the broad choice of format type you have made,
e. between a format suitable for text or one suitable for numbers,

‘ou can use > instead of . fo start entering data if you prefer. The
w0 are exactly equivalent. There are other keys that can be used
o start data entry that are described in Tutorial I,

"he amount of data that can be entered into a cell is limited by
‘he width of the Entry line - 67 characters.

‘he worksheet we have defined so far has only used formats
uitable for numeric data - General and 2 decimal places. The
orompt you receive will reflect this. Try it now, enter a number 2.3
and press [, If you make a mistake, press the [ key and the cue
~ill backspace removing the last character you typed. Your screen
«ill look like this:
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Note that the contents line at the top now has your entry enclosed
in parentheses - (2.3). The brackets are an indication that the entry
is g number or expression. You will see later that if it had been an
expression the contfents line would show exoctly what you had
typed but the worksheet display would only show the calculated
result.

Note also that the memory. shown by the figure at the end of 1ha
second display line, has gone down a little.

You are next going to see the power of the spreadsheet. Move the
cell cursor down with the [ key and press -] again. This time
enter 2+a1(—': which is an expression meaning ‘2 plus the current
value at co-ordinate Al’. Remember to type the A in upper case.
You will now see:

(2+81)
ABCEFGIJMMOPRSTYIAZ 14—/ 2, (/%4444

Note that the RESULT has been calcuiated and shown in the display.

Go back to Al, select entry mode again and enter a new value of
3.7. When you press [~] you will note that A2 changes at the same
time. You have managed to enter an expression that uses a value
from another cell and this expression works, however, you change
that cell value. The same principle can be extended 1o operate
over the most complex of worksheets and formulae.

Note that although the sheet display shows the RESULTS of the
formula you enter, the contents line still shows the expression thot
you entered in the brackets. Move the cursor back to A2 and
notice that although the cell in the worksheet is displaying 5.7, the
contents line shows (2+AT).
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Note olso how easy it is to alter an existing cell entry by just typing
in a new value,

One thing you may find useful is that if you use the arrow keys to
move the cursor while in the process of entering text or expressions
then it will finish off that entry and move the cursor to the cell in the
direction you have specified. This cell will be set up ready for you
to make your next entry. The cell format will be set up to be exactty
the same as the previous eniry.

The use of arrows in this way can save much time with long lists as
the one key stroke is equivalent to [, cursor movement and
for entry. Obviously the [ )" ) 4" ] keys cannot be used in this
case since the spreadsheet cannot tell whether or not you are
ntending to enter some text, a cell reference or a function name,
You can, however, use B H* 1~ 1™ 17 ] if you prefer.

3y changing a single value a huge number of other cells that are
dependent on it will all change at the same time. In this way the
Notebook spreadsheet gives you the power o test the effect of
Jifferent values on an answer and so do "What if?” assessments of
2 situation.

Entering Text

Now you are going to create another column and insert some text
nstead of a number. With the cursor still in column A, type
S J20(=2 =) L)) Some of these commands we have met
2efore. The TL command is the default format for the column we
~ave created. T stands for Text which tells the spreadsheet what
vpe of information to expect. L stands for Left justified which just
~edns print the text from the left hand edge of the active call.

Zolurmn A is now set up for you to put in the text. Note that the
sriginal column has been shifted to the right and labelled B. This
1gain shows how eagsy it is to alter the dimensions of your worksheet
rid at any time,

-efore you go any further, use the key to move the cursor to
scation B2 which contains the expression we have dlready typed
. If you look at the top line of the screen you will see that the Al
~hich you have typed in has now changed to B1 to keep track of
e effect of entering ancther column. You can rest assured that
-our expression will still work the way you infended it to.
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Go back to A1 using the (& key for left and the Uf key for up. Type
) and you will see this:

At Eib ¢
Tx«tL |Enter choracters 37483
2 Auto,

This time you are asked to enter characters because the cell has a
text, rather than numeric, format. You may have noticed that the
start of the second line in the status area of the screen is now
showing TxtL which reminds you that the column’s default format is
Text Left justified.

The Entry Line will display a marker (the vertical line just above the
column B label) that reminds you of the current display width for
the cell, but this can be exceeded - the actual amount of data
that can be entered is only limited by the width of the Entry line,

Make sure Caps Lock is switched off then enter some text, typa
First number(~. You shouid see:

Al

First Humber
TtL | BBCEFGIMMOPQSTYLKZ 14=\/2 . [/ #tits

H
" Firzt Hunper
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Now lock at this list to remind yourself of some of the feafures you

nave seen so far.

()

() or (]
) or (D)
(-4} or (=
F)or &

5 U ©0

.
b
.

AlA2

is used from the opening screen to quickly
make a blank sheet,

is used to insert columns and lines. You have
1o say how wide any new columns will be
and what type of format they should have,

moves the cell cursor up.

moves the cell cursor down.
moves the ceil cursor left,

moves the cell cursor right

is used to jump to a particular cell.

allows you to enter a number,
expression or text.

is used to accept and complete
a command.

press this key to abandon the current
operation, without harm.

use this key to backspace and correct
mistakes while entering data or commands.

are cell co-ordinates and may be used if
they are numbers in an expression,

.au have now tried both expression entry and text entry, The choice
-#whether text or number is 10 be entered depends on what format
—e cell was given when it was created.

.su have also seen that the some number entered into cells with
sfferent formats is displayed differently.
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More advanced techniques

Understanding the difference
between text and numbers
You will have seen dlready that the data that has been entered

can be dispiayed in a variety of different ways, as defined by the
current format,

There are about a dozen built in formats that can be used but they
divide into two broad types, some relating o text and some relating
to numeric data. It is possible to switch formats as long as the cell
is ermnpty (using the Format command) or the data within a given
cell can conform to the new type (using the New Format
command).

For example you can switch a number between Integer format,
which only displays the whole nurmber part of a value, to a Financial
format, which displays data correct to two decimal piaces. It does
not make sense to try and switch Text to an Integer format for
example and the spreadsheet will catch any attempt 1o do so
during the entry process. Although you might think that it shouid be
possible to switch a number or expression to a text format this is not

possible,
Text data cannot be processed to a numeric value; you could ent )

a mathematical expression into a a cell that is expecting text data
but you would not get a numerical answer. This is an important
distinction for you to grasp. If for example you enter 23+23 into a
numerical cell the spreadsheet will realise that it is expected to work
out the answer and display 46. Entering exactly the same thing into
a text cell will simply cause "23+23" to be displayed in the cell.

Text is used for headings, explanatory labels or for information in @
database such as names and addresses. The Notebook
spreadsheet assumes that you may want to enter numbers and
formulae into these cells as part of an explanation of the
surrounding sheet so no afternpt is made fo calculate using these
values,
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/o

Text data can NOT be entered into a cell that has been set up with
a numeric format.

It is possible to use the EDIT command (described later) o change
data to the wrong format but you will find that the error will be
pointed out to you as soon as you leave the Edit mode. Pressing
the =] key wiil return you to edit mode 1o correct your mistakes.

Data can be assigned to an incorrectly formatted cell if it has been
loaded.in from a stored file onto an existing sheet. However, any
attempt at performing a calculation on the data will throw up the
error.

Using Fédnges

Zertain of the Notebook spreadsheet’s built in functions and
axpressions work on a specified range or column of the data. For
example to AVERAGE some of the data you would specify the
-ange thus

AVERAGE (Bl...B10)

Nnhen you type this in you only actually type a single . and it is
automatically expanded to .. .. Any blank cells are ignored in the
above calculation. This saves you from having to create
Jnnecessarify complicated expressions in order to encompass all of
‘he data required. However, if an occupied, text format cell is
ncluded in the range you will see the error Text reference in
an expression,

Formats: changing the way the data is displayed

-ou will remember that the format does not affect the actual data
.olue that a cell holds, just the way it is displayed on screen. You
-an therefore change a numeric cell from decimal format to
~teger and back again without losing any precision of the data.
Yhilst you are moving around the sheet the contents line at the top
~f the screen will always show the data or expression of the current
cell exactly as it was originally entered, regardless of the current
‘ormat,

o far you have only seen the General and 2 decimal place format
~ expressions and TL (Text Left justified) for text.
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if you are still unclear about what Is meant by changing the type
of disptay format, consider this example. If you have a number such
as 2 there are several ways you could write it down such as 2, 2.0,
2.000, 0.2E1.

All are perfectly valid but not all are as you would want for
presentation in a report, or for immediate legibility. If It was referring
to a whole number of items you would want 2. If it was the amount
of money you would want 2.00. If it was a laboratory test result you
may want to infer a precision to the nearest 0.1 by using 2.0.

Just in case you don’t know 0.2E1 is known as 'exponential’ or
"scientific’ notation and means 0.2 x 10", This is just another way of
entering and displaying numbers. This is often used when
representing particularly big or small numbers. It is far easier to work
with 0.3825E14 than 38250000000000 !

You can produce any of the above layouts using the various
formats available with the Notebook spreadsheet. The full list of
available numerical format types is:

Gen ‘General, rather like a scientific calculator

#in  Finance, balance shest format
(# is number of places to shift by)
#Dec Decimal places specified
(# is number of places to be displayed)
FEXp Exponent scientific notation
(# is number of significant figures)
Int Integer, nearest whole numibser
Plot Plot format, horlzontal bar graph

Text formats can be:

TxtL text left justified
TxtR text right justified
Head heading

F

Careful use of the format options can help to produce some quite
sophisticated printouts. Notice that as you move around the sheet
the start of the second display line always shows the format type
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~f the current cell using a 3 or 4 tetter code as described in the list
of formats above,

“here is also a format choice of Carriage Return that can be
assigned to individual Cells or ranges. This is a special format used
-0 control printout in such a way that address lobels can be
sroduced. No data can actually be entered in cells that have this
sormat. When printed, cells with this format cause a new line 1o be
started on the printer.

¢ you use Insert to create new columns you are asked to give the
~ells you are creating a default column format type. If you select
any of the numeric formats then subsequent use of . to enter
Jata will ask you to enter a number or mathematical expression. If,
sn the other hand, the cells were created with a default column
-ext format then using [* -] will ask you o enter characters,

‘he .) command starts data input using the current default
~olumn format. However, you may wish to over-ride this for entering
st single pieces of data. There are several ways to do this.

« you start data entry by typing the [ _ (Format) command you will
=rst ba asked the exact format to be used for that particular cell
1nd will then be invited to enter the corresponding datfa.

¢ instead of . you start data entry by typing ( this always means
+hat you want to enter a number/expression, rather than a plece
f text, even if the cell was created with a text format, In this case
.ou are not asked to specify the exact format to be used. instead,
e Default Global Numeric Format is used. When you first start the
.sreadsheet this is set to be General format. You can use the NG
New Global format) commaond to change the default global
-syrenat. This is explained later.

< on the other hand, you start data entry by typing a quote
-haracter (either * or ™) the spreadsheet will assurme you want to
anter a piece of text even if the current cell was initially created to
~ave a numeric format. This uses the Default Global Text Format
~Jhich is initially set to Text Left justified.

-ou may also change the default format used in a column when
—e [*.) command is used. This is done with the ND (New Default
srmat) command. If some cells are aiready occupied and have
wsociated formats they will not change but any data subsequently
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entered into blank cells in the column using ] will take on the
newly set default column format.

More on Numeric formats | | 9

You can now experiment with some different formats, Go to cell A2
(which is in a column with Text Left format) and type (€ 2]
which means 'make this cell General Format and start data entry’.

Ele ¢

A2
TxtL |Enter number or expression 3240
by Ayto,

Because you have chosen a numeric format the type of prompt
you will receive will reflect this i.e. Enter number or expression.

Type 2.312(<);

(2,312
ABCEFGLIMHOPASTVUNZ [4+=1/3 (' Bt

You will see that your value of 2,312 is displayed just as you typed
it in.

The [F_J for Format command should only be used on cells where
you wish to change both the format and the data contained. If s
also possible to change just the format of an existing entry without
having to re-enter the data. Without moving the cell cursor fype
the following and watch the changes.

Type [ Ja(® X2) for *New Format to be 4 places Decimal:

22454
Lo,

Elb ¢
H
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Type C=dT Jol™ J=1) for *New Format, no shifted places, Financial

2 |(2.312)
¥in | RBCEFGTIMNOPGSTYMNZ I4-\/), [ *%ties

"he Financial format always shows 2 decimal places and will put
-ommas into the numbers as they get targer. Negatives wili be
anclosed in brackets, You can have a financial value shifted

| wsually by 3 or 6 places) when you want thousands or millions, etc.
"0 be shown in a small number of digits.

“ype Ced I Jl) for *New Format Integer:

“ow try (= Jel® 1) ‘New Format 6 significant figures Exponent’
’ ~otation:

“1s important fo remember that however you display a value there
. no change in the way the number is stored by the spreadsheet,
-ormatting does not change the value that you have entered or
:alculated, just how it is laid out on the screen or printed on paper.
e contents fine of the top of the screen always shows what is
xctudlly held in the cell.

ote that cells themselves do not have o particular format, it is only
‘nce a piece of data is entered that it has a display format
ssociated and stored with it. It may get this format either because
-ou specifically ask for it using the Format command or it may
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come from the default column format if you use the £_J cornmand.
The default column format is that which you specified when the
column was inserted or when you used the ND command. Entered
data may fake on the global numeric or global text format if you
start entry of the data with { or » respectively.

Because a format is associated with a piece of data rather than a
cell you cannot use the NF (New Format) command on a cell that
has not yet had a piece of data entered into it. You ailso find that.
if you move or copy data the data takes ifs format with it 1o the
new focation.

Text Formatis

There are two normal types of text display. Justified in the column
width is the first type. This has two subdivisions - you can specify that
you want the text to be left justified (it hugs the left hand side of,
the column) or right justified (it hugs the right hand side of thes
cotlumn). '

The second type of text entry is Heading. This type will overwrite the
column(s) to the right if there is not enough space fo display all of
the information in the single cell. As the name suggests this is most
useful when entering explanatory tities or headings that you want
to be displayed regardiess of any changes in the various column
widths on screen,

The entry in cell Al, First Number, is currently shown in text left
justified format as this is the defauit format of column A. Move the
cursor to cell A1 then type (M 1 17 (=), which stands for ‘New
Format Text Right justified” to see the effect of changing the for ;
to right justification without losing the data.

A1 |First Humoer
TxtR | RBCEFGITMNDPOSTVIIZ!+=\/3. (7 #tits




-afore investigating Heading format you are going to change the
iumn width, Type M Ja (=) which stands for ‘New Width 4.

- First Humber
R | PBCEFGIIMNOPQSTUMEZ!+=\/3 [’ BHi++

=t

-4 should nofe that only the start of the word 'fist” can be
-splayed in the available space now that we have made the
siumn much narrower. The whole entry is still there in the worksheet
-emory as you can see by looking at the contents line at the top.

- vou type (=T *.J =) for ‘New Format Heading’ you will see:

2 whole of First Number is again displayed and part of if
.erwrites cell B2.

=

_nhave learnt that data falls into two broad subdivisions, text and
_meric. We have then looked at some of the format subdivisions
-nin those two types that control the way the data is displayed
- screen.

- 3 have seen that it is only what is displayed that changes. The
-me value that you originally entered is always stored and used in
sculations - however you choose to display the result,

- 1 have seen that when entering data into a cell one of several
~grent formats may be used. The column format (set when the
~umn was created) s used If you start data input with E.). A
=cific format of your choice is used if you start data input with
= . command. A global numeric format is used if you start data

~ut with ( and a global text format is used if you start dafa input
nroort
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Tutorial IV

More on changing column widths and formats

You have already used the New command several times to change
the column width and to change the format of an entry. It can also
be used to change the default column format. The default column
format is the format that will always be used in your current column
if you do not declare a particular one before each entry. You enter
data using this type of format by starting with the £.) command.

The last item that may be changed is the global format. Despite
the singular name this is a pre-set pair of formats, one for fext and
the other for numeric values, that may be used anywhere on your
worksheet and which are quicker to call up than by explicitly stating
which format type you require - they are fime saving devices. You
can call these formats instantly by using the ( command for
numerical expressions and the * or * command for text. At start-up
these formats are set to General for numerical expressions and Text
Left Justified.

If the vast maijority of your worksheet is likely to use one format ther
it will be worth your while redefining the Global formats. -

If you type M.J=_J and then a numeric format you will change the
defauit globat numeric format, while, if you type M ] followed
by one of the three text formats you will set the default global text
format. So the same NG command may be used to set two
different global default formats.

The complete set of New commands Is:

NW# New column width
(# is number of spaces 10 set width to)
NF New format for a cell already containing data
ND New default column format
NG New global format

You haven't seen the Global format in opergation yet and so here
are a couple of exampiles, Type £ IF_ =117 =L to clear any sheet
you have loaded, aiternatively, start the spreadsheet with the “start
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2 new worksheet' option, Then type [ 5 J1o(=F 1= then
Jal- X=Y] to set up a small sheet of general format cells.

“ow type (C=d€ X =) to change the global numeric format to
“tegel.

ype [ .)2. to enter the value into cell Al. It is displayed as *2.5°
secause it is in general format. Now move to A2 then type (2. 5[]
nd the number is displayed as '3’ because it is In integer format.

2 |{2.3) E4 ¢
iqit ABCEFGIJHNOPGSTWHNZ [+-0/) [ it 32?84
: uta,

‘e operation is very similar if you want to put text in a column that
5 set up for a number. This time use the quote to start text entry
sing the Global text format.

.ou can use the Global format entry method anywhere on your
~orksheet. You can, of course, also change the Global text format
sing the New command.

semember that you cannot use the New Format command for
-hanging between text and numeric formats. The NF command will
-nly work on an occupied cell because only pieces of data that
-ave been entered actually have a format associated with them
~hich can be changed.

:ven if you have managed 1o get the wrong type of data into a
-ell, using the Edit command or by loading a file in, you still cannot
-hange the Format between text and numetic in order to suit the
jata. You will have to rewrite what is there AFTER changing the
~wmat.

e have seen how the global format can be used o quickly set
o cells for a certain data type. This dllows the existing column
~amat setting to be over ridden.
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Editing

We have seen already how easy it is to replace the contents of g
cell with something different.

For most operations you will find that this is the most convenient
method to use for making changes. However, sometfimes you may
wish to make only minor modifications to an existing entry and for
long and complex expressions it would be more convenient just to
edit the existing information.

If you decide to change an entry without re-entering it you use the
spreadsheet’s cell editing commands. You just posifion the cell
cursor on the cell you would like to change and type € 1=, The
current contents of the cell as you originally entered it are
displayed on the entry line and you can then amend it as necessary
and press (=] when finished.

While editing you can type new characters which will be inserted
before the cue. You can move the cue along the existing line using
the and keys. Existing characters can be deleted using
either of the =3 or (2] keys.

At any time before you finally press =) you can press the B9 key.
This abandons the changes you have made and retrieves the entry
in the form it was before you entered the edit mode. -

The important thing to remember when you edit a piece of data
in this way (rather than entering it from scratch) is that the
automatic error checking Is turned off so you can change the value
in a cell o something quite fidiculous and it is only when you finally
press (=] to leave the editor that the error will be detected.
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Tutorial V

Removing data from the sheet -
Blanking and Zapping

at us recap on the Zap command. So far you have only used the
2quence C* 0. 1=2) to remove (Zap) the whole sheet.
~swever, this command also works on specified lines or columns,
=*ner individually or collectively. It not only removes the data from
-e cells in question but also reduces the size of the sheet. The lines
-+ columns that are removed need not be on the outer edges of
-e sheet.

.~u are prompted to specify which rows and columns to remove -
-& remaining cell co-ordinates will automatically adjust themselves
-~ reflect the change. ' :

~ells cannot be zapped if there are other formulae that depend
-~ the data held within, If you try to do so you will be offered the
-~ance 1o use the BLANK option instead.

- you are sure you want to Zap a column or line that has data
sependent on if, as above, you must first find and zap or blank all
-+ the cell formulae that depend on the value held in the target
alls for their calculation. This is more simply done than It may first
~em because the spreadsheet wil tell you which are the
-=pendent cells in turn.

- *nough the Zap command also offers the option of Entry or Block,
- you select one of these it will only blank them. It would be
-sossible to completely remove a single cell (or a block) as this
.ould leave a hole in the middle of the sheet,

-5 an example you will see how to use some of the other forms of
~3p command in more detail.



g%a H sheet you are working on with the commcmd
> = 2)CFJ] then copy in the demo file called ADLIST by typing
‘ﬁmusr-

Al |Init
Ixtt HEL‘EFGIJH{P@TWWV) ['%td

Hampton
Knottie

Grove
37 Dsmqs?un Koad

4 G.L.|Elake

Suppose you do not want the top two lines which are just labels.
You could remove these by positioning the cursor anywhere inline 1
and typing [ _2["s{—. Those lines are removed and the originat
tine 3 is moved up to line 1. #

Wathall
Henley

This example also demonstrated a feature that is common to many
of the spreadsheet cormmands (zap. blank. copy, move, insert) that
you can normally specify a number to say that you wanted it
repeated for several columns or lines. This is normally indicated
when the prompt offers the option 0-9.

Suppose you wanted fo get rid of column F which just contains
some numeric values. Move the cursor to column F by pressing
&, You can now remove the column with 7 15 1=,

El
Twtl FIBEEFGIJHNUPGSTWZH—V 2

Hunt
Fisher |32 Flor'ence Road

Blanking

You can use the Blank command to clear ‘all, or parts, of
worksheet. In contrast to the Zap command you will not change
the size of the sheet or any of the default settings with this option.
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However, individually set commands such as formats will revert to
the default column ones.

As an example you will see how to use the block option in more
detail. Get back to the opening menu b the sheet you
w~ere working on with the command {*_] -‘E?[Q][g] then copy in
he demo file called ADLIST again by typing ° JabLisT{ =)

vpe JC Ja1l.Je3(-1) which stands for 'Blank Block in the range
Al to B3'. Note that you are dllowed to type a single full stop to
specify a range but the Notebook spreadsheet automatically
axpands this to three for clarity. Remember that the cell
so-ordinates must be Al and B3 in upper case. If you type al.b3
me spreadsheet would think you meant columns 27 and 28 rather
-han 1 and 2.

“Now blank column D by moving the cursor to any cell in column D
snd using the command & £ [—]. Move the cursor to line 4 and
~ype E_I* s{=] to blank that line.

ABCEFG I TMHMOPUSTVHXZ | +=% 7> [ " JTd++

(=N

Hamet o
Eroule

Her | e
Redd] foh

‘ou will never be allowed to inadvertently destroy the sense of the
sheet with the Blank command. If you have an entry like 2*B3 and
~y to blank B3 the spreadsheet will check and warn you. However,
. ou will be allowed to confirm that you wish to blank the cell. A row

<2772 will then appear in that cell at every recalculation to signa!
-z you that some data is missing from the sheet,

“epending on the formulae that refer to the blanked cell you may
- 50 trigger other errors such as ‘Division by zero'.

-4 have learned how to reduce the size of the sheet using Zap
~d how to erase entries using Blank.
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Tutorial VI - Expressions

Understanding expressions -
the heart of the sheet

We have already looked in brief at entering expressions in the first
part of the Tutorial where we just used "2+A1’ to add 2 to Al. You
will not be surprised to find that there is very much more to
expression formuige than that. However, just take it slowly
experimenting with each new feature and finding those that suit
your particular needs.

A worksheet that contains just numbers and text can be no more
useful than a piece of paper; you can enter values that have
relationships with each other, but the spreadsheet, like the paper,
can‘t guess what these relationships are or do any of the working
out for you. To redlly exploit the power of a spreadsheet you must
get used to entering the relationships between the data, not the
results of the relationships, and letting the computer do the
calculating.

For example, in a financial report, we may have an entry for yearly
income, one for costs and one for profit. We understand that the
value that represents profits is worked out as Income minus Costs,

When using the spreadsheet we should enter only the data for
income (in cell Al for example) and for costs (e.g. cell B1), in the
third cell we then enter the relationship between these two that
represents profits in the form of a formula (A1-B1). The technical
term for this formula is an expression.

The power of the spreadsheet lies in the fact that you can entfer
extremely complex formulae and inter-relationships between the
cells, but as soon as you make a change to one entry the full
repercussions of it can be calculated and the entire sheet almaost
instantly updated.

Expressions are at the heart of the spreadsheet, for with them you
can do business calculations, as well as scientific and engineeting
mathematics. An expression is defined as any entry that con be
used to calculate a value.

What are the features of an expression? We have said you may
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*hink of it as a mathematical formula. 2+2 is an expression which
should equat 4. 2+A1 is also an expression which as you have
already seen is equal to 2 plus whatever is the value of Al. You can
Jse any of the following mathematical signs. known correctly as
DPERATORS:

+ pPius
- minus

multiply

divide

to the power of
% percent

he + and - signs you will, of course, be famillar with, but if you are
-ew to computing the symbols *, / and A may be unfamiliar. You
<l always have to use the A symbol when you want to get 1o the
~ower of’ becouse super scripts are not available, so for example,
~stead of using 5% you use 5A3 which gives the result 125 (=5*5*5).
e % symbol is not often used in calculations outside of
oreadsheets. It means ‘percent’ such that 5%20 is 5 percent of 20,
«nich equals 1.

-au will now see how to enter a formula into a cell. You may already
-e wondering how to enter the formula on one line when usually
—ey take up 2 or more if written out longhand. This is simply done
- v splitting the formula into parts and enclosing these in brackets

' To show that one part is divided by another we put / between
-em, 50:

Al bocomeas (2+A1)/(5+A2)
~A2

~5 is a common computing convention and will be familiar to
:wyohe who has used @ programming language such as BASIC. If
‘acessary you can have several layers of brackets to avoid
-mbiguities. If the spreadsheet finds a reference to a cell that does
:t have a value it will use 0 and the blank cell will show a line of
__estion marks to show that a value is expected. This is a useful
=ature that aliows you to use a range of cells in some functions
-hout worrying whether they all have the correct form of data.

-a Notebook spreadsheet works out expressions in normal
Jebra. This is the aigebra you use in hand calculations. Some
=ople with experience in computing may be relieved to hear that
2 back to front entry method (reverse polish notation) is not used.
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The spreadsheet understands the correct order of precedence of
the operators during calcutation. In general make up formulae as
you would for pencil and paper, convert them to one line form and
enter them and the result will come out as you intended. :

On many spreadsheets there is no built in order of precedence;
1+2/5 would be worked out to be 0.6, by adding the 1 fo 2 before
dividing by 5. This is not the corect result, the real answer is 1.4 -
that is, divide the 2 by 5 BEFORE adding it to 1 because the division
operator has precedence over the addition operator In
spreadsheets that do not have a built in order of precedence you
have to take positive action to force a correct result by entering
1+(2/5). It is unfortunately easy to get unexpected results, but you
will have no such proklems when using the Notebook spreadsheet.
The order of precedence of calculation is:

0
%

F. .

* and /

+and -

> <and = these are logical operators.
1. [and |

The Notebook spreadsheet starts the calculation with the innermost
brackets. Within the brackets it works out the part of the expression
starting with the highest precedence operator. Where there are
two operators of equal precedence the one on the left is done first.
The next bracket is then done and so on. Do not worry about the
details - just maoke up your expressions in your usual way.

The other item you can use in an expression s a function. This is
built in formula that can be called by a simple name and whi
will return a value to your expression. The simplest functions are @
and Pl which, when used in cdlculations, give the values
2.71828182845905 and 3.14159265358979 without having to ent
them. Pl is the ratic of a circle’s circumference to its diameter. e
the base of natural logarithms.

288



There are also some functions intfo which you must first insert a
value. An example is SIN(n)} which means 'work out the sine of n
degrees’. Note that the value you enter info the function must be

enclosed in brackets:

(SINC3D)) : Jolac
RBCEFCITHNOPASTVMRZ 1+=/0 (' stds 32?’94
LD,

One feature you will find especially useful is that you could have
out 2*15 or 4*A1 or any other expressicn in the brackets part of the
unction. The part within the brackets is calculated first and then
‘he result is fed to the function. You can even have functions of
‘unctions such as SIN(GSING0)) and so cn. There are no redl
-astrictions except the number of levels of brackets which are
mited to five in any one expression.

“or example:

-1 [(SINISIN(3R) ]
«#n | _ABCEFGI JHNDPRSTVHXZ 14172, (" %44+
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The last type of functlon is the one which has two of more values
enclosed in (). These enclosed values are called arguments. For
example, SUM(n1,n2y adds all the values separated by commas in
the brackets. This function returns a vaiue of nl+n2, Try these
functions for yourself:

(SLM(2,3])
ABCEFGIJMNOPESTVIXZ 14-\/) . (' Xt i4s

You can have as many parts inside the brackets as you like. Here
an exampie with three arguments:

(SUM(2,3.:4)}
ABCEFGIJHHOPASTYURZ | -1/ 0 [/ bt

The values could also be expressions:

(SUMCA1, 2#B1, £3-271)
RBCEFGTJHNOPASTVMKZ [+-\/2, [/ #td e+

You can see the full list of functions in the Expression Entry section
of the command reference further on in the manual.

If you want to enter a function such as SUM(A1,A2.A3,A4) to add
the cells from Al to A4 you can use the shorthand SUM(AT...Ad).
Al..Ad is a range meaning use all the values between the first
co-ordinate and the second. You only have to enter the first full stop
and the spreadsheet will add the other two for clarity; you just type
a1(7.1n4 (remember upper casel).

You can even use the function in the form SUM(AT...A4,B7). Use
range anywhere you would otherwise put a list of adjacent entri
For most functions the range will still work if one or more of the



entries is a blank. This is because the functions only work on: the
non-blank cells.

These. then. are what make expressions. There are just two more
sqcilities you might find useful. The first is the # symbol which, when
Jsed after you have typed a co-ordinate, pufs its value into the
worksheet. If you type 2+a1G ], # will put the value of Al info the
axpression rather than the cell co-ordinate "Al”. If you type # and
Alis 3 you will find your expression becomes 2+3.

This means that if you later change the value that is held in cell Al
t will make no difference to your new expression,

he other facility is the ! symbol which forces the expression you
are entering to be replaced by its value up to that point. So if you
ype 2+3! the display will immediately convert to 5 and you can
~ontinue the entry from that point. If you force a value that includes
some cell references e.g. 2*B3 this is replaced by a numerical
-onstant and the value will not change even if B3 is altered.

3 JR ¢
sen  |Enter rumber or expression 32496
3| 2¥B ' : Futa.

Jhen 1 is pressed Instantly becomes:

3
sen |Enter rumber or expression
104E9

30th of these commands have the effect of making the expressions
ndependent of changes in the data held in the cells referred to.

The order of calculation

A powerful feature of the Notebook spreadsheet is that you will find
- does not matter where in the worksheet you enter your data or
axpressions. If you have used other spreadsheets before you will
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appreciate the difficules of getting all your calculations Th thes right
order and avoiding forward references.

As you enter an expression the Notebook spreadsheet gives it an
‘order of calculation number’. This is not affected by where you
enter the expression, just by the references in the formula. if you
enter 2"B1 intoc A3, for example, then you know that you want A3
to be calculated after Bl otherwise it does not make sense. Well,
the Notebook spreadsheet goes through all the expressions as you
enter them, working out which is the correct order for calculation.

Iif the entry is a constant then it does not have an ‘order of
calculation number’.

This feature allows you to rearrange the sheet as you like without
affecting your calculated values. The operation is entirely
automatic so you don’t have to worry about it

You will be able to see the calculation numbers displayed in angled
brackets if you use the *_ for exXchange command. Those cells
which contain a low order of calculation number are calculated
before those with a high number,

E— ;..\v--'eiv)':'i»n;.?:ih- BT

Xecap: ' ; - i >

We have looked at some of the possible expressions that can be
enfered into the Notebook spreadsheet, It is these that make it such
a powerful tool,

Each expression is assigned a number that tells the spreadsheet
which order they should be calculated in.



Mathematical Functions

4ere is a more detailed list of the varous mathematical functions
available. Again, you need not worry about those functions you are
Jnlikely to use,

"his tutorial is designed to show you how 1o use functions in the
Notebook spreadsheet and which are available - there will be no
Jtempt to explain the meaning of the mathematical terms
available.,

lemember, as you read, that arguments are what you put in
srackets affer the function name and which the function is
axpeacted to use to work out its current value,

“he usual trigonometric functions are available and there are two
.ersions of each for degrees and radians.

ne functions SIN, COS, TAN, ASIN, ACOS and ATAN refer to degrees.
~ose with A in front represent the inverse values of thase without.

5INR, COSR. TANR. ASINR., ACOSR and ATANR are the equivalent
snctions using radians.

3ch function takes just one argument enclosed in brackets.

5 that you can see what is going on with this screen exampie, the
wxpressions in column B have been typed info column A in text
srm, remember that although the two loock the same the fext
slumn contains only ‘words’ which cannot be calculated.

i
7186781186548
, 1328003079658
1.5369590328135
2. 42398762777
26,569051177078

—J—a—as

0.5

0, 7871 66781186048
, 13205089756808
0.201357920 799331
1, 2661036727795
0.463647609000325
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The natural logarithm is referred to as LN and the base 10 logarithm
is LOG10. The natural antilogarithm is defined mathematically as &
(the exponential constant e mulfiplied to the power of x) and is
referred to as EXP.

The equivalent base 10 antilogarithm must be obtained by using
10*x where x is the value for which you want the antilogarithm.

The exponential constant e is available as a function without an
argument e (lower case is essential when you type this). Similarly Pl
_is available.

The square root is called with SQRT.

ORI )
1371057862271 74
23,

LOG18(23,5)
10°83

2.
P 3,14
SORT(2) 1.4142135623731

Utility Functions

Sum, minimum and maximum, available as SUM, MIN and MAX will
scan a list and return the relevant value. COUNT will find the number
of non blank entries in a list. All these functions are of the form
FUNC(is?).

SUMIF(crd ], crd2...crdd) is a conditional adding up function. Only
those items in the range crd2..crd3 will be included that
corespond to a cell entry in the column specified by crd] and ar
on the same line.

1 123.45
2  MARKER 23.45
3 245.56
4  MARKER 45.67

SUMIF(AT1, B1...B4) gives the answer 69.12
SUM(B1...B4) gives the answer 438.13

It should be noted that crd? may point to any cell in the ma
column but must not point o a cell with a text entry in it or an e
message will result.
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BLEEP Sets off a bleep. Use it as an cudible signal.

GROW takes two arguments, a value and a percentage. The effect
of GROW is to cause a percentage increase to the value. The form
s GROW(value, percent). Despite the name, the percenfage can
be negative.

The following functions in this section are of the form FUNC(value).

The ABS function gives the absolute value of an argument, that is.
the value ignoring the sign.

POS returns the value of the argument it it is pasitive but zero if if is
segative. This is useful in tax calculations.

The integer (non-decimal) part of a number can be obtained with
INT or if you want the nearest whole number fo a value use NINT,
The decimal part of a number is given by the function DPART.

ROUND is a useful function, it will round a value to 2 decimal places.

NOTE: it is very different from most of the functions in that it puts this
-ounded value back into memory and the original value is {ost. You
may need this function in complex financial calculations which
stherwise would not balance because fractions of a penny (cent
atc.) are having an effect.

RND returns a true integer random number between 0 and 127. A
~ew value is picked each time the sheet is calculated.

Statistical Functions

sermutation and combination can be calculated with PERM(n, N
snd COMB(n, I where n is the total number of items ang ris the
~umber to be combined or permed. For factorial use FACT(vaiue).
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Ad ' '
TxtR | ABCEFGIJHNOPASTVMHRZ (+-4/%, (' #tie

362320

Standard deviation and variance and average all act on a list to
complete your set of powerful statistical tools. These functions are
called STDEV, VAR and AVERAGE. (See the magazine BYTE Nov 1983
pp560-563 for the method used).
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Defined Functions

A defined function works just the same way as a built in function
does except that it uses a calculation that you have typed in
yourself. It is therefore g way in which you can set up a complex
formula once that you may want fo use many times.

It is a single cell formuia that can be used by other cells and, of
course, after the first fime you do not have to write the formula out
in full again. Consider the foliowing formula, 0.789*(A1+3). which
uses the value held in cell Al. If you had to write it out 50 or 100
fimes it would get very time consuming and also quickly use up your
available memory.

Let us try an example - set up a sheet as follows with a constant in
Al.eqg. 23.4. Put the expression 0.789% (A1+3) in BI:

Bl |IB.789%(A1+3)) J2080c
RBLEFGIIMHOPGSTYHKZ I+-4/2 {7 #tied

H




To use a defined function you only have to give the co-ordinate of
*he cell which contains the formuia and follow it with another cell
-eference so that it can get the value on which you want it fo
operate. To call the function, write the formula cell reference and
‘ollow it by a bracket, just as if you were writing a built in function.
nside the brackets put the co-ordinate of the cell with the value
-hat you want passed to the function, or put a constant.

2yt a different constant, e.g. 18.9, in A3 and move fo cell B3. This
s the cell where we will call our defined function.

X J20dc
7n | PBCEFGIJHNDPQSTYLIKZ! +\/2, (" %ies g‘tﬁ?
. 0 i

n the cell B3 enter B1 (a3) - you can read it as: take the formula
4 B1 and replace the first cell reference found by A3. This is what

s done.

B |(BIA3
»~n | RBCEF

Ly
L Ll
—
%
=
L]
=
=
5
-+

1
~
N
—
—_

-

L]
%

~ the example the formula has acted on A3 to give the answer
"7.2791. Note that Al and B1 are changed when the sheet is
-acalculated (press ! to see this).

- there is more than one cell referred to in the original formula then
.2u must have extra arguments in brackets for the defined function
‘5 use. Note that if the same cell is referred to more than once in
=e formulca then it must also be repeated the correct number of
~mes in the argument list,

~e number of arguments can be less than those in the formuia. if
-5 Is the case the later cell references will remain unchanged from
~natever they were typed in as when you first defined your
“a>rmula. This can be useful.

- is important that the.cell containing the formula for the defined
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function is kept separate from the rest of the sheet. This is because
every time the formula is re-used the cell values referred to by the
original formula are changed to those glven by you in the
argument. If the value of the defined function cell was used in
calculations by any other cell in the sheet, undesirable results will
OCCuUr,

£3 |(C1(A3,B3]]

ﬁent RBCEFGIJMNOPASTVMEZI+-\/ Y [/ ¥tdes
ext |

L AL

The above Is an example where there are two cell references in
C1. As a reminder, to get this type of display just type Z =] and
the formulae will be shown instead of the results. The defined
function call will be made in C3:

£3  J(C1(A3,B3)) _ J28¢
Gen | RBCEFGLJMNOPRSTVMAZI+-N/7, (' %f4e+ g?i 3
0.

Note that the original values in A1 and B1 are changed by the caill.
You will see this if you press ' to recalculate the sheet.

You have now had an introduction to many of the functions that
are available for use In your expressions and should be beginning
to get an idea of the power of the Notebook spreadsheet. We have
looked in more detail at some of the many functions that are
available to you. In particular, mathematical and statistical
functions, some general purpose utility functions and user defined
functions. Later in this tutorial we will be coming back to look ot
some of the more advanced types of functions and expressions
and what can be done with these.

First, however, there are some more basic commands that have to
be dealt with so that you can become completely familiar with the
housekeeping of your worksheet and how to manipulate the data.
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Tutorial VIII - More Techniques

Reorganising the sheet - Copy and Move
The Move command

‘ou use the Move command to transfer parts of the sheet to
snother part of the work area.

+art with a blank worksheet (you should know how to do this by
-ow). Fill up the four top left entries again using the " (Entry)
-smmand. Now type (o) Jailr.Js2(-1) (Move Block of range Al
o B2y

| 1)

an , Down, Left, Right, orrous. Jump, o
st Destination " 9 e Ruta,

-au are then asked for the destination of the move operation. Type
Je3(=2) (Jump to cell B3). The defined block will ‘jump’ with the

zJursor:

B

Autc,

(11
W ABCEFGTJMNOPRSTYLIXKZ | 4=/, (" %tde

-+ the Move command with some of the other options, e.g. line
:-vd colummn, The only optlon not available with the Move
;ommand is ALL,

~e Move command will overwrite any data in the destination areq.

:acquse there is therefore some danger of you mistakenly
sastroying the sense of any calculations on the sheet, the
-~readsheet will make a check and prevent you doing so, However,
=member it will iet you overwrite some data if it appears that no
er parts of the sheet depend on it

- -here are any co-ordinate references in expressions being moved
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you willl find these automatically adjusted in the new locations to
take account of the new sheet layout.

The cells that are moved take their own fermat definitions with
them.

You cannot move or copy cells outside the sheet as it is currently
defined. You will just receive the warning message "Cannot multiple
move there". You may have to insert some new lines or columns to
make room to move the block into.

Copying parts of the sheet

The COPY command can be likened fo that known as ‘replicate’
in other spreqadsheet software. .

As well as moving data from one part of the sheet to another it
probably come as no surprise that you can copy parts of the data.
Start _from scratch by Zopping the current sheet. Type
(" <3l Jas(=) M7 X2 for ‘Insert 3 Columns of width 15, Text, Right
justified format’ then [ &)3( a)='.[-1. for ‘Insert 3 lines’. Then type %
and put the entry ABCDEFGHIJKLMNO into cell Al.

RBEDEFGHIIKLMNO
HBCEFGIJHHOPBSTYMRZ [+, [ 44

H
! HECOEFGHIJEL AN

Now let us use the Copy Entry command sequence by typing
()& 1. In this case use the amows to move the cursor right when
asked for the destination, then press [_:

B [ABCOEFGHIJKLIMO (4
TxtR [ ABCEFGITMNOPQSTVHKZ! +=\/3 { ‘¥ 32

QUEECCER AL T
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Now let us try Copy Line. Type € I s)=2). Move the cursor down for
the destination then press

ABCOEF GHIJKLIND
ABCEFGIJHMOPRITVHAZ 1 +-A/0, [ ket

~wow Copy Column. With the cursor in column B press [© (5 1=,
“Aove the cursor right to column C for the destination and press (—1:

“ow try Copy Block defining the block as a rectangle from cells
A1...B2. Move the cursor down and across to celi B3:

32 | ABCDEFGHIJKLINO
iR REBCEFGTIMHOPASTVURZ +=0/3, [ wbbed

EFGHLJKLHND

- some ways the Copy command is the same as the Move
smmand, only the confents of the original location are not

-aleted. There is, however, one mgjor difference. If you have
s-ordinates in your expressions being copied you will be asked
~ether you want the references adjusted. If you answer "Yes' and
5, for example, a row copy, every reference to other locations on
at row will be changed to take account of the new location.

-u can try an example of an adjusted copy to get a feel for what
~wolved, Type (2 J(=I..X=]) to completely clear the sheet and
~en MaJ=2) to make a blank sheet of general format cells.

SR i RH BATHTIGw UL . R LV IV RS T
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Type C_J2(=] to ut 2 into location Al, move the cursor to Bl then
enter £ J2*a1(=

J200c
32485

(2#A1)
ABCEFGLIMHOPASTVUNZ 42, { 3t a2
Uco,

Then type (¢ - <X=2J for copy Mne:

B1 (2% |3|1]
Gen Up, Down, Left, Right, arrous: Jump, «, File, Print, fail label

'] Dest inat ion

oo

Auto.

Followed bE to move the cursor down to the destination Ilne
then press

When you press (=] you will then be queried about adjusting
references: it will not happen automatically, so type [-X{=J:

B2 | (2%A2) JZ%
Gen | ABCEFGIJMNOPOSTWMXZ!4-N/3. (' ¥tie+ 32
Next | Auta.

You can see that what was 2+a1 in Bl has become altered to 2#
in B2. If you think about it, the adjustment option has kept
meaning of the first line, i.e. ‘two times the value on the left’, in
second line. You will find it is very much the same for columns.

If you had pressed (= when asked Adjust references the
formula in B2 would have remained 2°AT.

So far you have seen that Copy works the same as MOVE, exc
that the original data remains in the position it first was. The copi
data overwrites anything thot was already In the new paosition.

However. you will now see that the Copy command is much m
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fiexible than that - it can be used to copy data to a file or to the
printer as well.

The option you would use to do this is Copy All. The Notebook
spreadsheet only uses the ALL option fo send the data from the
sheet to the Printer (normally or as mail labels) or to a file. Copy All
from one part of the sheet to another doesn’t make sense.

However, you can of course, copy portions of the sheet, entries,
ines, columns or blocks, to a file or the printer as well.

Ne will look at these in detail soon but for now it does no harm to
un through the way data is saved fo a file. Note the following
sequence carefully,

ype (€ 2 for Copy All to File.

Jeolc
FILENRME ,EXT o 32458
Huto,

- you type Mywork(=1) when prompted for a file name the whole of
e sheet will be copied to a file called MYWORK.MEM.

5 a similar way. all the entries could be copied to the printer. The
~ommand area and axes markers would be excluded.

-4 have seen how the move and copy commands have many
milarities. They can operate on sections of the sheet of variable
,ze to transfer or reproduce data. Both overwrite any dafa already
--gsent at the destination. Both transfer the cell formats together
+th the cell data.
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Tutorial IX

e

A note on adjusting references -
lagged variables

You have seen that when using the Copy command you are
prompted with the question:

Yes, No
Adjust references

When using the move command the adjustments are made
automatically; you are not asked.

If you are moving or copying a LINE with adjustment then any
internal references made to other cells along the same line will be
adjusted to reflect the new position. .

Similarly, when a column is copied or moved, adjustments are
made within the column.

The same is frue when a block is copied or moved - all references
to cells within the defined block are also changed.

Normally, references to any cells which are outside the moved or
copied section will not be adjusted. However, there is a built in
option to get round this if you want to. Any reference will be
automatically adjusted if you follow the reference fo a cell with o
single quote (7). The technical ferm used for this is an offset or
lagged variable. in other programs you may see this referred fo as
a relative cell reference.

For example, a cell reference of Al in cell B3 will always mean “the
cell Al*. However, a reference to Al in cell B3 means "the cel
that is one column to the left and 2 lines above the current celi”. if
the contents of B3 are copied/moved eisewhere and it contained
Al it would still contain Al. However, if it contained A1’ and was
copied or moved to D4, say. the reference would change to C2-
which is the cell that is one to the left and two above D4,

it may not be immediately clear why you would want to do this, or
how it works, so just follow this simple example.

Imagine you were preparing a sheet that is designed to carry a



value from the boltom of one column to the top of the next, Le.
aach column will contain a cell that refers to a cell in an adjacent
~olumn. If any of the columns were copied the reference to the
srevious column would remain unchanged unless marked by the
2uote character, as a result the sense of the sheet would be lost,

he idea will be explained much more clearly if you foliow this
axample for preparing a simple cash flow,

Preparing a simple Cash Flow

dne of the most common applications for spreadsheets is budgets
and cash flow predictions. You are going fo see how to prepare a
~ash flow sheet using some of the short cufs that the Notebook
:oreadsheet provides. Even if you aren’t interested in financial
spplications it is worth studying this example because it
~emonstrates multiple copying. logged or offset variables and
sutomatic reference adjustment.

-ou will normally start by seting up a text column with labels for the
.arious items to be included in your cash flow. Here is a very
smplified example. Remember that (= ] con be used to see
-ore lines in your worksheet and the (> and 017 keys
il go up and down a page at a time.

Balance brought Forward
INCOME

LR I

Hidogets
Blodggts
Sprockets

Cogs
Doodads
Total Income

XPENDITURE

SR

"

OFfice

. Factory
Hizcel loneous
Total Expenditure

B | ance

TR

- you can see, there are four basic elements. These are the
siance brought forward, the income, the expenditure and the
siance for the period. The balance brought forward always refers
- the previous period. The other three elements always refer fo the
_atrent period.



Now you will see the rules that might make up such a sheet. This
display was obtained uwsing " ) for eXchange command.
Temporarily, the width of column B has been increosed so you can
see everything. At this stage. no actual values have been enfered.

Balance brought Foruard|??2032003200900000 790007

8 [NCOME

Hidgets
Blndiets
C

Sprockets
Doodggg

P Total Income| <2> (SUM{B6...B10))
EEAPENDI TURE

: OFF i ce

. Factory

Hiscellaneous
Total Expenditure| <1> [(SUMIE14.,.B16))

Ba | once

The line of question marks in cell B3 shows that it is used in g
following calculation but no value has yet been put in. This is to
remind you to do so lagter. This column is the dummy for the first
month. Now you copy these formulae for the second month. With
the cursor in column B type [ ¥ 12). Move the cursor right in the
answer to Destination then press (2], answer () to the Adjust
references question, and you will arrive at:

B4 Ei2
Gen | ABCEFGIJMMOPRSTVIZ I4+=\/), (' bl ] 27‘
Hext | Auto.

Lelelraplalrivlylelrlrrllpy et oo rininlad el e o lrgr oy p rars O PP

Balance brought Forverd

You can see the balance brought forward for this new column is still
undefined. But it is equal fo the value in B1¢ and so you can put
B19 in C3. The balance brought forward always relates to the
preceding column. You want to set up column C so that you can
copy it a few more times for the other months and include the
baiance brought forward. If you just put 819 in C3 and copy it, then
the value B19 will remain unchanged. The Copy command only
adjusts the formulae that relate to references up and down the
column, other references are unaffected.

There is a simpie way round this problem. Just follow the reference
by a single quote mark, This tells the Notebook spreadsheet that
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you want the reference to be relative. and it should be adjusted
~henever a copy is made. So the entry you make in C3 becomes

3197,
P

sen |Enter rumber or expression
¥ B19*

Balance brought forward

.ou now have a full dummy column for further copying. Note that
e actual number of entrles you have made so far is very few. For
-his example we are just going to set up two further rmonths. This
~me you § ecifE]hc:‘r you want the column to be copied two times.
nat ls, € )€ J2(<2).

3 |(B19) EI9 ¢

2N Up, Down, LeFt, Right, arrous, Jump, #: File, Print, Mail label|32188
wxt i) Dest ingt ion Auto,

Balonce brought Forword| 27722729779

again you will be asked for a destination and whether you want fo
sdjust references. Make the destination the column to the right and
Jnswer () to the adjust references question.

3
-0

(£19°)
2 ABCEFGCIJMNOPRSTYHNZ ! +\/ ), (" %b++ _ 32018
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You can see that the baldnce brought forward has been adjust
for the new location in the way you would want. With a bit of tidying
and the addition of actual figures you will achieve something like
this:

Balonce brought Forward . . 43,200,080

INOE ...
Nidgets : 2,750.0

Blodgets )

W — 4T A b e

Sprockets . Z 200, 00
zgg : ) 300. 02
Dood . .50, )

18.R
Total Income . . 4.,418.00

EXPENDITURE i
0FF ice . ' 2,300,008

. Foctory . . £.00a.00
Hiscel loneous| 1,500,008 890,20 2:650.00
Tota! Expenditure| 11,300,008 . 12,950,080

Balonce| 17,700,009 .00 [ 34,660,022

N0 = T e el — e T

T
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Tutorial X =~

Saving, Loading and Printing -
A further look at the Copy command

when you create a new worksheet and type some datainto if, the
sheet you are working on is held in the spreadsheet program’s own
wvorking memory. When you want to finish working on the data you
must save what you have dene into a “file". A file is just a computer
~ord that means a collection of data that has been stored away
‘or future use. In the word processor you are probably already
aware that it stores what you type in "documents”. Well, documents
~ould aiso be referred to as ‘files' but in the case of the word
orocessor the word "document” is more meaningful.

“he difference between the word processor and the spreadsheet
s that the word processor always asks you for a name before you
start and then automatically stores what you have done when you
aress F9. In the spreadsheet, things work the other way round. You
~vork on a sheet and then, at the end, you must use the Copy
-ommand to copy it to a file and give it a name at that time.

f you just leave the spreadsheet by pressing &3 or using the (&)
~ommand before you have explicitly saved your work, it is still
sored away for you in a file with the special name of RESTART.MEM.
_ater, when you next use the spreadsheet, you can reload this file
.ery quickly by selecting the Restart option from the opening menu
~f the spreadsheet. You should not rely on this as the only meaans
-t saving as RESTART.MEM is over-written every time you leave the
:oreadsheet. It is far better to get into the habit of saving your work
-3 ¢ named file, using the Copy command. each time before you
save the spreadsheet.

5 copy the data you have entered to a file give the destination
35 F for file. You will then be asked for a filename. Unlke the word
srocessor, the spreadsheet imposes some limits on the names you
-an use. This is mainly because it always uses the same characters
-5r the last 4 characters of the name. (Either .MEM, .TXT, .DIF or .DAD).
“mis means that you can only actually give up to 8 characters, and
3 further restriction is that these may only include any printable
sharacter except $*?=/..: or space. The additional 4 characters are
~alled an extension.



As you will see later, the spreadsheet treats each of these four ty,
of file in slightly different ways and expects the information in them
to conform to certain types. it is only by this extension thatf the
spreadsheet knows what sort of data is held in a file so you must
always make sure you select the correct one.

Valid names for spreadsheets might be:

SALES.MEM

BUDGET.DAT
INCOME.DiF
DEBTORS. TXT

The following names would not be valid:

JANUARYSALES.MEM too long. must be 8 characters.
JAN SALES.MEM no space dllowed in naome

if you are saving or loading .MEM (normal spreadsheet files) then
you don‘t need to type the .MEM. For any of the other three types
of file you must give the relevant extension. By doing this you will
inform the spreadsheet of the type of file you want to read or write
and, if reading, it will expect the file to contain information of a
certain type.

The command sequence to load a file is € 17 Jname i.e. Copy File
name (to the sheet).

To save a file the sequence is € JEJ Jname i.e: Copy Al of 1he
sheet to the File name.

-

Of course. you can save sections of the sheet such as a block by -

[% &] alternatives to  the Al command  eg.
p3(= )" _name.

If you wish to insert a file into a sheet that already exists it is
necessary to create room for the incoming file. Alternatively, the
incoming file can be simply appended to the existing one.

Blocks that are saved or loaded (or blanked) must be self
contained, the formulae within must make no references to cells
that are outside of the block.

It may be necessary to ensure that the defined formats of an
existing sheet are of the correct type for the incoming file.
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_et us look in more detait at the four types of file.

JEM

* you wish to save dll or part of the worksheet in such a way that
e Notebook spreadsheet can read it and display it In the original
-5rm then use the .MEM (for memory) extension.

.oy do not normally have to type .MEM as this is added
sutomatically if you do not give an extension. This is the file type
~at you will use most of the time for day to day saving and loading
-f the sheets you work on.

“ote also that the .MEM file is the only type that can be used to
aliably load in a sheet that has not already been defined. If is the
-mly option that will let you load In rows or columns that are empty
f data. It can therefore be used for loading a predefined
. orksheet matrix into which you need only insert the data - a useful
=xample would be in the preparation of yearly accounts that
-onform 1o a regular pattern.

‘ you intfend to send or receive spreadsheet fites to/frorm another
-omputer and you use the spreadsheet program called "The
~racker” on that machine then you should use the .MEM file format
ss ali information will then be preserved. The Cracker is the
sreadsheet program on which the Notebook spreadsheet is
-ased. Versions are available for Amstrad PCW and IBM PC
-ompatible computers.

AHF

*ext there is the .DIF file or Data Interchange Format file. This type
-¢ file can fransfer text and numbers between different types of
sreadsheet and is commonly used by graphics packages as
~eans of collecting the data. The Notebook spreadsheet can read
-nd write these files. You should not concern yourself with the
~-ternal organisation of these files. The only time you are likely 1o
se .DIF is when sending files from the Notebook to another
-omputer that uses a different type of spreadsheet/graphics
S rogram.
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If you want to write out all or a part of your worksheet to a file that
can be used by an editor or word processing program, give it g
filename that has a .TXT extension, This is very useful if you want to
incorporate the results calculated by the Notebook spreadsheet
into a full written report. The word processor in your Notebook can
read in .TXT files produced by the spreadsheet.

You con aiso read a .TXT file into the spreadsheet and this provid
a useful way of bringing in fables of information from of

programs. The numbers and text coming in will need to be in a
proper tabulated form as the information is allocated to cells in the
sheet depending on its iocation along each line.

The .TXT file type is the only other example where it is possible o
load in data without having first defined a blank worksheet. If you
attempt to do this the Notebook spreadsheet will first read the
number of lines in the data and assign each of these to a row in
the sheet. However, all of the information across the lines will be
assigned to one, possibly very large, column. Do make sure that this
column is not adllowed to exceed 127 characters, which is the
absolute maximum column width possible.

Such a text file can be recd and edited in the Notebook’s own
word processor. So, you could enter data in the word processor and
then load it into the spreadsheet or you could read results from g
spreadsheet into the Notebook's word processor. Remember that
the file name you use must be limited to between 1 and
characters followed by the extension .TXT for this to work.

DAT

The .DAT extension is used when you wish to read a file of on
numbers into your sheet. The file should be in character form such_'
as you would get from an editor or word processor, or formatted
output from @ programming language such as BASIC. This could.
for example, be produced by the Notebock’s own word processor
or the BBC BASIC that is built into the Notebook.

The file will be read in much the same way as prepared but be
careful that if more than one column is being read then zero
readings should be shown by a 0 and noft just by blanks. It will do
no harm but if there was a blank in the first column then the second
column will be read as if it was the first. This form of file does not
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nave to be properly tabulated as the lines are scanned to search
‘or the numbers on them. Each number can be separated by
spaces or a comma.

et us try an example of loading in one of these file types.

Jse the Notebook's word processor to create a file called
X AMPLE.DAT which contains this information:

2.34, 23.7
456.73, 84
27, 3

3.3, 1234.5

“Aake sure there is a biank line at the end of the list. Then switch to
e spreadsheet and create a blank worksheet by typing Fell=d).
“nis will definitely be large enough to take the incoming data.

Now use the Copy command to load in the data from the
ZXAMPLE DAT file, Type [* _Jexample .dat[-2.. When asked for the

Jestination just type (<, fo indicate you want Al, the current cell,
-5 be the start:

= (2.34) J288c
2n | RBCEFGITMNOPOSTVHKZ!4=\/) [“#tied 239

wxt Ruto,

-ne entries from your incoming .DAT file will be displayed in the
sefault format of the columns, Because the spreadsheet knows
«at a DAT file contains numbers only, if the default format is text
—en the General numeric format will be used instead.

2emember that any blank celis must be represented by a zero or
=e layout may be structured wrongly.

zor example if the EXAMPLE.DAT file contains this:
1.23
2.34, 5.67
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it will be read Into the Notebook spreadsheet as

Eeo—y b ——
1.23
2.34 5.67

You may write out the data from a worksheet to a .DAT file to be
used on another computer. However, such a file cannot be edited
using the Notebook's word processor. Use a .TXT file if you want to
do this. If a .DAT file is written out, any text entries will be converted
to 0.0 to maintain alignment of the data. Such ¢ file is comma
delimited, each piece of data is separated from the next by @
comma. This s a format that BASIC and other programming
languages can easily read (if this means nothing to you don’t worry.,
it is another piece of computing convention).

Type € ) JAIEIBA=) Jexameres. Tx1(=2] to copy the block of
numbers to a filte called EXAMPLE3 which has a text fype. :

FILENAME .EXT #

Now switch to the word processor’s list of stored documents by
pressing Fxr<i{* 5) and select the file called EXAMPLE3.TXT, You will

see;

2.34 23.7 ;
456.73 84
27 3

63.3  1234.5 o | 7

Unlike a .DAT file, commas are not added in a text file. Entries ara
just spaced out into columns. Also note that it was purely giving a
TXT, rather than a .DAT extension that caused the different file
format to be used.

Wwith files stored using the .TXT extension. only the body of the
worksheet will be In the file, not the control areqa, column letters or
line numbers.
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The .DAT and .TXT file extensions cause very similar flles to be
produced except that in .DAT files any text Is replaced by a 0 fo
maintain alignment and items are separated by commas. TXT files
can be used in text editing programs such as a word processor
while .DAT files can be used in programs that just want the
numerical values to process them in some way.

When using the Copy All command to save worksheets to either
DAT. DIF or TXT files remember that every cell in the defined sheet,
even If it is blank, will cause spaces or zero entries to be written fo
the file. So, if you started with the Make blank sheet command
which makes a sheet with 10 columns and 200 lines then, even if
you only have a few entries on it, the resulting saved files could be
huge. It is best to use the Copy Block command to only copy
selected areas when saving data to files of these types.

Printing from the Notebook Spreadsheet

The Copy command is also used for printing data onto paper by
specifying (* ) for printer as the destination. Any specified Entry,
Line, Column. Block or All of the sheet can be printed. The data
that is printed will appear without any column dividers, status lines
aor other system messages. It will be spaced and displayed in a way
that conforms to the existing display format, column widths etc.

In order to fit a lot of data on a page you may wish 10 make use
of the OUT command to send contral characters to your printer.
Condensed print can then be selected. Consult your printer manualt
sor details of what type faces it is capable of, and which codss are
-equired to select between them.

sou will find that a lot of printers (Epson compatible) list character
'5 as the sequence to switch info condensed print. Character 18 is
sed to switch back from condensed printing. You can send this
~ode from the spreadsheet by typing (Ca) B-+C6) (L. Later, to
switch condensed off, use the command (0 E-3+F ) =), You may
also find that to switch NLQ printing on and off you must send ESC
« 1 or ESC x 0. The "ESC" character is character 27, which you can

e as Control-[ so, to send an NLQ off sequence you couid type

SR F) 6 (2,
- is sometimes desirable to be able to print out a copy of the

srmulae or data as it was entered rather than as it appears under
—e current format. Use the ) for eXchange command to alter
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the display and then amend the column widths as required. (it is
important to remember this last step or the full width of your
expressions will not print).

Printing mail labels

If you want 1o use the Notebock spreadsheet to keep records of
names and addresses see also the later sections on Searching and
Sorting of data in Tutorial XIl which you will probably find useful.

If you do keep lists of names and addresses then you probably will
also want to prepare and print address labels. Biank labels are
available on listing paper suitable for most printers. The Notebook
spreadsheet is able to produce these labels for you. Your address
tist wilt, however, need a little preparation in the spreadsheet,

The first stage is to indicate the ends of the lines 10 be printed. To
do this, you must insert columns at the appropriate points, each
with a default format of "Carriage Return”. A Carriage Return is the
code that you send to a printer that signals that you want it to start
a new line. This has been included in the possible categories of
default formats solely to allow you to control your printer when
making labels. You cannot actually enter any data into a column
that has been given this format.

There is an example file called ADLSTMEM in the buitt-in
demonstration files that shows how a list of names and addresses
may be stored. The following description is based on that example.

From the opening screen of the spreadsheet type (° Japnrst(=],
This will load in the demonstration list of names and addresses. This
is just a typical set of data to show you one possible way in which
it could be [aid out,

In this example you will not want to print the last column as it only
contains an amount of money. You must start by putting a carriage
return column in front of column C: Move the cursor to anywhere
in column C and type [ &) J1(==1)F 2. This inserts a column of
width 1 which has a format type of Carriage Return,

oun

. Hospt on
37 | Dsmaston Road Kﬁle
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“low two further such columns are needed, one in front of the
-own' column (F) and one at the end in front of the "$' column (G):
7 ¢c

32247
Auto,

16 | Jeremy Grove

“iow you are in a position to print out your first frial set of labels. You
~nly want to print a portion of the sheet and so you use the Copy
~lock option. Note that the Mail labels option intercepts the
-arriage return columns that you have set and works out the way
e printout should be organised fo produce the desired effect -
.au don’t actually get a new line started wherever there is one.

*.ote that it is absolutely essential for you to make sure that the end
-f the range is on a Carriage Return Format column. You can see
‘~at cell H7 above is such. Omitting this requirement wilt do no harm
- at will not give sensible results. You now need to copy a block of
-e sheet to the printer. Type [ J°_Ja3(.Jr7(—_. When asked for the
-estination type (F2)2(=2) (for Mail labels, 2 across). The names and
~ddresses should now be printed two abreasth:

16 Jere-m'# Grove
0l

Dsmaston Road

zre is what they will look like. Not very organised, buf your next
~sk is to change the width of the columns so that various parts line
2 under one ancther:

;.L. Blake A.J. Hunt
11 Osmaston Road 25 Latimer Road

fnowle Wythall

i A. Fisher C.D. Beard
z Florence Road 86 Valley Road
enley Redditch

317



R.T. Cowan
16 Jaremy Grove

Hampton

Affer some width adjustment, here is what you can achieve. In thig
case the labels are going to be printed three abreast:

A | Init H7¢
32241
Auto.

16 Jer'em? Grove
o

Dsmaston Rood
G.L. Blake A.J. Bunt H.A. Fisher
37 Osmaston Road 25 Latimer Road 32 Florence Road
Enowle Wythall Henley
C.D. Baard R.T. Cowan
86 Valley Road 16 Jeremy Grove
Redditch Hampton

The column widths used in this case are A=4, B=16, C=1, D=3, E=17.
F=1 and G=21. The NW command is used to change widths of
existing columns.

Further adjustment may be needed with extra lines at the end or
changes in spacing to suit the particular fabels. You will find that
this is quick and easy by trial and error.

Note that if you had used the simple Print option rather than Mal
labels the Carriage Return columns would have produced
unpredictable and probably undesirable results.

We have seen how the Copy command is also used for saving and
loading data to/from files in memory and also for printing the dafa.

When saving or loading. the choice of name extension signals to
~ the Notebook spreadsheet which type of data it should save/load.

When printing you may have to make use of the OUT command
and a special Cariage Return format in order to get the desired
effect.
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Tutorial XI —

Partitioning the screen

As your worksheet gets larger you will at times want fo work
somewhere like the bottom right hand corner but still see your line
and column headings which are at the top of the sheet. You can
do this with the partition commands. These dllow you fo split the
screen horizontally or vertically or both so that you get two, or four
smaller displays. The usual term for such split screens is ‘windows’.

As well as moving them independently you also have the option of
locking the windows so that as you move in one part the ofther will
move in a synchronised way, For example if you scroll the lower
window the appropriate headings will scroll past in the fop of the
screen. It is easy to move around and between the windows with
single key commands. One of the demonstration files can be used
to experiment with this feature. Clear your previous work wifh
DE?@ then re-load the example file with ® Japrrst(-— .

a1 Init
Txtl ABCEFGITMHOPASTVMKZ | +-47/ > [ Etdas

' - I
Hoame 0 Lulrla! aun
Jeremd Growve Hampton
Osmasfon Road |Khoule
Lot imer Rood Hathal |

Flor‘encﬁ RFoad Henlg?
Yalley Road Reddifch

Zirst you are going fo see the screen partitioned vertically. As you
~vpe )] for Partition Vertically you will see that a line of numbers
s put up on the screen. You must use this to judge where you want
e split to take place. The number you choose will be the first
acation of the second window on the screen. You can see that the
~umber 26 is about half way across the screen, Type 26(= and the
second window, fo the right, will start at the indicated column 26.

21 Init E17 ¢
Tetl o . A-9, + 3247
H LIt o

No | R =

16 | Jeren

2? jOsmaston Rood
25 Mlotiwer Raod

B LT M
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it
AECEFGITHNDP@STYHRZ 14075, [ whdes

Fx2
> o+
-

ule] aun

Hamptomn
Krnowle
Wuthal |
Hen | e

Redditc

Jeremy Grove
dsmwaston_Road
Lat imer Road
Florence Rood

Yalley Road

Jeremy Gro
Osmasfon_F
Lot imer Ro
Florence F,

Yol ley Rog

M A e [ —

RERRSAERERR

You should now have two sets of calumns A.D. Don’t be confused
by seeing the same information in both parts of the screen, it merely
means thal both windows are set to the same part of the
worksheet, You can leave the left view where it is and on a big
worksheet move the right view far across the sheet,

The next command to investigate is the slash (). This is used to
jump between horizontal window sections. The first fime you press
it the active cell cursor switches from being fo the left of the
partition line to the right. Press .. again and you will see the cursor
jumps back to the left window of the display.

The effect as you can see is to jump 1o the same cell but in the
other window. Move the cursor in the right window so that it scrolls
left. Notice that the right window continues to display the original
position, Press [_J and the cursor jumps back to cell Al in the left
window. If you want both left and right windows to scroll together
you must lock them together. To lock them use the C x][_i
(Partltion Synchronised Vertical) command sequence:

Now, as you scroll one of the windows left and right you will see
that the contents of the other window follows it. '

If you push (=] to switch between the normal and enlarged
disptay any horizontal partition will be lost but vertical partitions are
maintained.

You can divide the screen vertically in a very similar way using
FJF.) (Partition screen Horizontally) and specifying the grid
number, which is printed in column A of the right hand window.
Type 1] to keep the column labels at the top of the screen:
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At Init
TictL | ABCEFGTIMNOPGSTYWHZ | +-\/ 0 [/ e+

oLn -

Jeremy Grove Hompton _
demgston Road [knowte
Lat imer Rood HWuthe! | _
Florence Rood |[Henley _
Yal ley Roa Valley Rood Reddi?chL

There are now four parls 1o the screen. To_move between the
horizontal parts you use the backward slash L

Ft? c
32247

at (mer Kood
lprence Road

aliey Road Redditc

EERRERRHE

You can synchronise the partfs horizontc[uyjor stop it at dny fime. To
get rid of the partitioning just type [« ] for Partition End. If you
save the worksheet to a file it will be in the unpartitioned form when

next loaded.

After entering headings or explanatory comments into one part of
5 sheet it is often desirable to be able to see these even when the
~ursor has moved to a distant part of the sheet,

“ne Partition command lets you define up to four separate windows
-n the sheet which can be locked to scroll together or left

~dependent.
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Tutorial XII -
Database Handling Techniques

Searching

You may want to find a particular location within a large worksheet
without having to go through it tooking yourself. To help you, there
is the GET command which goes through the columns and lines
starting at the current cursor location looking for any piece of dafa
that you care to enter. Note that it does not mafter what format
the target data is displayed under, only the data as it was entered
is searched.

The data you look for must start and end with a special "delineator”
character. A 'delineator” is just a computer word meaning a
start/end marker, Valid delineators that can be used to mark the
peginning and end of the string are any characters that are
printable but not letters or numerals. The data that you want found
will be assumed to have been completed when the second
delineator to match the first character after the GET command is
found. For example, if you want to find the word SALES you could
type [°_"saLES. As soon as you type the second © the search is
performed. If you were looking for a piece of text that contained
' characters you could choose some other delineator. For example,
!"Blodget“ Sales!

If you want to find a second occurrence of the same string then
you only need to type {* ] followed by the delineator twice and the
string you last used will be automatically inserted between the
chorcc‘rers In the above examples you would just need to type
(E Jenm or(®_ 11 to look for a second occurrence.

Load the demonstration file called ADLIST again,
Init

16 JEPEI%I Grove
ol

37 | Osmas

In this example you are searching for the number 25 which is founo
first at location C5. The delineator used in this case is the / symbol.

n Road
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65 |15 '
Tétlf AECEFGIIMHOPASTYANZ ! #-\/3, [ Rb4es
x£ 1]

b erem? Fiyve ompt on
37 Osmoston Rood [Knoule
Lotimer Road  |Wutholl
Florence Rood |Henfey

The cursor ends up at the location of the string. Using the command
577 will find the next occurrence at cell F7,

vou should remember that only the actual cell formulae, numeric
4ata and text entries are searched. if, for example, the last column
~ad been in financial format and you had tried 1o search for 25.00
;ou would not find it even though it was displayed. As you can see
~om the contents line only 25 is actucly stored in the memory. In
~tactice this means you can only search for things that can be
Jisplayed on the contents line.

‘he Get command is useful for making long jumps Qcross Q
-omplicated sheet. You can insert special text entries as markers
~hich help you to quickly find the right place even if insertions and
teletions have been made.

Sorting the lines

~e Notebook spreadsheet can selectively sort lines. You can
oecify the part or whole of a column you want to be used as the
-asis of the sort. Both text and values can be sorfed, either
-creasing or decreasing. With this facility you can handie address
s and client lists. By using only part of columns in the sorfs you
-army out many of the activities that you would otherwise use Q
-stabase management program for. This example assumes you still
e the ADLIST example fite loaded. In this example the lines are
-aing to be sorted using the name as the basis. There are only valid
sme entries in the cells B3..B7 so this is specified as the range to
2 sorted. Type B3l Je7:

16 Jerem% Grove  |Hompton
on Road |Knoule
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You'mdre now asked whether you want the entries to be sorted im‘é |
Increasing or decreasing order. Type [ <) fo specify increasing
order.

83
TxtL

rd
s EE’CEFGIJINCPQS]W!%V).[’*‘NH
xt | |

d B ]
BIE=crd a Road
L f Road
Jerery Grove

32 |Florence Rood

Column B is now in alphabetical order. Next you will see a numericat
sort in descending order. Note that the sort is caried out on the
internal value (as displayed on the contents line) of the number
and not on the numerals as displayed. Type & lralJr7(=2 ) i<

Osmaston Rood

Lat imer Rood
Florence Road
¥olley Read

Jerewny Grove

The lines have now been sorted to make the numbers in coiumn F
descending.

Remember that if you do want to keep address lists you will

probably also like to be able to prepare mail labels. This wi
explained in an earlier tutorial,

There are two functions, @ search command and a sort comma
that dllow you to reproduce some simple database handling
effects using the Notebook spreadsheet.
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Tutorial XIlI -
More complex use of the sheet

More advanced expressions and functions

Here we are going fo look at more advanced Functions available
to you for use in your expressions. If you feel that we have already
covered all of the builf in functions that you can take in during the
sarly stages please feel free to skip these sections and concentrate
on getting practice with the spreadsheel. However, we do
recommend that you fry to find time to read about all of the
functions later when you are maore confident. Remember that the
Notebook spreadsheet is designed 1o be a time saving tool for you,
and it may be capable of much more than you had in mind when
you first started to use it

The IF, THEN, ELSE functions

This is o special function group which is known In computing terms
a5 a conditional branch. Al this really means is that the outcome
of the function changes depending on the result of a test that is
nade on some portion of the data. It is a method of infroducing
Hecision making into the spreadsheet such that the calculations
~erformed vary in their resulf if cerain conditions are or are not
et

his conditional function is of the form:
IF(expression), THEN(expression), ELSE(expression)

he first expression, following the IF, must be logical. ‘Logical’ is
snother piece of jargon that just means it must have an answer of
-RUE or FALSE. An example of a logical expression is IF (B3=4) which
~as a value of TRUE if B3 does equal 4 or FALSE if it does not.

‘ the IF(expression) is indeed TRUE the THEN(expression) part of the
- inction becomes operative and the current cell takes the value
-qlcuiated by the expression after the THEN. When the IF part i
vorked out to be FALSE then the ELSE(expression) is used.
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The full list of special operators you can use to give you an answer~
of TRUE or FALSE are:

equal _

not equal (this is the symbol on [ JL )
grecater than

greater than or equal

less than

less than or equal

A Y )

You can also use the functions TRUE or FALSE themselves instead of
an expression. In other words you can just type the words TRUE or
FALSE in as a cell entry. They do not have argurents so nothing else
has to be typed in. Although they are words they count as numeric
functions, not as text.

If an expression entry is TRUE it is given a value of -1 and if it is FALSE
it is set to 0. Don’t worry about why this should be so, the reason
lies deep in the roots of the history of computing and in the way
that the logical functions work. Just be aware that if you put a
logical expression info a cell these will be the displayed values.

Alternatively you can set another cell, say B3, to TRUE or FALSE and
then use the conditional in the form IF(B3), THEN(expr T}, ELSE(expr2).
It should follow from the above explanation that what this means
is IF B3 reads TRUE then calculate expression exprl, else (if B3 reads
FALSE) calculate expression expr2,

In place of the normat expressions after THEN and ELSE you can use
the speciatl function ERROR. If this is encountered during a
calculation then the caiculation is stopped and a message is put
up on the prompt line. You can treat this as if it is a normal error
message. No harm can be done using this function. it is a useful
method for checking for genuine errors, for bringing macros fo an
end, or for warning the user that a certain unwantfed resutt has
occurred, for example if profits drop below a certain figure.
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‘ou can now try an example which includes some of these
-unctions and features. Clear the worksheet and use to
~ake & biank one. Now type [_JTRUE(=L into Al:

A | (TRIE) J20Bs
“an | ABCEFGIJMNOPOSTYMNZ14=\/) . (' #hies : %:9?
20 0,

,ote that Al takes on the value -1. Type to move to A2 and
-/pe [.J1¥ (A1), THEN (5) , ELSE (ERROR) (=] which means if Al is
UE then give A2 the value 5 ofherwise indicate an error:

% [(IFLAY), THEN(S), ELSE(ERROR)) Jemc
"an | ABCEFGIJIMNOPQSTHUKE +-A/) [ Hbies aiﬁﬁﬂ
21 [

-3 Al was TRUE then A2 has become 5. You can now change At
- see the effect on A2. Type [ Jrasse(-;

o | CTRUED . J200c
‘e |Enter nunber or expression 32438
¥3| FALS Auta,

(IF(A1), THEMIS), ELSE(ERROR))
- ERROR called From {A2> 1

Autg,

has taken the value O for FALSE. Because of the automatic
sculation feature, the error message has already come up saying
-are it was found. In order to make sure that you have noticed it
= error message will not let you continue until you have pressed
«ey. You will also find the current celi has been automaticaily
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changed 1o the one with the ERROR furiction In it so that you co
do something about it.

Table handling functions

Several functions are available to let you extract values from ¢
specified list of cells. They are used in the same way that we would
look up and read values from a table or list,

As a first example you are going to see the LOOKUP function. This
function, when given a value looks along a list to see where this
specified vatue lies and then takes a reading from the adjacent
row or oolumn, Consider it as being the same as looking up a value
in a printed table where you look far your value in the first column
to get your answer in the second, such as logarithm tables.

A typical example of the use of this function may be finding ¢
commission percentage given sales income, These rates tend to
jump from band to band. An example of this can be found in the
demonstration files called SALES.MEM. Zap any sheet you have
loaded and then load the example using the command
* Jsares(—.

A1 [COMMISSION CALCULATION
TxtR | ABCEFGITHNOPRSTVMNZ! +=\/% [ #tit+

in this case the salesperson brought in £15,000 worth of business ana
so he managed to getinto the band between £10,000 and £20,000
for which he gets 10% commission.

The form of the function is LOOKUP(vaiue, lish, the result retur
by the function is taken from the adjacent list. You can see it us
in cell B16 of the sheet. Type [ 1B16(= to move directly to it,
value to lockup is in cell B12 and the list of values is in celis B5.. B1QL
The corresponding percentage is taken from the column fo
right of the lookup list - that is. column C.

There is a similar function which you can use in the same way col
INTERP which will interpolate a value from a list. It differs fr
LOOKUP in that the function tries to work out (interpret) the desin
answer even if it is not present in the list. This is used in B17.
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BI7 |(INTERP(B!Z,BS,,.BIR)} S | Ci8 ¢
% in | RBCEFGITMNOPRSTVHRZ!+=\/). L' ®ti4+

Cammission one velye per bond

Commission on a sliding scale

Here the salesperson has been toid that the commission will be
zalculated on a sliding scale based on the sales and commission
-able. As £15,000 worth was sold this is midway between £10,000
and £20,000 and so he can expect a commission midway between
‘0% and 20%. The INTERP function does this calculation for you and
1 this case comes up with the answer 15%.

"he CHOOSE function will look at a list and return the value of the
zell in the position in the list given by the first argument. The form
-f this function is CHOOSE(vaiue, lish. The value will be rounded to
e nearest whole number if it isn’t one already.

this example the CHOOSE function at A8 has lcoked through
- AL to find the 4th cell and returned the value held in it, in this
ase 4000,

4PV stands for Net Present Vialue and is a discounted cash flow
ction that calculates the effect of a discount rate on a set of
ash flow figures, The form of the function is NPV{rate, lisfy where
e is the discount rate in percent and the listis a list of ceils that
‘sntaln cash flows, If you do not intfend to use the Notebook
sreadsheet for financial calculations then there is no need 1o
sther following the next example.

- [}P?[BSJ BE| i |F2] ] FEUBD
| ABCEFGIJMNOPQSTYWXZ 4=\, (' 2hi4s : : Ef’r‘?
= 0.

1,208 20 2,000.0¢ | 1,000,00

PRESENT VALLE
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in this example you can assume that in 1993 some money is 1o be
invested and the figures above represent the expected yeary
returns on that investment. To find out how the investment wil
perform, the yearly values each need to be converted to "present
values’ and summed, In this instance they are all converted to 1993
values.

The first return in 1994 will be calculated as 1000/(1+dr/100). The
1000 is effectively worth less because of the one year taken to ge*
it, The next year 1200 is obtained but this is worth less still because
it is discounted once for 1994 and again in 1995 so its present
value is calculated as 1200/(1+dr/100)/(1+dr/100) and so on. The
value of the return in n years is: return/((1+dr/100)An).

The ‘Interpal rate of return’ is the discount rate necessary to make
the present value equal to the initial investment. It can be found
by trial and error, changing the value of discount rate until you get
the right answer. An example of how they can be automated and
the Internal rate of return can be calculated by the Notebook
spreadsheet is given in the demonstration fite called IRR.

Zap any sheet you are working on and type (° J1rr(=2] to load this
sheet. Type Fﬁnla to move to the cells where the result is
calculated. Then type 1 to force a calculation. You will see thak
several calculations are performed until it setites on a final value
when the trial present value gets close to the target of £5,000. Use
of DO, WHILE to perform repeated recalculations is explained in @
iater tutorial.

If you want to do a numerical integration then you would probably
use Simpson’s rule. You can use the function SIMPRULE to do thig

directly.

@, 38269343236503
0.707106 781186348

0,923879532511 281?

Integral of Sinrix) between @ on

given by SIMPRULE(PI/8, BI...B3) NSRRI IR
In this example 5 vatlues of SINR(x) have been caiculated &
intervals of PI/8. The SIMPRULE function has been used o obtain
approximate value of the integral. The exact value is 1. The form




the function is SIMPRULE(step, range), the range must have an odd
number of values.

A Note on lists

rn most functions a list can be specified using a range such as
R1...B5. You can, however, have blank entries in your range and the
function will still be worked out correctly. This feature allows you to
set up a template worksheet and enter your particular data later.
t will also cater for the situation where the number of items will be
Jariable.

Date and Time functions

"he DATE and TIME functions may be used in financial calculations,
such as fax returns or yearly balance sheets, it is often the case that
some account of the time of year hos to be token when
Jetermining the required output. By entering values for the time of
sear automatic adjustments can be made within the program.

Jates in these functions are expressed in the form ddmm.yyyy. The
1d - day part - can be 1 or 2 digits, the mm - month part - should
Jlways be given as two digifs so, for example, April is 04. The year
snould always be expressed as 4 digits. Some valid dates are:

1109.1957 11th September 1957
Q04.1963 Qth April 1963
2407.1993 24th July 1993
2512.1993 25th December 1993

DATEAFTER(dafe, days)

sives the date that will be the number of days specifled after the
~put date. So, for example DATEAFTER(312.1992, 120) means - give
—e dafe of the day which s 120 days after the 3rd December 1992,
e answer is 204.1993, the 2nd April 1993.

DAYSAPART(datel, date?)

wves the number of days between any two specified dates. For
=xample, if you were born on 9th April 1963 and today’s date is 5th
:agust 1992 you could use DAYSAPART(904.1963, 508.1992) to see
—at you were 10,711 days old (or 257,064 hours or 15,423,840
-inutes or 925,430,400 seconds old!)
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DAYOFWK(dale)

Returns the day of week as a number. Saturday has a value G,
sunday 1, Monday 2 etc. DAYOFWK(508.1992) is 4 which means 5th
August 1992 falls on a Wednesday.

DAYOFYR(date) 1

Returns the number of days between Januory 1st and the presen

day. For example, DAYOFYR(508.1992) gives the result that Sth
August Is the 218th day of the year. By dividing this by 7 you can
see that it is In week 32.

Note: For the following functions to operate correctly you must
make sure the date and time in your Notebook are set before
starting the spreadsheet. Setting the date and time was described
earlier in the manual.

YEAR
Gives the current year as ¢ four digit number.

MONTH

The current month as a number between 1 and 12

DAY
The day of the month as a number between 1 and 31.

HOUR
The hour in 24 hour format as a number between 0 and 23.

MINUTE
The current minute as a number between 0 and 59.

SECOND
The current second as ¢ number between 0 and 59. -

DATE

Returns the date in the form of a single number, for example
312.1992 being the 3rd December 1992,
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TIME

Returns the time in the form of a single number, for example 1503.23
- being 3 minutes and 23 seconds past 3 in the afternoon,

2EROTIME

Resets the elapsed time counter. Probably best included in an IF,
THEN, ELSE entry.

TtMELAPSE

2eturns the elapsed time since the ZEROTIME functfion was last
sperative. This is in seconds.

DELAY (")

Does nothing until n seconds have elapsed. It may be a cell
-eference or a value. For practical reasons make it a cell reference
~ith a value 0 until you actually want to run you application.

BLEEP

sets off an audible tone. This can be used as a warning signal. On
1 sheet that takes a long time to calculate you could include the
3LEEP function in the final cell to be calculated. You will then get a
seep once re-calculation has finished.

a
3ent ABCEFGITHNOPOSTVNRZ H=1/3 ("Xt
waxt ]




Tutorial XIV

An intfroduction to ‘command’ functions
There are certain functions that we are now going to come across
that are fundamentally different to those we have seen so far. The
principte difference is that they act on a cell or cells other than the
one in which they have been entered, They can be lcoked on really

as more like commands than like the mathematical functions we
have come to understand.

These functions are useful in that they can be used to automate
some actions that you may normally have had to do yourseff if you
were using direct commands.

For example they can be used to create a worksheet that performs
an entire set of calculations as soon as it has been loaded and the
recalculation started. Certain of the demo files, IRR for example,
use this feature.

They are also useful for creating subroutines that perform a range
of actions ot calcutations automatically. We will see later how such
a technique can be used to create and fill a table of values.

Examples of functions that behave rather like commands are SET
and INIT, which assign a value to a distant cell rather than the cone
they are in. or INC and DEC which can aiter the value held in a
distant cell.

There are also some command-like functions that may read a value
from a distant cell but do not act on anything in particular. An
example would be one of the Graphics functions we will see |ater
such as MAINTITLE{cra). This reads the text tfo be displayed in a
graph title from a distant cell, but it cannot display the answer it
gets in its own cell because of different format types - it reads from
a text cell but is used in a numeric cell.

Remember that because they are FUNCTIONS with arguments they
must always be entered into a cell that has a numeric format.

Because the command functions act on a cell or cells other than
the one in which they have been entered, and because that
distant cell may sometimes contfain text data, it is sometimes
unclear what value the actual function cell itself will display. In fact,

334



sometimes you will find they display the sarne value as held in the
sstant cell (if they can) and sometimes they will just display a zero.

-~ avoid confusing the display of the sheet you may wish to place
-ase command functions in a seidom seen areq of the sheet. 1§
«~esn’t matter where they go - the Notebook spreadsheet will
5 ways find them.

Multiple function lines and dividing commas

.~en you are entering functions info a cell it is valid fo insert a
- .ding comma between them. The effect of a dividing comma is
- squse an effective restart as if what follows was the beginning
- the line.

-e value that will be displayed In the cell will be that of the
.«oression after the last dividing commd.

-r example start with a blank sheet and enter 10 into Al and this
L oression into Bl:

_*Al,Al

(2%1.A1)
ABCEFGIIMNOPRSTVHKZ I\, (V¥

-& first calculation, 2*A1, is performed but is effectively forgotten
il that appears in B1 is a copy of Al because this is what appears
gy the comma. This feature so far looks like a waste of time and
-emory but consider its application to the ‘command’ functions
-ascribed above.

-~y entering this expression info Bl
sgT(Cl1,10), SET(C2,20), SET(C3, 30) , SET(C4, 40) ., A

(SETLCI,10), SET(C2,20), SET(C3,30), SET(C4,48). A1)
ABCEFGIJHNOPOSTVNRZ!4=\/2. (' ¥ttt

an
-t

oy
£
4
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Because the command functions all act on DISTANT cells thelr
effect is performed on the sheet even though cell B1 finishes by
only displaying the vaiue obtained after the tast comma. None of
the earlier commands are wasted. This technique is also useful with
the BLEEP function,

it should be obvious that only these command functions have a
useful effect if they are followed by o comma.

Not all command-like functions can be freated in this way and
some of the Graphics functions in particular will give unpredictable
resuits if followed by a comma,.

I/O FUNCTIONS

It is unlikely that these functions will be of any use buf they are
included for compatibility with other versions of the Cracker
spreadsheet, should you wish fo use files from the Notebook on
other computers. Use of these functions, especially OUT, on the
Notebook will almost inevitably lead 1o the machine crashin

which case all you can do is switch it on holding down [Furetier] QIE
and 2] but this will lose all data you have stored in the Notebook.

IN(porD
Reads c:n 8 bit port gwen by the number or cell reference port.

OUT(port, value)

Outputs ¢ value given by a number or cell reference fo the port
given by a number or cell reference.



Tutorial XV

Producing graphs and charts

he graphics part to the Notebook spreadsheet has been designed
-0 allow you to create a graph with the minimum of work but you
nust of course provide the spreadsheet with some information
sbout what you want plotted and how.

-5 do this there are some special functions, detailed betow. that tell
e graph plotter just what you want it to do. These can be entered
snywhere you like in the sheet - the Notebook spreadsheet will be
able to find them.

-nere are two distinct types of graph that may be plotted:

9 For the business chart types you just supply a single set of
values (Y values) and each is plotfed at a subsequent X
position. You also supply a set of labels for the X axis which
will often be some time interval (such as the months of a
year). You can actuaily have several Y values for each point
on the time axis.

)| For the scientific types of graph you supply (X, y) co-ordinate
pairs for the points fo be plotted. In this case the idea of
"time labels' does not exist although, obviously, the X values
could indeed be time increments.

3 OT1.MEM and PLOT2.MEM, inciuded in the demonstration files.
e examples of business and scientific graph plofting. You may
_sh to load these spreadsheets and eXchange the rule/formulae
smmands 1o see how the functions are used in practice.

> see how a graph is piotted, zap any sheet that is loaded and
“entype (° JproTi[-. to load the demonstration file called PLOTI.
-5 command fo force the spreadsheet to draw a graph is T for
1ce, Type [ [ to send the trace output to the screen. This
I take some time: the rotating indicator shows that the
=readsheet is still working.

Higlly a smalt version of the graph is shown on the screen. This is
-aled so that the complete picture fills the screen. You get an
.erall picture of how the output would look when printed. Press
-5 "= and 55 keys to switch between this reduced view and a
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r view of the graph. When the lc:rger view is shown the () a
vs may be used 16 scan up and down the picfure.

When you have finished looking at the picture press (1 to retumn
to the normal spreadsheet display. If you type U again you will
see that you can alsc frace to printer. This offers the option of
normal or high quality output. The printing of graphs from the
spreadsheet will only work on Epson compatible printers,
Specifically, the printer must support ESC K for normal output and
ESC L for high quality output.

Graph functions

Here are the functions that are used to define what you want tor
plot. This is followed by a description of how they are actually used:

Note that where crd is specified in the functions below you must
put it in the form shown. If you don’t the current values may not be
properly passed to the plotting section of the program. You can’t
use numerical or expression equivaients except where stated.

TYPEPLOT(crc)

All charts must include this function before you try to frace the
This function is used to define the type of graph or chart plot y
want, Give a value between 1 and 18 in the cell referred to by this
function. If. for example, you want a Pie Chart use the function
TYPEPLOT(AT) and put the value ¢ into cell Al. Do not try to use
TYPEPLOT(6).

Business graphs

Use TYPEPLOT values 1..6 as described below, (these graphs requl
TIMELABELs rather than actual XVALUEs, this is explained below)

1. Bar chart (histogram) - there may be more than one bar
over each time label

2. Stacked bar chart - each bar for each fime label &
superimposed over the others so that only the overlap is
shown

3. Line chart - lines join each point on each of the plok
categories
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6.

.Arec chart - as above but the enclosed areq is hcﬁchéd.

Hi-lo chart - each of the plot categories are shown as d
marker above each fime label. The markers are joined by a
vertical line,

Pie chart - the familiar ssgmented circular chart.

Statistical, Scientific and Engineering

Use TYPEPLOT vaiues 7..18 as follows. For all these types of chart you
must give x and y coordinate pairs using XVALUE and YVALUE.

7. XY line joining points

8. LogX:Y Line joining points

2. X:LogyY Line joining points

10. LogX:LogY Line joining points

11, XY points only

12. LogX:Y points only

13. X:LogY points only

4. LogX:LogY points only

15. X:Y points and Line of Best Fit

16. LogX:Y points and Line of Best Fit
7. X:Log¥ points and Line Of Best Fit
‘8. LogX:LogY points and Line of Best Fit
MAINTITLE(crc)

‘ne cell co-ordinate is a pointer to a text cell where the main title
s to be found. The use of MAINTITLE is optional. If you don’t use
AAINTITLE, the title area of the chart will just be left blank.

SUBTITLE(CrO)

‘ne same idea as for the MAINTITLE applies to the SUBTITLE. This is
=rinted directly below the main titie in a slightly smaller font.
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YTITLECcrah

Where crd identifies a cell of text format holding the title to be
written up the Y axis on the left hand side. YTITLE is not used for the
Pie chart (TYPEPLOT 6). Use of YTITLE is optional.

XTITLE(cra)

Where co-ordinate crd refers to a text format cell where the X
title is. The XTITLE is the one across the bottom of the graph. XTITLE
is not used for the Pie chart (TYPEPLCT 6). Use of XTHLE is optional.

XLABEL(crd...cra), or XLABEL(crd, crd, crd, elc.)

This points to the text cells containing X labels which are the legend
box items on the right of the chart explaining what the plot
lines/bars etc. refer to, The spreadsheet also uses this function to
discover how many plot lines/columns you want 1o display so you
MUST include the XLABEL function.

Uniike the other functions in this list, the range can also be q list
individual items. each one pointing to one of the X labels.

Please make an effort to get the number of X labels correct as the
program counts them to see how many lines or groups of items
there are. If, for example, you get it wrong and enter foo many
Xigbels you will be informed there are Y values missing because it
is expecting to have to draw further lines.

All types of chart must have an XLABEL function. It is not optional,

TIMELABEL(crd...crd))

The time labels are the tagged items on the X or bottom axis that
show what exactly is being plofted on a business chart. They are
not atways time labels but it is very commaon in financial graphs for
example to plot values according to month or year. This function is
only used with plot types 1...6, the other graph types will expect
actual numerical values on the lower line - given by the XVALUE
function. For plot types 1..6 there MUST be a TIMELABEL function. It
you don’t actually want time labels, then just point the function to
cells containing a single space character (they must not be
completely blank}.



YVALUE(n, crd..crdy

“his function points to the actual Y values to be plofted. The '’
-efers the number of the plotting line to which the values apply.
“here will be one of these functions for each line. All fypes of chart
nake use of the YVALUE function.

YMAXIMUM(crd)

he crd in this case can be a value or a reference to a value that
:pecifies the maeximum figure to be shown on the Y axis. Your choice
~ill be rounded to a suitable nearby value to improve the
~yresentation. Use of YMAXIMUM is optional. If it is not used the
_pper limit on the Y axis will be the same as the largest Y value.

YMINIMUM({crd)
nis is a similar function to the above for a minimum value.

“Jote that because the Notebook spreadsheet rounds the value for
e minimum 1o the best nearby value to give an aftractive display,
.ou may have to experiment and perhaps set the YMINIMUM value
-wer than you first thought in order to get the desired display.

WALUE(n, crd..crad)

~is function points to the actual X values fo be plotted. The "’
zfers the number of the line to which you are referring. There will
= one of these functions for each line. XVALUE is only used for plot
nes 7...18, the TIMELABEL function is used for plot types 1...6

tMAXIMUM{cro)

-2 crd may be a value or a reference to a value that specifies the

‘aximum value to be shown on the X axis. Your choice will be

- inded to a suitable nearby value to improve the presentation.
ot types 7...18 only)

tMINIMUM(crad

~ilarly for a minimum value. See the notes given above for
SNIMUM. The XMINIMUM command only works on plot types 7 or
Tove.

341



Remember that because the graphics commands are entered
FUNCTIONS followed by values or co-ordinates each of the above
should be placed into a cell that has been given a numerical
format, even though the information they refer to may be text. The
text itself of course has 10 be placed in cells of a text format.

You may be wondering what each of these cells that contain the
above functions will actually display on the screen. In the majority
of the cases the display will show zero. Some of the functions will
display a numeric value if it is felt 1o be useful. For example the cell
that contains the XLABELS function will show the number of Xlabels
defined - that is, the number of sets of data te be plotted. The cell
that contains TYPEPLOT will show the number of the graph type
chosen.

Making a graph in practice

Business type

In a business type of graph you just have one or more sets of ¥
values that are to be plotted at discrete intervais along the X axis.
You do not specify actual X values, the first point is plotted in
column 1, the next in column 2 and so on. You can, however, define
"time labels” which are text labels to be placed on each discreta
X position. The following shows how you can make a business chart.
Here is some sample data that we might want to plot:

Rainfall

Jan  Feb  Mar  April
1992 23 27 18 30
1993 17 6 26 24

Prepare a sheet with this data that you want to plot. The act
data values can be up and down columns or across lines, as |
as they lie in a range of co-ordinates. One obvious way to set out
this data would be exactly how we have written it above. All the
labels (including 1992 and 1993) are entered into text format ¢
- start entry with " to use the global text format,

The numeric vaiues are entered into general format cells using
to start entry:
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Al |Rainfall . : J2n
Etlf ABCEFGITMNOPRSTVRRZ -1/ 3, [/ bies %?E‘I
it :

Febr‘uor‘g

n addition to the actual data and labels we will need some
«unctions to tell the spreadsheet what is to be plotted. It is not
critical how the other items are laid out 50 just set aside an area fo
sut in the plotting instructions. Each of these instructions is a pointer
‘0 where the parficular data items you want displayed are to be
‘ound.

start by putting the TYPEPLOT function info cell A6, Remember that
sou must include a cell reference in the TYPEPLOT function, such as
TYPEPLOT (A5) . Don’t just use TYPEPLOT(number). Once you have
sut in the function to define the type of chart, you can then put In
sointers to the various titles, although these are optional. These are
‘AAINTITLE, SUBTITLE, YTITLE and XTITLE. In this case, just enter
MAINTITLE (Al) into cell BS. So far you may have something like
—g following:

Jonuory

— p—

i
{1} (MAINTITLE(AY))

~ext you must tell the spreadsheet which cells contain the fime
sbels using the TIMELABEL function. Remember, these are typically
e months or years that go across the bottom of the page. as in
~is example, but they don’t in fact have to relate to time but
_sually do. In this case enfer TIMELABEL (B2 . . .E2) into cell B6.

zor each position on the time axis we have two sets of data to be
Siofted, the values for 1992 and those for 1993. You must use the
. _ABEL function to give a name for each set of data that is to
- otted. These labels will be used to print the key that appears o
-e right of the graph. The spreadsheet also knows that there are
-»0 sets of data to be plotted when you use this function. It cannot
~e omitted or the spreadsheet would not know how many sets of
wata there were. In cell C5 enter XLABEL (A3. . .A4).
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-Lastly use the YVALUE function to point to the actual sets of data
1o be plotted. There will be one YVALUE entry for each set. In Db
and Dé enter YVALUE (1,B3. . .E3) and YVALUE (2, B4...E4}. You
should have something that locks like the following:

Jonuary

2

)
17)
MAINTITLE(A1]))
TIMELRBELIBZ, . .E2))

J
ABEL(R3. ..M

[ 27

( 6]
5y (3> (4L
CH

If you particularly wish to specify the maximum or minimum values
you want plotted then use the YMAXIMUM and YMINIMUM
functions, Normally don’t use these functions as the progrom wik
work out all the maximums and minimums for you automatically.

The only thing that remains is to actually instruct the spreadsheet
to plot the graph. You do this by using the Trace graph to Screen
{or Printer) command. Type I to start the plotting process
Your current worksheet will be stored in the RESTART.MEM file ana
there will be a short delay while the spreadsheet works out how the
graph is to be drawn. The screen will clear and a small version of
the graph will be drawn to fit as best it can on the Notebbook’s 16
line screen. This will give you an overall feel for how the graph wir

ook when printed.

You may want to see the picture in more detail and so it is possible
to press the and 2] keys to get the spreadsheet to switch
between this small version and an enlarged version of the picture.
In the enlarged version you can then use the up and down arrow
keys to move up and down the picture. Press the Space bar when
you have finished looking at the on-screen chart. You will then be
returned to the normal spreadshest screen and your workshest 8
reloaded from the RESTART.MEM file.

As mentioned above, the example file, PLOT1 contains Q worksheet
to preduce a business plot. It is probably worth loading this file to
see another example of the plotting instruction being used
Remember that you can use the [T Jl-eXchange command to

switch the display to showing the formulas,

Try using the C_JF_J =) command on PLOTI to see what it looks like
You could try changing the value held in cell Al, which is the

344



of plot. Use any number between 1 and 6 to see the various types
of business chart available.

if you want to print a chart on your printer you use the command
" 7 (=), You are then asked whether you want to print it in normal
or high quality. The former is quicker but the latter will give better
-esults.

NOTE: The printing of graphs will only work on Epson compatible
printers that support the ESC K and ESC L sequences for
printing graphic data. If you are using a laser printer, see if
it can be switched to emulate an Epson type of printer
before attempting to print any graphs from the
spreadsheet,

Pie charts

“he first 5 types of business graph are all built in the same way. You
-ave a TYPEPLOT to select the plot type. XLABEL identifies the labels
-ar the "key" to the graph and also tells the spreadsheet how many
~es/columns are to be drawn. The YVALUE function is used to tell
e spreadsheet where each set of data is located. TIMELABEL gives
—e legends for the X axis. In addition to these you may also,
-ofionally specify MAINTITLE, SUBTITLE, YTITLE, XTITLE, YMINIMUM,
-MAXIMUM.

=g charts are just a little different as the following example will
=ow. In this case the aim is o show a set of data as fractional parts
-¢ g circle. Let us assume that we have the following figures to plot:

Computer Sales

Handheld 80,000
Notebook 55,000
Portable 112,000
Desktop 285,000

-tor this data onto a blank worksheet as follows:
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You must use TYPEPLOT fo request plot type 6. Enter the value 6 into
cell A4 and the TYPEPLOT (A4) function into B4. Each segment of
the circle must have an XLABEL so in cell C4 enter the function
XLABEL (A2 . . .D2). Atthough it is not used for anything other than
a title on the chart, you must also have a TIMELABEL function. So
put o TIMELABEL (A1} function into cell D4.

All that remains is to tell the spreadsheet where the data to plot is
located. Each segment is separate YVALUE so you must have
separate  YVALUE functions for each segment. In AL enter
YVALUE (1, A3), in B6 enter YVALUE (2, B3), then YVALUE (3, C3) and
YVALUE (4, D3) in cells C5 and D5.

You should end up with something like this:

D5 | (YYALUE(4, 03))
Gen PRCEFGIJMNORASTYMKZ 1 +-1/ 3 (1 ate

i

Auto.

All that remains is for you to fype the =) command to see
the resulf. Remember that the & and ) keys may be used to
switch between the full page and magnified view. In the magnified
view you can scrofl up and down the picture using the % and (12
kevys.

Scientific graphs

Unlike the business types of plot, the scientific charts require you to
give (x.y) co-ordinate pairs for the points fo be plotted. In this case
you do not use the TIMELABEL function. Instead, you specify a set
of XVALUEs in The same wday as YVALUES

An example will probably make this clear. Say. for example, that
you want to produce a chart with fwo distinct lines on it. For each
line you will give four points as follows:

Lne 1: (3.4). (7.2).(9.8), (10.12)
line 22 2.7), 5.9, (8.2.(11.3.9

Enter these data values onto Q blank sheet as follows. The en
In cells A1 and A3 will be used as the XLABELS on the chart
identify the two lines,



Al |Line 1 .
TN:;*tIJE RBCEFGITHNOPRSTYWNZ 1 4=1/2 , [ #tde
A

as before you need to use the TYPEPLOT function to tell the
spreadsheet how it should plot the data. For this example we will
nitially use type 7 so put the value 7 into cell A5 and the function
TYPEPLOT (AS) into cell BS.

‘ou must also tell the spreadsheet where it should find the Xlabels,
oyt the function XLABEL (A1, A3} info cell C5. As well as telling the
:preadsheet where to find the labels. this has the secondary effect
st telling it that there are two sets of data. The cell displays the
«alue 2 to remind you how many sets of data the spreadsheet
inks there are.

Al that remains is to let the spreadsheet know which cells contain
e data points. Put the following functions info the following cells:

(VALUE (1,B1...El) in cell Ab
VALUE (1,B2...E2) in cell B6
vALUE (2,B3...E3) incell C6
~VALUE (2,B4...E4) incell D&

5u may now use the =) command to see the result on the
~reen. It looks a bit sparse and you may like to add some of the
slowing: MAINTITLE, SUBTITLE, XTITLE, YTITLE for «a professional
s0king result.

:emember, if you would like to print a copy of the chart use an
250N cocﬂible printer and give the command (JF JC=d(=] or
FJE),

- J can use these random sets of data points to see one further
.-ility offered by the spreadsheet. Change the plot type number,
~ell A5, to 15, This selects an XY chart with lines of best fit. This
-e, when you plot the chart, instead of the poinfs just being
~ed, a straight line that best fits the given data points will be
awn. The key at the side of the graph will show the calculated
~ction of the two lines in the form y=m*x + c. (The "*" is used fo
2an "times"),
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Further points about chart plotting

If you do any EDITING of the plotting instructions or make dr

changes that do not force a recalculation, you may end up with
an error message or values that do not seem to be true. This is most
likely when you use direct values in your functions rather than cel
co-ordinates.

An example may be:
YMAXIMUM (20000)

and a case where it would not occur would be:
YMAXTIMUM (B7)

Don’t worry about this, just remember the safest way to hand
plotting functions that do not contain cell references is to overwl
them rather than edit them.

The instructions for plotting are updated when a recalculation
done, so if you have made changes the latest instructions may n
have been passed cousing an error. If you get such an ern
message just use the | force recaiculation command and tfry
ptot again.



SR P ]

Tutorial XVI - Automating Data
Manipulation |

Using macro command groups

Jften you will want 1o go through the same set of commands
-epeatedly. A typical example is the changing of the format of all
e cells in one column. This can be both time consuming and
-adious. To get round this situation you shouid use the * macro
-ommand. A macro is a computing term that you will come across
~ many programs, You may already be familiar with macros in the
~ord processor. A macro is just a sequence of key presses that you
-an easily recall to save you a lot of typing.

‘e Notebook spreadsheet will let you create predefined sets of
nked commands. Just enter the command letters into a text
-srmat cell as if you were actually typing them in to be acted on
—~mediately. Where you would want to use a (=) enter the @
«mbol instead.

"5 call the macro to perform these commands you only have to

-.pe * followed by the co-ordinate reference to the cell in which

—a macro is stored. 3o *a1 calls the macro in cell Al. The maximum
ze of a macro is limited but you can put your macro in more than
~e cell by finishing with a reference to the continuation macro.
ar example you might finish your A1 macro with a reference *A2
- force it 1o continue with the commands entered in A2.

- you want your macro to loop and be carried out repeatedly then
~ish it with a reference to itself. For example with cell Al this would
-aan finishing with *A1, Don’t worry about this causing an endless

~p, there are lots of ways of making the macro come to an end.

- an illustration the following example takes a column of numbers
snancial format and changes them all to one place decimal
“nat.

ad the demonstration file called SALES.MEM. if you have Just
-1ed the spreadsheet type the following - (° JsaLes{-].
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A1 |COMMISSION CALCULRTION .
TxtR | ABCEFGITMNOPQSTVWKZI+=\/2. (' #titd '

Start by moving the cursor to cell A2 where the macro is to be
entered. Type " to get into text entry mode and then type
NF1D@D*a2@ which says ‘New Formaf one place Decimal, carriage
return, cursor Down and finally do macro A2 again’.

The @ symbol stands for the (2] carriage retum.
N

Commission
(%)

Next move the cursor to the location you want the macro to star
its operations. In this case it is cell BS so type (".JBS to move quickly
to that cell. Now type *a2(=] to start the macro going.

Bl [-——=mmm—erm—ee 18
TxtR |Text/Nalue chonge 1 ' 3199?
Mext ! :

The commands will then work thelr way down the column. Buf, as
you will see, a macre is brought 10 a stop Ly any error message.

You can see that the macro has come to a stop on cell Bl
because it is not possible to change a text format cell to a numeric
format. You see the message Text/Value change. Just fype freg
and your looping macro operations will be completed and you will
be in a position to go onto your next command.



A macro differs from a subroutine function, which you will learn
about next, in that it is a list of direct commands rather than
functions - the macro can contain a command such as NF for New
Format, which is something that cannot normaily be entered into
a cell as part of an expression. The subroutine, on the other hand,
dliows one that performs normal expression functions repeatedly.

It is of incidental interest that if you were 1o restrict your macro
definitions to the first @ cells of column A they could be accessed
by just fyping *1,%2 etc. Move to cell C5 (fype CaJes(-)) and then
type *2\-1 to see this in operation, This time the macro comes to a
stop when an attempt is made to change the format of a blank
cell - the NF command only works on cells that already contain
data.

Functions that allow looping

zometimes it would be very useful if you could use a few formulge
-epefifively to work towards an answer. For instance when working
out the internal rate of return example given in the demonstration
“es (the file called IRR.MEM). a short entry has been set up that tries
1 range of possibilities and stops at the nearest.

“e functions that allow you to do these repetitive calculations are
>ften referred to as loops. The Notebook spreadsheet provides you
«th two functions, DO and WHILE, designed to make the setting up
2¢ loops very eqsy.

-nlike the IF THEN, ELSE example seen earlier the command word
2O is not followed directly by an expression but rather by a
sference fo a range of cells that contains the desired expression.
~i§ saves you d lot of typing if your calculation is long and complex.

«-ote that you must specify a RANGE, so your working must be in
¢ line or one column and not in a block. However, the function
oks at the range and finds the highest and lowest order of
=~zalculation number and then all those entries between the
-mbers are recalculated no matter where they are in the sheet.

- does not matter if some of your intermediate caiculation numbers
2 not in the specified range as they will stil be correctly
: zulated.

Jse a loop enter the DO(range) function which performs the
=sred calculation followed by a comma then any other
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expression or function that you wish. Usually this second function wm
change a value somewhere that acts as a loop counter (counts
the number of times that the calculation has been done).

There are several related functions that make setting up a counter
easy for you namely INIT, SET, INC and DEC. These respectively
initiclise a cell entry, assign a value to @ cell entry, increment a
value (increase by one) and decrement a value (decrease by
one).

After the loop counter section you should type in a further comma
and then use the WHILE function. This function has a logical
argument such as a logical expression finding whether the loop
counter has reached a certain value, often zero. If the WHILE
function is TRUE then the cell formula is started again at the DO and
repeated to the WHILE until the WHILE becomes FALSE.

That is a basic description and it will seem fairly complicated at this
stage. Do not worry about it yet, follow through the examples and
then go back and look at this section again.

First, you are going to look in more detail at how the SET function
works. It is of the form SET(crd, vaiue). The value can also be an
expression and can alse include the referenced co-ordinate.
SET(A2, A2+1) is valid and works in exactly the same way as INC(A2).
The SET command works in a similar way to entering a constant
value inte a cell using the entry command, except thatf the value
is entered as a resuit of the expression rather than directly by you.
It is therefore a useful way of automating the entry of cell constants
and ensuring that the value will be updated if the referred cell
values change.

If you think about it, SET is a way of filling one cell with a value whilst
you are entering an expression into another cell. Try entering the
function SET (A2, 37) into cell Al of a blank sheet. Don’t press (=

Al , J200
Gen |Enter number or expression 3912
>y SET(RZ, 37) Auto,

. W o . e
You may note fﬁc‘# the destination cell is set even before the
expression is fully entered.
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i ¢

It you decided to press =) at this stage. to end the expression entry,
the actual celi that contains the SET function (A1) would ifself take
on the value shown in the distant cell that has been set. This is
orimarily because it hasn’t been shown anything else to display
rather than for any logical reason.

Next see how the INC increment function works. This is not a
particularly useful expression by itself but you will see later how it
can form an important part of a DO WHILE loop. After the SET
function that you have already typed continue with , INC (A2}
Once again, the function works even before the expression s
completed, so as you enter the formula you will see A2 first had the
value 37 and then 38 as it is incremented.

Al
Gen

. Jobdc
rumber or expression : 32312
,at). INCIAZ) Auto,

Enter
> SETIARZ

Now although you are manipulating the vatues that are held in cell
A2 don't forget that your current cursor position is still A1 and that
it is info A1 that you are entering your expression.

Remember that Al, i.e. the current cursor position, will fake on a
.alue that is calculated from the expression or function after the
ast dividing comma in your expression list.

‘ou can therefore put a further comma in and then an expression
5 value that doesn’t manipulate A2 such as 2xa2(-1;. You will see
-at A2 now contains 38 and A1 shows the value 76 which is 2°A2.

“he effect of dividing commas is to cause an effective restarf as i
~hat follows was at the beginning of the entry line. You shouid
understand that only functions like SET, INC and DEC have any
actual effect on the worksheet if there is a later dividing comma,
e. they act on cells other than the current one, so a restart doe:
~ot alter the values that these cells have assumed:

=1 {SET(A2,371, INC(AR), 2%A2)
;mt ABCEFGIJMMOPASTVHRZ [ +=\/%3, [ ¥t e+
A




In this case the entry at A1 has ended up with the value 2*A2 which
is 76. The cell enties as a whole have become aQ series of
instructions executed in tumn.

"t

Subroutines using the DO function ®

As well as being a part of a loop the DO function can be used
without the WHILE to act as a call to a subroutine that is only
executed once every time it is called.

You may be familiar with subroutfines but if not. here is an
explanation.

A subroutine is a group of formulae which you may want to use
repeatedly. Rather than enter the formulae many times over you
simply have to type them in once and access them with the DO
function, You will see the similarity here with @ macro command.
Every time the subroutine function is found in a cell during
recalculation the whole of the group is caiculated again. Now
have a locok ot it in practice:

Start with a blank sheet and enter the formula 2*a4 info cell A3. A
line of question marks appears because the formula in A3 is waiting
for you to input a value into Ad. In cell Al enter the foliowing:
SET (Ad,5), DO(A3...ad)(=. When you ftype the closing
parenthesis of the set command the value 5 appears in cell Ad but
the result (in cell A3) does not appear until you press =L

The same function (2*A3) could be used several times 1o double
values from ail over the sheet. Each time the “subroutine” is called
you just predoad Ad with the parameter to the function and then
use DO to execute the function in A3,

Note that although you only want the function in A3 fo be
recalculated, the argument of the DO function MUST be a range:
it cannot be individual entries (aithough it can be just two, cne of
which is biank) or a block. However, this is not as restrictive as it may
sound because the DO function will calculate a complete
sequence of formulae. Each cell in the range you specify will have
an order of calculation number. The DO function will find the one
that has the lowest number and the one that has the highest.

As each function is calculated in turn, every cell in the sheet that
falls within the bounds of these two calculation numbers will Qlso
be automatically recalculated. This means you will get the effect
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you want provided your range includes the start point you want
and the end point you want.

when you call a subroutine like this you can make sure the result is
~opied into the calling cell by following the expression by a comma
and a reference to the cell that has the answer, in other words by
affectively resetting the expression you have typed and by copying
-e value of the answer cell into the current cell.

“.ow you can try using the subroutine group we have set up to
~ultiply 7 by 2. To illustrate that you can call the subroutine from
anywhere in the sheet you can do this in cell C2: Enter
SET(A4,7),DO(A3...Ad), A3 into cell C2.

2 [{SET¢R4,7), DOR3,, A4)) J2mlc
#n ABCEFGIJMNOPQSTVHEZ! +-4/ 3. [ k44 32417

Auto.

-.oste that the cells that contain the subroutine are also changed
s well, Thus you end up with 14 in cell A3 as well asin C?2. Because
~¢ this, it is as well to keep the subroutine cells well out of the way
-¢ the rest of the sheet.

“~e group used for subroutine calculation should not be referred to
- the main body of the worksheet other than as a subroutine call
-+ it can give nonsense values. You are, after all, changing the
-onstants in it several times during the calculation.

.»u can change the cell values with SET commands before each
-O function,

“~is is a trivial example but the same fechnique can be used for
—~uch larger sections of the worksheet.

Looping using functions DO and WHILE

.ow we are going fo look at how to use the DO and WHILE
_actions in conjunction in order to build up a repedating loop.

~~ur first job when setting up a loop Is to set aside a cell to act as
- counter to keep frack on how many times the loop has been
-erformed. Do this with the INIT function.
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The INIT function is aimost identical to SET but the target cell will be
given a very low order of calculation number and hence you can
be sure it will be re-calculated early on in every forced
recalculation. This is important because every time you run the loop
INIT makes sure that the counter is reset to its original value. Using
SET in these circumstances may mean that the counter cell
increases in value after the loop is used once and the condition
tested for by the WHILE function may never be met,

Blank the sheet and then put the function INIT (a2, 0) into cell Al: |

A (INIT{AZ,R]) J2ttlc
Gen | ABCEFGITMHOPASTYMKZ!+=\/>. (' 24l _ 32477
Hext ' Auto,

In this case the counter cell is A2. The object of this example is to
multiply the vaiue of the counter by 2 and then increment the value
and do it again. A criterion for stopping will be specified.

Here a reference to the counter is placed in Ab:

B |R2)
Gen | ABCEFGIJMMOPOSTVMXZ!+-/) [ Kt4»

At this stage it has the value 0. The expression 2*a5 is entered into
cell Ad;

a4
Gen
Hext !

(205} Jehle
ABCEFGITHNOPQETVIXZ | +-\/) , (' ¥ I : 32449

The counter and formula are now set up so the loop can be
gstablished: In cell A3 enter DO{A4...AS5), INC(A2) .
WHILE (A2<10). This is just like the previous example of DO but now
we have added an extra WHILE function to the end.
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frig T v

Enter number or AXPression
00(A4, .. A5, INC(AZ), WHILE(R2(18)

! Al

-3ch time you press ! fo force a recalculation. You will see AS
-sunt from 0 to 9 and A4 (the result) will count up in steps of fwo.

-~e heart of the loop is the WHILE function which has the special
-roperty that if the logical argument that follows it is TRUE then the
sxpression is wound back to the DO and repeated. In the example
- remains TRUE while A2 is less than 10, But note that affer the DO
-_mction the counter A2 is incremented. The multiply by 2 formula
—erefore has a different start value. Overall the effect is that on
—e screen you see A5 going from 0 to 9 while A4 goes from 0 to
:  Not a lot of use in this case but it shows the loop working 10
—gs. Later you will see the looping used to fill a table.

make It ecasier to see the rules of the spreadsheet you can

-nvert the display to show just the formulae. Let us fry this now.
Xt the column width needs to be increased, type Cad™ Jas(=)

o (INIT(AZ.0)) J200c
2 | ABCEFGIJMNOPASTWUKZ ! 4+-\/% [/ #tins EEﬁM
2:% 0,

en the &_J for eXxchange command Is used:
< {INIT(R2.0))
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You can now see all the formulae. The number in front of the
formula is the order of recalculation number,

The way the looping is organised means that the DO formulae will
always be calculated cnce before the WHILE is tested. This ties in
with the way DO and WHILE work in the main computer languages.
If this is not the way you would like the loop to work you can
precede it with an ordinary IF THEN logic test.

Note: It is NOT possible to have a DO-WHILE loop within a DO-WHILE
loop.

Table filling using the DO function

Because it provides an automatic method for filling cells with
values, the SET command is useful for creating tabiles within the
sheet.

You are going 1o see how to fill a table with the values of SINC)
between 10 and 90 degrees. As before, you start by initialising a
counter to keep track of where you have got to in the table. in this
case cell A2 is set up with 1. Blank the sheet and enter INIT (A2, 1)
into cell Al

As you want the sine values every 10 degrees you can use the
counter multiplied by 10. This formula is inserted in cell A3 as 10*a2

Now you have a value for degrees you can refer to it with a 8l
function in cell Ad. Enter the formula SIN{a3) into that cell.

A4 | (SINIAZ)) I

Gen | RBCEFGLIMNOPRSTVXZ!+=\/2, (' kbhed

The object is to fill a table in column B with the sine volues at every



"0 degrees. Somehow you must transmit the calculated value to
—e required slot. Once more you can use the SET function but
-agether with the CRD(col, fine} function rather than a specific
-o-ordinate defined when you first enter the function.

~RD is another special function that we have not discussed before.
- can be used anywhere you would use a co-ordinate reference if
-, ping directly. The two arguments are calculated to be a column
and row number which are combined to make a celi reference.

~ A5 enter the expression A4, SET (CRD{2,A2) ,A4). This expression
-arts with a4, to ensure that it is not calculated until the result of
14 is known. It wilt get an order of calculation number higher than
~at for cell Ad.

~& CRD function is of the form CRD(column, line). In this case the
-slumn number Is 2 which Is column B, The line number is the value
- A2 which is 1 at present. The CRD function will therefore become
-a cell reference in B1 and will behave exactly as if the entry read
Z7(B1, Ad). As you can see the celi Bl has already been set to the
>ue of Ad.

-~ is a counter and can be made to change in value by using a
3 function. As A2 changes 50 wili the CRD function give different
=1 references. In this way we can fill a column of cells with values

~d form a table.

-2 next step is for you to enter the DO - WHILE loop. In A7 enter
-0 (A3..A6), INC(A2), WHILE (A2<10). Ab hasdeliberately been
-~ blank for the moment. The sheet will then look like:

-~ {(DD(A3, . .AR): INCIAZ), WHILE(R2<1@)) J2c
= HBCEFGLIMHOPASTVMRZ 1=/, ' Kbt 32366




The DO..WHILE says ‘colculate the sine values as set out in ¢
A3...A5 then add one to the counter and do it again as long as the
counter is less than 10 - that is between 1 and 9°: Press I to force o
recalculation and you will see column B filled with the values of SIN
at 10 degree intervals again:

9.939692621

Press *_ fo change from the display of results fo display
formulae used:

lIHITrFr: 111
[1axn2

€3y (SINC
(R4, SET[CRD[E;H?.J Ad41)
(

0O(R3. . AB). IHCIAR), WHILECRZ(1R))

5EERRER

You can add to the sophistication of the display by actuaily ha
the degrees presented as well. To do this you must first i
another column. With the cell cursor on any cell in column B type
(. (e )= <), This inserts a new column B that is 8

characters wide and has a default column format of General.

With the new column B inserted you can see that the CRD fu
in cell A5 needs adjusting to refer to column C. This is NOT dao
autormatically for you and so you will have to re-enfer it or use
£dit command to change the first 2 fo a 3. For the practice let
do the latter. Type [Z1Jas to move quickly to that cell and then type
E 2 to edit it. Move the cue to the right of the first 2 in the line
and type to remove it. Now type 3&] As soon Qs you leave



the editor a recalculdation is performed and this time column C is
filled with the SIN values.

All that remains is to add another SET function to fill up column B
with the degree values which are calcuiated in cell A3: This must
be in the range of cells executed by the DO function so we will use
~ell A6 which was left blank. In  that cell  enter
A4, SET(CRD(2,A2),a3). Once again, the actual SET command
s preceded by a reference to cell Adso it is not executed until that
~ell has been calculated. You could now press ! - this will force a
-acalculation to give the tables you want:

“he SET command has one drawback compared fo entering all of
e values manually. The Notebook spreadsheet is not always able
-5 allocate order of recalculation numbers to the cells that it itself
~as set. The next example will illustrate how this can cause some
~inor problems.

.ou are going fo use the tables in columns B and C fo interpolate
1 value for 25 degrees. You should enter the INTERP function in the
sllowing form to get the value you want. In cell A9 enfer
-NTERP (25, B1...B9)(<]

sut this does not work as an error message about an ambiguity
-omes up. This is because you are trying to operate on q
-glculated table and the spreadsheet cannot resolve just exactly
+hat calculation number to give your new entry relative to the
-able:

.54 can solve this problem by first putting a reference to the cell
~at created the fable. In this case it was the DO function cell, so

su have to put A7 before your INTERP function. That s
\7, INTERP (25,B1...B9)[=. It may not be logically obvious but
- 5 is a way of telling the spreadsheet that your new function should
-gve a caiculation number greater than that of the DO function.
- was for this reason that you had to include the reference to A4
-efore the two SET commands in cells AS and A6.
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Switch to the display of formula with the ) command and noté
the DO function has a calculation number of 6 and the INTERP
follows it with 7 s0 the aftempt to interpolate is only made once the
DC function has finished and the ambiguity no longer exists.

g2))
4, SET[CRD[&

[SIN
(B
(R4, SETICRDL 2, B
(DOCA3. . RED, I

HHILECRZ{10))

If you use the X command you can switch the display back to see
the result of the interpolation which gives value exactly half way
between the sine of 20 and the sine of 30 as you would expect. This
is just a linear interpolation. The actual value of SIN(25) is 0.42262
but the INTERP value is close.

Limitations of CRD()

The CRD function should onily be used with INIT, SET, INC and DEC
to specify the cell to be acted upon. It cannot be substituted in
every instance where you would normally specify a cell co-ordinate
directly - it is only a pointer, not a receiver of data.

It can not be used fo give the value of a cell if used in off
expressions. It cannot be used, for example, in an expression s
as 2+CRD(1,2) instead of 2+A2.

There is an automatic function that will do this which is the VAL or
value function which returns the current value of the cell tc which
it refers. The arguments are formed in the same way as for the CRD
function. So, for example, if A2 contains 3 the expression 2+VAL(] 2)
will give the answer 5.

Iterative solutions - using circular references

As menfioned in the opening sections of this manual most
spraeadsheets will get very confused if you fry to enter formulae thot
refer to each other in a circular way e.g. making Al egual to 2'B1
and Bl equat 1o 3"Al,

The Notebook spreadsheet is more broadminded about such
things. indeed not only will it let you set up such circular references
but, if correctly dene, they can be a powerful problem solving tool
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By sefting up circular references o problems that are resolvable
you will see that the spreadsheet makes an estimate about the
values that belong in the cells in question.

f you then force repeated recalculations then this estimate moves
~loser and closer to the cormrect solution until an answer is found.
This is known as an iterative method of problem soiving.

such repeated calcutations can profitably be automated using a
DO WHILE function.

“onsider the next practical example.

Solving simultaneous equations

: multaneous equations can be solved easily using the Notebook
.oreadsheet. The technique applies equally to awkward equations
~ith the unknown you are seeking on both sides of the equation.

he principle is quite simple. You prepare a set of formulae for the
answers as if all the other variables have known values. They don’t
secause each formula depends on the results from the others.
nese are known as circular references.

Vhen the last formula has been entered you force a recalculation
snd each formuia uses the latest results available. This improves the
asult that each calculates. Further recalculations bring the
-alculated results nearer to the true results, This is a powerful
-achnique that is often used for programmed solutions 1o
=quations. The difference is the formulae you entfer are simple in
-omparison and you are fully in control of the solution. You can
-yen automate the solution using the DO WHILE functions.

-ere is an example for two equations and two unknowns, It is trivial
aut that makes it easier to see the principles.

e equations are:
x+3y=19
Ty =25

yu enter them onto the sheet using the constant multipliers of x
:~d y and ignore the values of x and y themselves, i.e. in the form:

¢ ¥o 4t v



Now you enter the solution formulae. Here you assume that the final‘
solution for X will be in Ad and the final solution for y will be in B4.
You can therefore refer to these cells as if they hold the answers
you are seeking. First use the calculation to get x in terms of y. This
is equivalent to manually rearranging the first equation with x on
the left and everything else on the right.

x = (19 - 3y)/5
Insert this in A4 as (C1-B1*B4) /Al.
M | L(CI-B13B41/R1) ' 1208

ABCEFGIIMNDPOSTYWRZ [ 4+-472  {“ 3tded J2414

B4 or y is unknown but refer to it nonetheless. As B4 does not yet
contain anything it is assumed to be zero so this produces a first
approximation for x of 3.8. Next you rearrange the second fine in
terms of the y unknown.

y = (25 - 2x)/7
Insert this as (C2-a2+*a4} /B2 in cell B4,

B4 [((C2-AZ¥A4)/B2)
ABCEFGLJMNOPBSTVMAZ 4=\, [ Bbes

2,308571429| I ESINERE

Note that A4 or x is used in this equation even though it doesr -
have a true value. The first estimate of 3.8 is used. So these two
equations now rely on the answer from each other.

Before you gb_ any further, save the sheet as it is by ty
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E T Jtemp(=). Next you only have fo press the ! key to force a
recalculation a few times and after about twelve recalculations the
answers will settle down to the true answers of 2 and 3.

B4 |((C2-A2%Ad)/B2) 19288
Gen | FECEFLLIMNOPQSTYMRZIA/), (“¥ties 32308

You may have found it tedious to have to repeatedly force a
recalculation. This can be automated. Zap the current sheet and
at the opening menu select Copy to reload the file called TEMP.
Now enter the following into cell D4:

INIT (E4, 1) ,DO(A4...B4),INC(E4), WHILE (E4<20)

This would farce 20 iterations to be calculated. As you press the
loop starts to operate and as cell E4 counts up towards 20 you will
see the values in A4 and B4 repeatedly change until they seftle at
the final vaiues of 2 and 3.



SPREADSHEET GUIDE - PART THREE

Overview of Spreadsheet Functions
and Re-cap of Tutorials

This section can be read by all new users of the Notebook
spreadsheet who have some previous experience of spreadsheets
as a substitute for the tutorial guide. It is designed 1o give you a
quick grounding in the way the Notebook spreadsheet operates
and to ensure that you understand the philosophy behind the use
of the varicus sections of the program, It is not intended to cover
all the features of the program but you should be able to obtain
pointers to where you will find more detailed information.

We must ask you to be patient during the explanation of what may
be obvious points. Although much of the Notebook spreadsheet
will be familiar, and will even use the same command names as
other programs, you will find some features that go far beyond the
abilities of any other sheet. It is well worth persevering fo be sure
that you appreciate all of the possibilities.

The Notebook spreadsheet’s Dynamic Datla
Entry and Error Checking features

The Notebook spreadsheet has a unique systfem of dynamic
prompting and error checking that provides you with full details of
every possible command you can enter at any stage. Commands
are input as one-letter mnemonics but if space permits, a full
explanation of all the permissible entries is shown on the prompt line
E:s ou type. More extensive help can be obtained by pressing the
0 key,

At the same time as you are entering the data the Notebook
spreadsheet evaluates the resuits of the commands, as far as they
have progressed, as you type. Any mistakes that you make will be
immediately pointed out to you.

If cell data that has been referred to by an expression is missing
from the sheet, the calculation is performed assuming o value of
zero, but you will see a row of question marks appear in the display
to show where there is some data missing
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The continual recalculation feature can be switched off If deslred
and indeed this may be advisable if you are enfering any jong an«
fime consuming loops in the formulQ.

in normal circumstances both the prompts and the constar
~alculation are useful safeguards against error; there can be n
ambiguity over exactly where a mistake has occurred.

see the section More Details on Error Messages if you are still unsur
~hat has gone wrong. o

at all times the =] key will fake you back to the previous step |
she entry process. Mistakes are thus easily corrected. Pressing
il take you back to the primary command options available.

e only exception o the above situation is when you aré using tt
=DIT option fo make changes to celldata ora formula that alreac
2xists, In this case no prompting or error checking is performed ur
—ere is a recalculation. it is often safer and easier to simply re-ent

~ew data into the cell.

The spreadsheet and its uses

-~e Notebook spreadsheet is designed to use the availak
—emory space of your Notebook to the full. The size of the she
~an be anythingup tfo @ maximum of 52 columns, labelled A-Z th
12, and 255 rows, and No matter what size you define it no memc
< used untit you start fo enter data.

1owever, the number of cells that can contain data is Imited
e amount of free memory in your Notebook. The amount of o4
.ou can enter is difficult to predict accuratety because it deper
~n how complex the expressions you enter into each cell are. A
~an keep track of the remaining memory which is shown by 1
gure towards the top right of the screen. Although the Notebx
oreadsheet will not allow any of your wotk to be lost, it is as v
-5 plan in advance whether a large project will fit in one sheef

~ave to be split into two.
ahen you first start you have two options for setting up a workshe

1) By using the Make sheet command you can instantly sef u
plank sheet in which the choice of columns, columns sizes,
tormats, etc. are made for you. This is great if you just wan
quickly fry out some numbers and see what happens.
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2) Alternatively, if you want more control of the number and types
of cells created then you can define all these things individually.
Before you can enter any data into the spreadsheet you have
fo first define the depth and width of the sheet. The size of the
sheet is set by using the Insert command to add the required
numbers of Columns and Lines. The display width of each
column is aiso set at this stage, although it can be changed
again at any time.

You are also asked to specify a default display format for each
column that you enter. This will only affect how the datfa you enter
is displayed. the values used in calculations will always be the
values you actually entered. Individual cells can be assigned their
own formats regardiess of the column defautts.

Each cell is only one character high but the columns can be any
width between 1 and é7 characters. The New Width command can
be used to change fhis at any time. The boundaries are shown on
the screen by an upright line of vertical bar characters i.e. |. It
would not be sensible to make a cell wider than 67 characters
because this is the maximum width of the entry line.

As well as the number and size of lines and columns you are Qlso
prompted to specify WHERE you want these inserted. The defined
sheet always has a rectangutar shape. The line and column iabels
will be adjusted to reflect the new layout and so will any ced
formulae that refer to specified co-ordinates.

Lines and columns can be removed from the sheet by the use of
the Zap command. If you use this, the size of the defined sheet will
actually reduce. Line and column labels and cell formulae wil
again adjust to the new layout. Data that is erased in this way is not
recoverable. An alternative approach is to use the Blank commana
which removes the contents of a cell but leaves the cell position
itself in a defined state. Again the data is lost.

You are not allowed to Zap cell co-ordinates or blocks that ws
create a ‘hole’ in the sheet, nor can you remove data in cells
are used by formulae in another cell. However, you are dllowed to
use Blank in any of these situations and in the case of the deleteq
data you will see some question marks to remind you that some
data is expected.



Moving around

.5y can use cursor keys to move around the sheet you have
sefined. As an altemative use the LR.U.D keys for left right etc. or
~e diamond shaped key cluster t-J + WADZ

“~g current cursor location is the cell drawn in inverse text. To enter
-~y data to the current cell you must use the dot command Jto
-2 info Entry mode. This will enter data using the default column
“rmat. If you want to use the default text or numeric format start
sata entry using " or { respectively.

sny data, text or numeric, that will be used by the program in its
- qlculations or other manipulations must, by necessity, be less than
-7 characters fong, but unless you are loading in file created
-~m another source the actual limitation will be the width of the
~+ry line on your screen (67 characters). Note that the data is not
sstricted by the apparent size of the cell on the screen, which can
> shortened down 3o only one charocter wide. The Notebook
~-sadsheet will display as much of the information held in that cell
s 15 possible given the limitation of the display and of the display
--nat. The true value of the data is used in all calculations
=gardless of the way it looks in the display.

.; an exception to the above display rules, text con be entered in
.2ading format which means it will all always be visible. If necessary
- will spread other several cells fo act as comments on the data
-at is being displayed.

-s*ead of entering data directly, special built in functlons CRD and
=~ can be used to create and fill cells on the basis of a calculation
- tormula. This is a useful feature that can be used to produce
-~les outomatically. An example of table filing is given in one of
-2 tutorials.

-5 third way of creating and filing cells is by use of the COPY
_~ction for copying a specified portion of the sheet info a new
-~ation. If you choose This option you will be prompted to decide
~ether or not you want the formulae held in the Cells that have
=on moved to be changed to reflect their new position.



Types of entry

Cell entries fall into two broad format categories, text and numeric.
Each of these can have several sub-categoeries of display which
can be freely interchanged. Text and numeric classifications
cannot be interchanged since the data can only belong 1o one or
the other. Text data can, of course, freely contain numbers and
formulae, for example as an explanatory comment for the
accompanying data. Even sc, it is impossible to change the data
to a numeric format or calculate with it

If a numeric format is chosen each cell can be assigned Q
numerical constant as an entry, for example 3, 9000, 7.88401, or it
can be given a formula value which calculates the number that
should be displayed on the basis of the contents of the other cells
in the sheet or of a calcutation of constants.

The maximum number of decimal places you may use is 38, That is,
the maximum number you can use in the spreadsheet is 1X10™ and
the smallest number is 1x10°3¢ . 15 significant figures is the most that
can be entered and displayed but internal calculations are done
to 16 or 17 significant figures,

As well as entering numbers in normal formart, you can use scientific
notation for entering particularly big or small numbers. For example,
rather than entering 12,345,000,000 you could be enter it as
1.2345E+10 or 0.12345E+11. Similarly, 0.0000000765 could be
entered as 0.765E-7 (or 7.65E-8 or 76.5E-9 or 0.0765E-6 etc.). You
must type the E in upper case for this to work,

You can use a special format to ensure that numbers are always
displayed in an exponential format if you wish. Even in a General
format cell, if it holds a large number and its width is reduced the
disptay may be changed to exponential format so that the number
can still be displayed.

Numeric cells can hold either constant numeric values or they m
hold an expression. Simple examples of valid formulae would be

3+B1, 10%(343-al11), B23-Cl1l2/D13

Unless you tell it to do otherwise, by switching off the automatic
calculation feature, the Notebook spreadsheet will attempt 1o
calculate the result of the formula that you type in as it is enfered
so that by the time you finish typing. the comrect result, given the
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~urrent status of the sheet, will aready be shown in the appropriate
-ell. Blank values in cells referred to in a formula will be taken s

xero.

zormulae con also include within them complex functions, either
~dilt into the program already or those that are defined by you.
xamples would include: _

31+SUM(A10. . .A20)

yhich means add the contents of B to the sum of all the non-blank
~ells in the range A10 to A20.

SIN{30)-COS(A23)

sjork out the sine of 30 degrees and subtract from It the cosine of
whatever value Is heid in A23.

~ these examples SIN, COS and SUM are all built in functions that
~an be used freely in your calculations. Any cell that is referred 1o
~ a formula, such as A23 in the example immediately above, can
<elf contain a value that is dependent on the solution of a formula

antry.

¢ and ! commands are two useful commands that come into use
vhen entering data. If # is typed after o cell co-ordinate when
=ntering an expression then the reference is replaced by the actual
_1lue that is held in the cell at that time. if the value that is held in
—e cell is later changed it does not affect the expression that has
~een entered.

~e t command is similar, but it causes the entlre expression up to
~g point where it is typed fo be replaced by ifs current caiculated

alye.

- 15 possible o switch between the normal spreadsheet display of
Jmbers and text and a dis%y of formutae that go to make u

-ase numbers by use of the ] - eXchange command. The (=

.2y can be used to temporarily see more lines of the sheet. When

~a X command is used it is offen necessary to widen the display
: columns using the NW command.
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Circular References 5
It is usually important to avoid circular references such as setting

cell B1 equal to 2* Al and setting Al 1o 3*B1 for example, a situation
that is not resolvable unless both cells take ¢ value of zero.

Some circular references are logically correct and in certain special
circumstances it is possible and indeed very useful tc be able to
enter a circular reference of some kind for the iterative solving of
simultaneous equations. An example of a circular reference might
be to set cell Al equal to 0.5 then set B1 to COSR(A1) foilowed by
setting Al to Bl. Then continually press ! to force a recaiculation
until the values settle down o a nearly constant value. You will have
solved the mathematically very difficult equation: x=cos(x) (in
radians).

A full list of built in functions available is given later in the Expression
Entry section of the Complete command summary. The expressions
and formulae you build up using these functions are the processing
heart of the Notebook spreadsheet. It is these that make it such a
useful tool. They can handte simple mathematics up to the most
complex financial or scientific calcutations.

More on formats

Each piece of data entered onto a worksheet will have an
associated format that determines how it is displayed on the
screen.

There are about a dozen built in formats that can be used, some
relating to text and some relating to numerical data. It is possible
to switch formats as long as the data within a given cell can
conform to the new type. For example you can switch a number
between Integer format, which only displays the whole number
part of a value, to a Financial format, which displays data correct
to two decimal places.

Data can be assigned to an incorrectly formatted cell if it has been
loaded in from an existing file onto an existing sheet or by using the
edit option. However, any attempt at performing a calculation on
the data will throw up the error.

As is the case when changing the display width of a cell, changing
a format will change the way that information is displayed on
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screen but will not alter in any way the actual value of the
information itself. For exampie if you have entered the value 2.5345
into cell A1 which is displayed in integer format (the value 3 is
actually seen) and you put the expression 2*A1 in cell B2 which is
also in integer format, which displays the value 5, this would appear
to give the result that 3*2 = 5. A true integer caiculafion can be
forced by using expression such as INT() in the calculation formula.

Certain of the Notebook spreadsheet’s built in functions and
expressions work on a specified range or column of the data. For
example, to AVERAGE some of the data you would specify the
range thus:

AVERAGE (El...B1l0)

Which means find the average of all non-blank entries between Bl
and B10.

Any blank cells that fall within this range are ignored in the above
calculation. This saves you from having to create unnecessarily
complicated expressions In order to encompass all of the dato
required. You can also leave a range of cells blank and only fill in
the data when the other formulae have been enfered.

Careful use of the Format option can help to produce some quite
sophisticated displays and printouts. Text can be left or right justified
n its Cell. There is also a format choice of Carriage Return that can
pe assigned to individual Cells or ranges. This is a special forman
that is only used to control prinfout in such a way that address labels
zan be produced.

The COPY command

Sne of the most important commands available is Copy. Its use
axtends far beyond that of simply copying data from one parf of
-ne sheet to ancther, it is designed to allow any information fo be
~ritten from any input device to any part of the sheet, or from any
~art of the sheet 1o any output device, or between any two parts
-f the sheet. It therefore takes the place of both a save and loac
-ommand and of the printing command. As well as saving, loading
- printing entire files it is also possible to perform operations or
sefined blocks or ranges of the data. “Blocks’ as small as one Cel
-an be copied 1o a file in memory or the printer. Once the optior
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has been selected you will be prompted through :all of the
availabie choices.

When copying within the sheet you cannot copy beyond the
current sheet boundaries. Any data at the destination will be
overwritten unless another part of the sheet refers to it. The copied
data takes its own format details with it

SAVING and LOADING

Unlike other spreadsheet programs which have separate Save ond
Load commands, the Notebook spreadsheet achieves all these
functions with the ubiguitous Copy command. Saving is achieved
by speciftying 'File" as the destination of the copy. Loading is
achieved by specifying "File" as the source of the copy.

When you save data to a flle you can specify up to an 8 character
name. This is then followed by a full stop and either MEM, TXT, DAT
or DIF. This "extension” determines the format of data written to the
file. If you don’'t give an extension, MEM is added automatically.

The different file formats are explained in the tutoriai and within the
command reference section.

If you use the Quit option to ieave the Notebook spreadsheet
without having previously saved your work then the spreadsheet
automatically makes a copy of the sheet called RESTART.MEM. This
file should be renamed or resaved as soon as possible so that it is
not accidentally overwritten. When you next start the spreadsheet,
you can use the Restart command to quickly reload this file ang
continue where you left off,

Printing

Once again, the Copy command is used to achieve a task thot
may be done by a separate command in other spreadsheet
programs. Worksheets, or a portion of themn, can be printed by using
the Copy to Printer command sequence. Sheets are printed as they
appear in the display but without dividers or system messages.

Mail labels are a special print option but 10 use them to their
advantage will involve inclusion of special colurnns containing
Carriage Return default formats. An example of this is included n,
the tutorial.
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Database I'uni:ﬁons

The worksheet can be searched to find a specific data entry, either
text or numeric. The search will operate on the true data value or
expression that has been entered in the cell NOT the displayed
data. The command used for this is the Get command.

Lines of data can be sorted into order. i.e. physically re-arranged
in the sheet such that the information in the specified column
ascends or descends. The Sort command is used fo do this.

1 is best to sort either text or numeric data, unpredictable results
occur if they are mixed. If the data is text then upper case lefters
are treated the same as lower case, numbers rank below letters
and are treated in a textual way e.g. 7 ranks higher than 66.

Advanced functions

Conditionals, Loops and Macros

“he Notebook spreadsheet inciudes some features that will be
‘armiliar to anyone who has had experience of high level computer
anguages such as BASIC.

“he conditional command sequence [F (fogical tesf) THEN
expressionTy ELSE (expression 2) can be used to build decision
naking into the sheet. If the Jogical test is passed as TRUE the part
-f the expression after the THEN is calculated. If the test is FALSE
-ven the ELSE part is caiculated.

an extension of the IF THEN sequence is the DO (range of
sxpressions) WHILE (logical test) loop. The expressions in the cells
sted following the DO is performed at least once, and then
speated over and again whilst the logical test is passed as TRUE.
s soon as the test becomes FALSE, or an error occurs, then the loop
: stopped. The simplest form of logical fest is to set up a counter
—at is increased or decreased with every DO expression, special
- nctions INIT, INC and DEC help you to do this; when the counter
aaches a specified value the 1oop will stop.

s Macre is a term given to a sequence of commands that you are
sble to access with just one command. The * command is used to
-all o macro. They are most useful when you find that you are
serforming a certain sequence of commands over and over again.
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Looping Macros can be defined., i.e. ones which continue to r
until the task is completed or an error occurs.

Note that a Macro is a loop of direct commands rather than of
mathematical functions such as occurs with a DO WHILE loop. it
can contain commands such as L for cursor left, or NF for new
Forrmat, commands that act directly on the sheet and can not be |
made part of an expression. The Macro commands act exacty as
if you have typed them in at the keyboard.

Table creating and reading

Certain functions. (SET. INIT, DEC, INC) exist that will let you set the
vaiue of data held in another cell. These can be incomporated into
a DO WHILE loop in order to facilitate the automatic creation and
filing of tables.

Other functions exist such as LOOKUP and INTERP which are
designed to automate the process or consuiting tables in order to
extract data.

Date and Time Functions.

The Notebook spreadsheet will let you input date and time
functions into the sheet. The spreadsheet gets the correct date and
time from the Notebook’'s own clock so you must ensure it is set
correctly if you use these functions, it is possible to build these
functions intfo formula expressions, logical tests, loops and macros
such that the program will adjust its output dependent on time.

Graphics options

A range of graph and chart designs can be created through
spreadsheet’s Trace graph command. Special functions exist to
signal to the spreadsheet which type of graph you want to display
and to inform the program of which data ranges are to be plotted
together with labels and axis scales etc.
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SPREADSHEET GUIDE - PART FOUR
Command Reference Guide

Expression entry

An expression is rather like a mathematical formuta that can be
entered into a given cell. The formula normally remains invistole bu
the Notebook spreadsheet will work out the resuiting solution and
display that in the cell when it is on screen.

An expression is typed in on the edit line (affer Next:) and or
completion is inserted into the memory together with an order o
calculation number. On completion, the memory remaining is alsc
calculated and displayed and if automatic calculation is switchec
on. the worksheet is recalculated.

As you type the value of the expression will be worked out anc
displayed in the target cell, but the expression itself will e
displayed inside brackets on the cell contents line at the fop.

Evaluation of expressions

Expressions may contain functions, co-ordinate references
numbers, arithmetic operators, logical operators and specic
purpose operators. Expressions are evaluated according the rule:
of normal algebra.

As in dlgebra all operators are given an importance whict
determines the order in which the various parts of the expressior
are calculated. This order of importance is overridden b
parentheses, each set of which is evaluated as if it were o self
contained expression. The innermost set of parentheses |
calculated first and then the next innermost and so on working
outwards.

in order to multiply two sets of parentheses, an asterisk symbol mus
be put between them, this is the computing convention for ¢
multiply sign. You cannot have (2+5)(3+7) to multiply the fwc
expressions; instead you must put (2+5)7(3+7).
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The operators within the expression or set of parentheses are
calculated in the following order:

() . _ parenthesis .
+n, -n ) unary plus and minus -
nls$n2 percentage ;
nl”~n2 raise nl to the power of n2 o
nl*n2, nl/n2 multiplication and division
nl+n2, nl-n2 © addition and subtraction -
nl>n2, nl<n2, nl=n2 greafer than’ and ‘less than’ _3
and ‘equal’ ’
nl]n2, nln2 greater than or equal” and 2
‘less than or equal’ \
not (nl) not.

If an exclamation mark is encountered on the entry line then the
value of the expression to that point is determined and replaces
the whole of the expression on the edit line,

If, for example, you have typed an expression such as 2*B1+20 the
resulting value displayed in the cell will change if the entry that is
heid in B1 ever changes. By inserting an exctamation mark thus
2*B11420 the expression is calculated using the value that is held
in B1 at that time. The resulting entry is therefore constant and no
longer dependent on BI.

Alternatively, you could use the hash symbol # after the B1 and just
the value of Bt would be replaced In the expression. By using 2*B1#
you would get 2#1.17 on the edit line if cell B1 contained 1.17.

The ' should be used with caution s indeterminate results may
occur if, for example, it is used from within a function.

Building expressions

The valid parts of an expression are as follows: numbers,
co-ordinates, operators, conditionals, functions and user defined
functions.

Numbers can be either be entered as normal digits or can be
entered in exponential, scientific format. You could, for example.
either enter 274529000 or 2.74529E8 (or 0.274529E9 or 27.4529€7
etc.). You can enter up to 15 significant digits. Internal calculations
are performed to 16 or 17 significant figures. The range of numbers
you may use is from 1E-38 to 1E+38. That is from
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-000,000,000,000,000.000,000,000,000,000,000,000.01 up to:10,000.0-
00,000,000.000,000,000,000,000.000,000.000.

Co-ordinates are references to other cells in the sheet and consist
of a letter A..Z or a..z which identifies the column, followed by a
to 3 digit line number. It is very important to get the case of the
column letter correct. The first 26 columns are capital A..capital Z,
The next 26 columns are lower case a..lower case Z.

Operators, listed below, are the normal mathematical symbols such
as "+, '-', efc. Most are used in the form “expression” operafor
"expression”. .

A conditionat is like an operator but is used to build an expression
that evaluates to an answer of TRUE or FALSE (these are actually
represented by the numeric values -1 and 0). Conditionals are
normally used with the IFQ or WHILEQ functions. You might, for
example, have IF(A1>7)... which means "if the value in cell Al is
greater than 7 de the THENQO part of the expression.”. In this case
the *>" is the conditional operator. .

Functions comprise a nomed operation with its required
parameters in brackets and where there are more than one. these
parameters must be separated by commas. There are three types
of function, those whose arguments have mulfiple parameters,
those which have single parameters and those which have no
oarameters at all.

Ahen an apparent function name is encountered it is checked
against the list of built in functions. Functions may call other
«unctions in their parameters. Indeed a function may even call ifself
amongst the parameters.

‘ou can have a function as a parameter to a function as a
~arameter to a function... etc. However, there is a iimit fo the
smount of "nesting’ you can use. All you need to know is that if the
esting has become too great (i.e. if there are too many levels of
~rackets in your expression) an error message will come up and it
~ill only be necessary to rearrange the expression so that it is
slaced into two entries rather than one.

1 user-defined function acts just like one of the built in functions but
~akes use of a formula that you have entered onto the sheet and
5 called by giving the reference to the cell containing the formula
-5 use with any parameters listed in brackets after it.

379



Expressions are evaluated as you enter them, not on completion.
This means that you have dynamic error checking character by
character. If you enter o wrong character you will get an
immediate error message. To correct an error, backspace with the
(=] key and then enter a new character.

Note that it is impossible for the Notebook spreadsheet to check
for errors that are ‘legal’ in the context of the program but are not
the correct expression that you intended to entfer. For example, if
you enter A1+3 when you really meant to type A3+1 no error can
be detected because the spreadsheet thinks A1+3 is a valid
expression. '

if you are entering a complex expression such as DO-WHILR
formula then the calculation character by character can get
bogged down. This is because it will be trying to do the whole DO
loop as you enter the instructions. In this case first switch off the
automatic calculation. This is done with the Automatic Calculation
command.

The valid operators in an expression

Arithmetic Operators

+ Addition

- Subtraction

* Multiplication

/ Division

A Exponentiation (rgising to a power)
% Percentage

Logical Operators

Logical Qperators act on arithmetlc values or expressions (A and
below) and produce a resutt of TRUE (-1) if the condition is met
FALSE (Oy if it is not.

= Equal (A=B)
> Greater than (A >B)
< Less than (A<B)

1 Greater than or equal (A 1 B)

[ Less than or equal (A [ B)

| Not equal (A | B)
(the | symbol is typed with 16
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Built in functions - nj Hliud ¥

The following pages contain a list of all the functions recognised by
the Notebook spreadsheet. They are given in alphabetic order. The
following are one of two notes about some of the specific types of
function.

Trigonometric functions

COS, COSR, SIN, SINR, TAN, TANR

There is no restriction on the size passed to these functions as 2°PI
or 360 degrees will be repeatedly subtracted until X is within range.
X may be negative.

ACOS, ACOSR, ASIN, ASINR

‘he vatue passed to these functions must be between -1 and 1

Logical Functions

‘ou can entfer the functions FALSE or TRUE where a logical
2xpression is expected. FALSE will result in a conditional test failing
~hile TRUE will make it succeed. The actual display in a cell holding
e FALSE or TRUE function will be 0 or -1 respectively.

-ogical functions analyse a list of iogical values or expressions
given as X. Y, Z below) and return a value of TRUE or FALSE as
:efined above. In practice each expression or vailue is tested to
se ifitis -1 or Q. If it is -1 it is taken as TRUE, if it is O it is taken as
*ALSE.

Jate and Time functions

nere a 'date” is calied for or returned by a function it is an
«pression of a particular date as a single number made up as
clows - ddmm.yyyy. The dd part is 1 or 2 digits that specify the
ate (1..31), the mm part must always be given or read as two digits
:ving the number of the month (1..12). For months 1..9 it is 01..09.
e yyyy part is the year and is atways four digits.
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Alphabetic list of built in functions

ABS()
The absolute value of X is returned. It is defined as the numerical
value of X with a positive sign.

ABS(~-2.345) = 2.345
ABS (2.345) = 2.345

ACOS(Y)
ASIN(Y)
ATAN(Y)
These functions determine the angles in degrees whose cosine, sing
or tangent respectively is given by Y. The result is given in the range
-90 degs to 90 degs.

ACOSR(Y)
ASINR(Y)

ATANR(Y) :
These functions determine the angles in radians whose cosine, sine
or fangent respectively is given by Y. The result is given in the range
-Pl/2 to P1/2.

ANDC(X, Y, Z)
X, Y. Z are in turn checked for truth. If they are all TRUE then the
function returns a value of TRUE (-1). :

AND (TRUE, TRUE, TRUE) = TRUE
AND (TRUE, FALSE, TRUE) = FALSE

AVERAGE(lish
The average of the non blank values in the list Is calculated.

AVERAGE(3,4,5) = 4

BLEEP
Sefs off a bleep. Use it as an audible signal. Can be useful to
indicate that a recaleulation is complete. Arrange for it o have the
highest order of calculation number by including areference to the
last result calculated in the cell that contains BLEEP.
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For example:
B9, BLEEP

CHOOSE(N, list)

The nearest integer value to Nis found and the Nth item in the fist
is returned.

CHCOSE(3, 5,6,7,8,9) =7

COMB(N., )
The number of ways of combining R items from a total of N is
calculated.

COME (B, 3) = 56

COS(0

COSR(X)

2eturns the cosine of X where X is in degrees for COS and in radians
for COSR.

CoS (45) = 0.707106781186548

COUNT(fish) )
The list is checked for the number of values that are not bilank.

COUNT(2,3,4,B5) = 3 call B5 is blank.

CRD(column, line) _

Can be used in some functions where a co-ordinate is expected.
The column must, however, be expressed in @ numericat form (A=t1,
7=26 etc.). This function is useful in filing up tables from DO
terations.

SET(CRD(3,7), 10} saets cell C7 to the value 10

DATE
etumns the date in the form of a single number, for example

312.1987 - being the 3rd December 1987
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DATEAFTER(date, days)
Gives the date that will be the number of days specified after ’rhe
input date. Be careful to put months 1 to 9 as Ot to 09.

DATEAFTER (1308.1992, 50) = 210.1992
50 days after 13th August 1992 is 2nd October 1992

DAY i
Gets the current day of the month from the Notebook’s internal

clock. The result will be a number between 1 and 31.

DAYOFWK(date)
Returns the day of week as o number. Saturday has a value U

Sunday 1. Monday 2 etc.
DAYOFWK (1308.1992) = 5 = Thursday

3 if date is 904.1963

DAYOFWK (DATE) .
Tuesday Sth April 1963 "
1
¥

DAYOFYR(date) :
Returns the number of days between January 1st and the giveny
date. In this case, the date does not need to include a year but
remember that leap years include an exira day.

DAYOFYR(904) = 99 Oth of April is 99th day of the year

DAYSAPART{date ], date2)
Gives the number of days between any two specified dates.

DAYSAPART (904.1993, 2512.1993) = 260

DEC(X) ' §
Returns the value of X minus 1. This is also intended for DO-WHILE
iterations, primarily to act as a counter. This is @ command function
that will change the value held in the cell specified.

INIT(B1,10), DO(Al...A4), DEC(Bl), WHILE(B1>0)
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DELAY(n)

Does nothing until n seconds have elapsed. It may be a cell
reference or a value. For practical reasons make it a cell reference
with a value 0 until you actually want to run you application.

DO(range)

Allows subroutines, looping and iteration on the specified range. If
iteration or looping is required the line will need to be terminated
with a WHILE function.

DPART(X)

Takes the value of the decimal part of X, that is the part after the
decimal point. Be wamed that this function loses one significant
figure for each figure that was previously before the decimal point.
if you get unexpected results consider this.

0.78
-0.45

DPART (5.78)
DPART (-3.45)

e
Gives the exponential constant e - the base of natural logarithms.

e=2,7182818284905

ERROR

a8 special function that if encountered in a calculation will bring up
amessage that an error has been called from that cell. Usually used
n a check that values entered are in a permissible range.

IF (Al1=0), THEN(ERROR), ELSE{3/Al)
prevents an attempt to divide by ¢

EXPC)
taises the constant e to the power in the bracket following. A

check is made to ensure that the exponent is not too great. This
sives the natural antiHdogarithm. Natural logarithms are calculated
sing LNQ.

EXP(3.14159265358979) = 23.1406926327793
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FACT(X) )
Works out the factorial of X. if Xis not an integer it is rounded up or
down to the next nearest integer before the factorial is calculated.

FACT(5.2) = 5%4*3#%2%] = 120

FALSE
Takes a value of FALSE (0). This may be used in logical expressions.

GROW(value, percentage)
Will increase a value by a percentage. The percentage can be
negative.

GROW (300, 5§) = 315

HOUR 1
Uses the Notebook’s internal clock to give the current hour as o
number between 0 and 23.

IF(logic expn, THEN(expr 1), ELSE(expr 2)
This group is used to build decision making into the worksheet. The
logical expression is analysed and if TRUE, THEN expression 1is used
to get the value for the cell. If the logical expression is FALSE then
the ELSE expression 2 is used instead. The expressions themselves
can be further IF.. sequences building up extremely complex
decision making sequences.

IN(porf) : _ :
Reads an 8 bit port given by the number or cell reference “porf’.
Only included for compatibility with other versions of the Cracker

spreadsheet. Its use on the Notebook should be avoided at all cost.

INC(X)
Returns the value of X plus 1. It is general purpose but is mainty
included for convenience in creating loops. it is a command
function that will update the value held in the cell specified.

INC({2.345) = 3.345
INC(A3) will add one to whatever is held in A3 and them

write it back.
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INIT(crd, vah) N
Wwill initiclise a cell within a specified value. The cell containing this
function will have a low recalculation number. The function is used
for setting up loops and iterations. It is very similar to the SET function
except that it is guaranteed a low recaiculation number.

INIT{B7, 10) will set cell B7 to contain the valua 10.

INT()
Takes the value of the integer part of X, that is the part before the
decimal point, with the sign retained.

NOTE: this definition may not be the same ot that to which you are
used if you are familiar with some computer languages such as
BASIC. The function NINTQ behaves more like you might expect.

INT(5.78) =5
INT(-3.45) = -3

INTERP(N. range)

Compares N with each value in the range fo find the fwo values
between which N lies. The two values from the adjacent line or
column (to the right or below) are then inferpolated to give fhe
dnal value. The interpolation is done by taking the proportionate
distance that N lies between the first two values and applying it 10
*he adjacent values.

LNCO

Jetermines the natural logarithm to the base e of the value in
srackets. The routine will check for negative or zero arguments
«~hich are not allowable.

tN(10) = 2.30258509299405 and EXP(2.302585...) = 10

LOG10{X)
Setermines the logarithm to the base 10 of the value in brackets.
0G10(1234) = 3.09131515969722 (and 1073.09131... = 1234)

b s @l Tu SaedAR [ aAT
PR -

b T
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LOOKUP(N, range)

N is compared with each value in the range to find the first one it
is greater than. The value from the adjacent line or column (below
or fo the right) is then returned.

MAINTITLE(cra)
A graphics function explained in the description of the Trace
command and Tutorial XV. .

L 4

MAX({jisT)
The #ist is scanned and the maximum non blank vaiue returned.

MAX (2, 7, 3) =

MIN(lisD
The minimum non blank value in the fist is returned.

MIN(2, 7, 3) = 2
4
3
MINUTE

Reads the Notebook's clock and returns the current minute as a
number between 0 and 59.

MONTH
Reads the Notebook's clock and returns the curren‘r month as a

number between 1 and 12, ,

NINT(X)

The nearest integer value to X'is found
NINT(2.23) = 2

NINT(5.67) = 6

NINT(-3.45) = =3

NOT(X)

The truth of X is checked and the opposite is returned as the
function value. If the value of X is TRUE then FALSE (0) is returned. ¥
the value is FALSE then TRUE(-1} is returned.

NOT (TRUE) = FALSE NOT {3>5) = TRUE
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NPV(%, lish e
Calculates the present value of the cash flow list using the discount
% as specified. See tutorial for example.

OR(X, Y. 2) '
X, Y. Z. are in turn checked for truth. If any of them are TRUE then
the function returns a value of TRUE (-1)

OR(TRUE, FALSE, FALSE} = TRUE one item is TRUE
OR{FALSE, 35, 7) = FALSE as none is TRUE

OUT(port, value) _ :

Outputs a value given by a number or cell reference to the port
given by a number or cell reference. This should not be confused
with the OUT command which sends characters specifically to the
printer.

NOTE: This function Is only included for compatibility with other
versions of the Cracker spreadsheet. Its use on the Notebook is 10
be avoided at all costs as it will almost certainly crash the computer
and the only recourse will be to switch on holding down the
Fenetienfed gngt ™) keys. All data in the Notebook will then be lost.

PERM(N. R
fFinds the number of ways of permuting R items from a fotal of N.

PERM(5, 3) = 60

Pl
Retumns the value of the constant Pl - the ratio of a circle’s
circumference to its diometer.

PI = 3.14159265358979

POS(X)
Sives the value of the argument if it is positive. If it is negative then

« returns @ value of 0.

POS(2.345) = 2.345
POS(-2.345) = 0
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RND S A
An infeger random number between O and 127 is found. This
number is taken from the Z80 refresh counter. A new value is
returned each time the function is recalculated.

RND = 23 .
RND = 120 \
RND = 3 4t

-
ROUND(X) ]

Takes the value of X rounded to two decimal places. It is of use in
financial calculations to avoid cumulative errors caused by
including fractions of a penny {cent etc.). The rounded value is not
just displayed:; it is also the value stored in the infernal memory.

ROUND (1357.5679) = 1357.57

+4
SECOND ' B |
The Notebook's clock is read and the curren‘r second is re‘furned a
a number between 0 and 59. :

o

SET(crd, value)
Wil set a cell o a particular value. The cell must initially be eit
blank or a constant. A formuia will not be over-written. This
command function is usually used with the DO function fo fill up a
table with values.

SIMPRULE(step, range)
Works out the numerical infegration of the range by Simpson'’s rulei
The first parameter is the sfep length. Range holds the values f

integration. The range must be an odd number of values
consecutively. The latter parts of the range can be blank and these
will be ignored. This makes flexibility in seffing up worksheets
possible. An example is included in the tutorial.

SINCX)
Determine the sine of angle X, where X is in degrees.

SIN(45) = 0.707106781186548



SINRCO v g
Colculate the sine of angle X, where X is in radians.

SINR(PI/4) = 0.707106781186548

SQRT(X
Determines the square root of X.

SQORT(2) = 1.4142135623731

STDEV(/ish)
Looks through the fist and works out the standard deviation.

SUBTITLE{cra)
A graphics function explalned in the description of the Trace
command and in Tutorial XV,

SUM({ish
Will add up the non blank values in a list and will return the total.

SUM(2, 3, 4) =
SUM(-3, 4, 5, Ad) = 4 if cell Ad contain -2

SUMIF(crd], crd2..crd3)

This is  conditional adding up funcﬂon Only Those tems in the
range crd?...crd3 will be included that correspond to a cell entry
in the column specified by crd! and are on the same line.

A B
1 123.45
2 MARKER 23.45
3 245.56
4 MARKER 45.67

SUMIF(Al, Bl...B4) gives 69.12
SUM(Bl...B4) gives 438.13

NOTE: crd] can point to any cell in the column but must not point
-5 a cell with a text entry in it or you will get an error message.
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TAN(X)
Determine the tangent of angle X, where X is in degrees. X-90 or

-90 will give an error as the result is infinite.

TANR(X)
Calculate the tangent of angle X, where X is in radians. X=P1/2 ot

X=-P1/2 will give an error as the result is infinite,

TIME
Reads the Notebook's clock and returns the time in the form of a
single number, for example 1503.23 being 3 minutes and 23 seconds
past 3 in the afternoon.

TIMELABEL{crd...cra)
A graphics function exptomed in The descripﬁon of the Trc:ca
command and Tutorial XV.

TIMELAPSE _
Returns the elapsed fime since the ZEROTIME function was las:

operative. This is in seconds.

TRUE
Returns a value of TRUE, that is -1. May be used in log

eXpressions.

TYPEPLOT(Crch)
A graphics function explained in the description of the Trace

command and Tutorial XV.

VAL(column, line)
Gives the numerical value of the cell specified by the two
parameters. The co-ordinates are defined in the same way as for

the CRD function.
VAL(8, 3) = 7 if cell H3 contains T
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VAR(Jisf
Looks through the list and works out the variance. The variance is
the standard deviation squared.

WHILE(exp)

Must be used together with a DO function. The expression must be
logical and if TRUE the line will be recalculated from the start of the
DO on that line. If FALSE the WHILE will do nothing.

XLABEL(crd...crad), or XLABEL(crd, crd, crd, elc.)

XMAXIMUM(crd)

XMINIMUM((crc

XTIMLE(crd)

XVALUE(N, crd...crd)

These are graphics functions explained in the description of the
Trace command and Tutorial XV.

YEAR '
Reads the Notebook’s clock and gives the current year as a four
digit number.

YMAXIMUM({crd)

YMINIMUM(cra)

YTITLE{crO)

YVALUE(n. crdcrd)

These are graphics functions explained in the description of the
Trace command and Tutorial XV.

ZEROTIME
Jesets the elapsed time counter. Probably best included in an IF
THEN, ELSE entry and used with TIMELAPSE.
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Text entry

If you use the . command and the column was created with @
default format set at Text, or use the F_J-Format command and
choose a Text format, or use the Global Format form of entry with
the » command, then you will be set up for entering text. A marker
will be put on the edit line to show the current column width, but
you are free to over-write this with a longer entry. The marker just
shows how much of the entry will display in the cell with its current

width seffing.

The prompt Enter characters will come up. Any number or
character may be inserted and if a mistake is made the ) key
may be used to go back and correct errors. If the entry has been
completed and you want 1o move o an adjacent cell and insert
information there, then you can use the arrow keys instead of the
(2] key. This does, of course, mean fhat you cannot move back
and forth along the line you are entering using the arrow keys. If
you notice an error towards the start of the line finish entry and then
use the Edit command to make the necessary amendments.
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Complete command reference

[~} - Automatic calculation command
i

Automatic catculation on/off

Automatic
calculation
Om / Off

o

Autornatic calculation, or perhaps it should be called automatic
recalculation, is the feature by which as you entfer any new data
or formulae, or replace existing data by something new, the
Notebook spreadsheet automatically updates the displayed
worksheet in order to fully reflect these changes.

When you first start automatic calculation is switched on. You can
turn off the automatic calculation by typing an [* ] followed by (),
similarly, a second entry of () followed by (=] will tum it on again.

As you get more experienced with the program you will probably
find it useful to switch off the calculation process while entfering
iong or complex formulae or perhaps large tables of data. The few
seconds taken up each fime to calculate and display the results
can slow down the overall entry process.

When you switch on the automatic calculation again a full
-ecalculation will immediately be carried out. If you wish to leave
‘he automatic calculation off permanently then you can use the
I - Force recalculation command to force @ recalculation at any
-“me you would like it

automatic calculation proceeds as you type when you are
antering new data or formulae. This is an important part of the
Notebook spreadsheet’s error catching features. As soon as a
~alculation or command has been entered that the spreadsheet
-annot deal with the calculation will stop and you will know exactly
~here the mistake lies.
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The only exception to the above rule is when you are using the Edit
command to make small changes to existing entries. [n this case
calculation is suppressed until the editing session is completed or
you would find that as soon s you delete a certain part of a
formula it is probable that an error would be found. The Notebook
spreadsheet therefore automatically furns off the calculation untit
the editing is finished, at which fime a full update of the sheet is
made.

New users of the sheet may find it preferable to avoid using the EDIT
function and simply delete and re-enter any formulae that you wish
to change. You are then assured of the benefits of error checking
and the command line prompts.
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- Blank command

!?

Al Eniry, Block, Lins, Column, 0-9

Blank
EII] 4 0-8 o9
~ 2 &8
o o erd...erd |
all - Entry Block Line Colurnn
|:Jljj - - J_ﬂ Lt}
Yes, No .
Confirm
A =) o |
Whole sheet  No action Current ceil entry Block of cells berween One or more lines  One or mare columns
15 blanked is blanked coordinate | (top left} and are blanked are blanked

coordinate {bottom right)
are Planked

Blank removes the specified entries from memory but does not
offect the structure of the worksheet. Blanked entries cannot be
refrieved so if in doubt you should fist copy the unaltered
worksheet to a MEM file before starfing on complex
-egrrangements,

3efore the blanking is carried out the program will check whether
any of the items to be blanked are referred to elsewhere in the
~orksheet. If cross-references are found the command will stop and
~arn you. You may then choose to blank the cell even though
‘here is a reference to it. The formula that refers to the cell that is
dlanked will then assume that the cell now contains zero and line
of question marks will appear in the blanked cell to show that
another cell relies on its value.
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- Copy command

?

Fibe. AN, Entry, Block, Lins, Colmn. 08
Lopy

|

l l L {DI-D) (L8]

ot I
| oul I ord..on o | | oo o oul

] iy bk e soasmn

et (1] T cocrHnate 1 [ coandeabd '+ a-il =N n-alfj
Fiba, Prien. gl lab | [ Ervd, L, iowen, L, Flght, merr, s, of | ’ “Up. Oown, Lat, Right, artows, Jump. . ¥rim. Prict all e

Denstinamon

Dastingtion

|F..‘."-FILENH‘_EKTJ| |Pm‘( J| Hﬂl.m.w]nq)ld [ ‘ - ) | e

ot [ - [
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L

Sekacied wes o copesd Sclavued wen o copeed Sebracteal arca is et L Lhe Bdowemen] brys nurt the ol carar and
i the: aamed fike s the primer primicz Land <01 10 Fabsed Formad I L ecand area s cophed 19 it wheom
(a6 et

The COPY command is used to transfer copies of sections of the
warksheet or entire files to other locations, other files or the printer.
There are restrictions with just what can be transferred 1o where buk
even so this is a most useful command.

Copying within the worksheet

You have three options. Firstly you can make a single copy of an
entry, line, or column to somewhere else in the sheet. Secondly you
can copy severdl lines or columns in a single command 1o a new
areq. Thirdly you can copy one entry, line or column several times.

When you type [* ] to start the copy command you can then type
a number followed by (¢ ] or [* 5) 1o say how many lines or colu
you would ke to copy.

if you are just copying a single line, column or entry, you may
type a number 1o say how many copies of it you would like.

Generally when making a copy you will be asked if you want
adjust the references. This means that if you are copying a line, o
references to other locations on that line will be changed to the
destination line. This preserves the sense of the calculations al
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a line. The same applies to adjusting references down a column
and, by extension, in a block.

If the formulae do not appear to be adjusted as you would wish
you may be trying to copy something so that the copied items are
all at an offset to some other item. In this instance follow the offset
cell reference in the formuta with a quote, 7. This is often known
as a ‘lagged"’ variable or a ‘relative reference’. For example. a
formula may be:

Al’ +1

Copying to a printer

Copy also performs the role of a Print command and can be used
to produce hard copy of specified data from the sheet, ranging
from a single entry, lines, columns, blocks and the entire sheet. The
printout of course reproduces the data as shown in the current
display format and using current column widths etc,

Copying formulae to the printer

It is often useful to be abie to print out a copy of the rules or
formulae that underlie the worksheet dcy. To do this you must
make the formula “visible’ by using the -eXchange command.
Next adjust the column widths, using (=™ ], so that they can be
seen fully and finally copy the area in which you are interested 1o
the printer.

Areas larger than the displayed screen can, of course, be printed.

When printing out lorge worksheets you may offen wish to fit as
much Information as possible on each sheet of paper. 1t is possible
to switch to condensed print, if your printer is capable of it, by using
the OUT command to send the appropriate codes. This is discussed
in Tutorial X,

Preparing mail labels

This command will prepare prinfed mait labels. The addresses will
Jsudlly be on asingle line in the worksheet so you will have to insert
~arkers where you require each new line to begin. This is done by
nserting an extra column at the end of each address line which is
jiven a format of Carriage Return. Remember to put in a carriage
-eturn column at the end of the address. You will get confused
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results if you leave it out. You will need to adjust the column widths
to correctly align the addresses onto the tops of the labels. A more
detailed explanation is given in the tutorial guide.

Copying from files into the sheet

If you are already working on a sheet and then select the Copvy File
command to load in an existing sheet it may be put into any
specified blank area of the worksheet or be placed as an addition
af the end of the sheet. This command allows very flexible file
merging.

The file to be read may either be in the format of a .MEM file or be
a .DAT, .DIF or .TXT file. The program will check that the area to
which the file is to be copied is vacant and is large enough fo hold
the data and if not you will just see the message Not enough
space. Each file will be first read to determine its sfructure and then
read for a second time 1o extract the data itself.

Each filename extension signifies to the Notebook spreadsheet that
it should expect a certain type of information that is hetd in a
certain form. The rules are as follows:

DIF format files are often used by graph plotting programs and
many other spreadsheet programs can read and write data in the
DIF format. However, only numerical values are saved/loaded in this
way. The formulae used fo create the results are not saved in this
format of file. If you are trying to read DIF format files from another
program you may need to rename. the file to have the .DIF
extension beccuse the Notebook spreadsheet will not otherwise
recognise it even though it has the correct format. Numbers will
come in formatted to be General and text to be Text Left Justified.

To bring in data from a word processor or screen editor a file must
have a TXT extension. The Notebook spreadsheet can read both
normal ASCI text files and most Document files created by word
processors. These are converted to normal text files as they are
read in. (Document files differ from standard text in that they
contain certain, nomally invisible, control codes that are used by
the word processor to include bold/italic etc. and to ensure that
the right hand edge lines up eftc.)

The data text should be laid out in fabular form. It is possible to bring
in the numbers as values that the spreadsheet can use in



calculations. The requirements are that you set up the column
widths so that each column in the worksheet coincides with one
column on the incoming file. The way to visualise the operation is
to picture the text coming in as being laid directly on the top of
the worksheet as it currently is. Wherever it lands the spreadsheet
will try to interpret it sensibly. Remember that the column divider will
count as a space.

You must also set the defoult formats for the columns to be suitable
for the incoming file. Be careful that stray items of text in a number
column cannot be sensibly calculated and so will stop the
operation (without harm). To get round this problem try starting with
all the defauit formats set to Text Left and check that everything
looks suitable. if necessary delete items that would cause d
problem. Then copy the loaded file back out to another TIXT file.
(of course if there are no problem cells then there is no need to
create a second .TXT file, you can just reload the first one). Blank
Al and set the default formats to the final form using the (. ]
command and finally read in the second .TXT file. It's easier than it
will seem on reading this.

Files with the extension of DAT are expected to contain just
numbers. The files can be created with a word processor or other
editor (including document files) or as the result of formatted
output from a program written in BASIC or FORTRAN.

Files with the extension of MEM are intended purely for use from
within the Notebook spreadsheet itself. They contain all the
information for the program to be able to exactly reproduce the
layout and display of the saved file. This is the normal type of file
you use to save and load sheets on a day to day basis. You don’t
have to put the *.MEM” on the end of a name. It is added for you
automatically if you don’t use one of the other three extensions.

Copying to files

You can use the Copy command to copy the contents of the
spreadsheet display to a file in memory. You can choose to save it
as a .MEM file if it is to be reloaded into the spreadsheet.
Alternatively, you can save to TXT, DAT or DIF files for use in other
orograms on different computers.

There are two types of Text file that can be read by other programs.
The first with the extension .DAT will only copy numbers as they
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appear on the screen to the file. The second with the extenston .TXT
will copy both numbers and also any text, fities and headings. as
laid out on the screen. Both will copy any part of the worksheet. if
you arrange your .DAT file correctly before saving you should be
able to read it from a BASIC program if you want to do further
processing.

Status lines and column dividers are not saved in such files.

To copy to a file for reading by other spreadsheets or graphics
packages just give your file the extension .DIF for Data Interchange
Format. Do your copying in the normal way and the program will
make whatever adjustments necessary.

Cross reference checking K

A section of the sheet cannot be deleted or blanked If there aré
other parts of the sheet which depend upon values that are about
to be deleted. Similarly, if a section of memory is to be writfen to @
MEM file, it must not make references outside its own area. That
section must be able to stand on its own so that filed sections to
be merged in do not interfere with the running of the worksheet, In
this way the dynamic error checking Is maintained at all times. If
you have trouble in erasing by line or column, go back to the Blank
Entry command sequence and remove the entries one by one in
the reverse order of their calculation numbers.



(] - Edit command

EIT

Edit

Edit contents
of current cell

Enfering the edit mode

You can edit the contents of any occupied cell. While editing. the
automatic calculation feature wili be switched off, so you may
make errors in what you are typing without being warned. However,
on completion of the editing a full recalculation will be carried out,
You will then be warned of any errors, which is in direct contrast to
what happens when you insert an expression for the first fime. You
may find it easier 1o overwrite expression entries rather than edit
them, although no real harm can be done either way.

i an error is found when the recalculation is attempted the part
that is in error will be displayed. At this point you may press = )
to re-edit the line. You can correct the line at this stage by using
the key to remove characters. Then make inserfions that are
necessary and finish off with a (<.

The Edit command is entered by typing (5] followed by (=] after
which the contents of the current cursor cell will be displayed on
the edit line and the cue will be located at the start of the line.

You can use the 5= and (=) keys to move along the line. The two
Jelete keys can be used to delete characters fo the left of, or
Jnder the cue. Pressing will exit from the Edit mode and the
smended line will be placed into the relevant worksheet cell. If )
s pressed while editing. any changes are lost and the original cell
-ontents are left unchanged.



- Exchange command
o
eXchange rules/results

dlﬂ

The display is switched
between showing the results of
the calculations and the formulae
that lead 10 those results
The eXchange command is entered by typing an *_J followed by
al=]. The effect of this command is to change the display in the
cells from the numerical results to the rules or formulae from which
they are calculated. It will usually be necessary to change the
column width with the New Width command sequence. Go back
to display of the answets by typing ] once more.

Together with the formulae each expression cell is displayed with
its order of calculation number in angle brackets followed by its
formula. If (1) is pressed after the display has changed, the free
memory figure will alsc change to show the amount of index table
space that remains. When *_Jis used to switch back to the normad
display, the free memory figure will, once again, show how much
space remains for cell data.




- Format command o v en e mae

F
|

Formal In be

Tt

' P T T : TY 9 .
[ | | | — [cwr ] [rans?] L] [srsmse”] ] [ ]

You use the [F_J - Format command when you want to start typing
data into a cell but first want to specify a special format for the cell
rather than accept any of the default formats. Before you are
asked to enter the data you will be asked what format you would
like to give the data in this cell.

when entering data there are three types of format that could be
applied. The first is the default column format (the one you gave
when the column was first inserted). If you started the sheet using
the Mo)-Make sheet option then ali columns have a default column
format of fype General. If you start enfering data by pressing .
then the data you enter wili be given this default column format.

The second format that may be used is the Global format. Any data
you enter will be given this format if the entry is started by using
either the { or the " command {* may be used in place of ).

Actually there are two global formats, one for text and one for
expressions and numeric values. Cn start-up the text one is set to
Text Left Justified and the value/expression one is set to General,
You can change these formats to a variety of options using the New
Global command.

The third format that a piece of data may have is that given by
using the [ . - Format command.

The various formats that may be applied to a piece of data have
~o effect on the way an entry is stored in memory. only on the way
* is displayed.



Once specified the format wilt stay with an entry even if moved «
copied to a new position. This is because it Is a piece of data that
has a format and not a cell location.

Internally, the numbers are stored in a binary floating point format.
It is not important to understand the details of the internal floating
point number merely to know thot it will ensure accurate
calculations with up to 15 significant figures. Generally you would
not want to display ali the available accuracy so the program
dllows you to define just how many decimal places you want to
show.

If you do not really know how many decimal places you can ask
the spreadsheet for the vague format definition called Generat
Format. It will display the number in a similar fashion to that of
scientific pocket calculators. Thus if the number fits into the space
availabie in its entirety then it will be shown in full. If it is too large
or too small then it is converted info the Exponent form (see below).
This format will make sure that whatever the result of a calculation
the result will be displayable.

The maximurm number of decimal places is 38. 15 significant figures
is the most that can be enftered or displayed but internal
calculations are done to 16 ¢or 17 significant figures.

Format types

The format options you have available when entering a value or
expression into a cell can each be set to any one of a selection of
Format Types detailed below. When specifying a cell format you
can choose any of these options, the Global or Default Column
formats can be assigned fypes using the New Global format
command seguence.

Carr
CARRIAGE RETURN, this can only be used as the Default column
format when you choose to insert a new column or change its
format with the ND command. It should only be used with a blank
column, usually of width 1 character. Ifs purpose is to put in
intermediate end of line markers in mailing list and database
applications. It has no other use. It is not possible to enter data into
cells that have default Carriage return format.



+Dec -
DECIMAL, the # defines the number of decimal places that will b
displayed.

- A
format 5D, mamory 123.456789, display 123.45679
format 2D, memory 123.456789, display 123.46

FEXP

EXPONENT, the # defines the number of significant figures to be
displayed in the decimal part. The exponent form is sometime:
called scientific notation. it consists of a decimal number followec
by the power of 10 by which it must be multiplied fo give the actua
number. This power is called the Exponent. A lefter 'E" separates the
number from the exponent.

====—c=p-—=====
format 5E, memory 123.4567, display 0.12346E+03
format 3E, memory 0.001234, display 0.123E-02

#Fin : .
FINANCE, this outputs all values in balance sheet format layout. The
# represents the number of places shiffed you want the results. Thi
s the same as saying the number of times you want the numbel
dividing by 10 before displaying it. With this facility you can display
your answer in thousands (3F) or miflions (6F). Cormmas are addec
every third place in the usual way of presenting financial output
Negative vailues are enclosed in brackets.

Fe=—=R=——o==
format OF, memory 12345.678, display 12,345.68

format 0F, memory -12345.678, display {12, 345.68)
format 3F, memory 12345.678, display 12.3
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Gen .
GENERAL, this is a general purpose format that will display the value
as simply as possible and as nearly in the way that it might be
displayed on pencil and paper calculations. Unnecessary zeroes
will be removed and if the number is too large or smalll it will convert
to exponent format, The format bears some resemblance to that
used on scienftific calcutators,

. ———
format G, memory 123.0, display 123
format G, memory 0.123, display 0.123

format G, 0.000000123456, display 0.123456E-06

Int
INTEGER, the value is displayed to the nearest whole number.

format I, memory 567.89, display 568

™=t
TEXT LEFT JUSTIFIED, is for alphanumeric entries. The memory
contents will be displayed left justified in the ceil.

k

a
Cule

Em———— ——— }.
format TL, memory ‘TEST’, display TEST ;

TxiR
TEXT RMGHT JUSTIFIED, iIs for alphanumeric entries. The memory
contents will be displayed right justified in the cell. If the cell &
smaller than the entry the display will be filled as if it was going to
be left justified.

: )
format TR, memory ‘TEST’, display TEST
format TR, memory ‘THIS IS A TEST', display THIS IS A T



Head -
HEADING, is for alphanumeric (text) entries. The memory content:
will be displayed in their entirety even if the column is not as wide
as the entry. This format can therefore be used for titles when the
column width is, at different times, fiable to be varied. Adjacent
entries will not be displayed if the heading over-rides them.

=m=A=== =——RH——==

format H, memory ‘THIS IS A TITLE’',
display THIS IS A TITLE

Plot

PLOT. will fill up a cell with asterisks to the nearest integer value o
the stored number. This is used to provide a very simple histograr
representation of data.

P
format P, memory 5.556, display - ***#**x

Overflow:

If there is insufficient space to display a numerical value then the
cell will be filed with asterlsks to avoid misleading you with
incomplete figures. The same does not occur with text entries (c.f
als¢ headings).

format 4D, memory 1234.56789, display ****xx¥



- Getcommand | o
G) | /
|

/string/
Get

<characterstext to find<character>

The cell cursor
is moved 1o the
first occurence of
the searched for text
The Get cormmand is used to search from the current cell location
1o the end of the worksheet for a particular string. The string is
delineated on the edit line by @ single printable character which
must not be a letter or numeral. When this delineater or marker is
next encountered on the line the string you are typing is assumed
to be complete. This system is adopted to give you flexibility over
which characters actually are included in the string.

The string length may be up to 30 characters not including the:
delineators. Only the text or expression as it appears on the
contents line is searched. You cannot search for displayed values
that appear as the result of manipulation by the current formats.
The search proceeds across each column and then down a line
and so on.

If repeated searching is to be used then after initiclly setting up
string it is merely necessary to follow the G command with the same
two delineators as used before, The string that was previously used
will be re-displayed and form the basis of the following search.
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(o) - Insert command &

.

Line, Column, 0-9

Insert
(0-9)
L 3 [+
ot 09, «
line(s) columnis)
AN
| |
09, 08,4
, width With width
(o-gi ()] o-glf—'j
I
End, Up, Down, Left, Right, arrows, Jump,
Destination
Fur colurn insertion you arc These optiens allow the destination to be selected
now asked for the default column - when E] is pressed the new line(s) are
format - see the [f ] command for inserted at the current cursor position or the
more details bottom of the sheet if End was selected.

The Insert command is used to increase the size of the worksheel
The sheet does not initially exist but you can either press (Ms] to maks
a blank sheet of fixed size and type. Or, if you choose to use the
[nsert command to create your sheet you must start by defining ¢
least one column. Once a column is inserted you can insert lines
You can insert several columns or lines at a time.

You are asked for a destination so the spreadsheet knows where i
the sheet you wish the new lines or columns ’r[o:go. The first lines ca
only be inserted in front of the cursor (press l=1) or after the cursc
(press (E ] for End). As the defined sheet builds in size the availabls
options increase.

The options “Up. Down, Left, Right" and *arrows” in the destinatio
orompt just mean that you can press (V<[ 1 =) or ™ ) or use th
cursor keys to move the cursor. When you press the line/colum
will be inserted above or to the left of the cursor. You can also ust
a jump destination to move the cursor to the position where yo
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would like the insertion to take place. See the Jump command’
description for more details.

If you are inserting one or more columns you will then be asked to
specify a default format for the columns. See the descripticn of the
Format command for more details.

Increasing the size of the sheet does not use up any of your
available memory. this only happens when data Is entered.

1o .
[

ceMnotsh st o Coay A ad e
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- Jump command

i
yf

T

erd, Begin, End, Up, Down, Laft, Right

Jump to
endl- ‘ [:D -4] %- Ell_l_l
Cursor jui Cnrmr;urnps Cummjnmps g (‘urw,ur Jumps Cursor jumps to Cursor jumps to
to the specified  to the bodtom tothelopofthe 10 the boroem of the [eft end of the the right end of the
coondinae right cetl Ieft ce]l curend column the cumment column  current line current line
Equuivalent keys: e 155} 3 &2 [l il A

The Jump command is used to move the cursor directly to the cell
you specify or edge of the worksheet. The crd prompt refers to the
co-ordinate cell reference to which you want to go. The other
prompts refer 1o the extremities of the worksheet. So D Jump
Right means take the cursor across all the columns to the right hand
side of the worksheet. This command can be used both as a
primary command and in answer tc the request for destination.

0. X ] will go fo the top left of a sheet.

ZL)F J will go to the bottom right of a sheet.

will go to the top of the current column.
] wilt go to the bottom of the current column.
2. 5) will go to the start of the current line.

Z3F ) will go to the end of the current iine.
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Loading afile be

The Notebook spreadsheet does not have a separate Load
command. This is achieved using the Copy File command. See the
description of the Copy command for more details.

S#goo o aribwoes C el DO
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- Move command

T

Entry, Block, Line, Colurnn, 0-9

T3 WOH - [*::f}

Copy
rl .."?"‘ : (0-9) (OJ];)
« crd...crd o o
entry block line(s) columnis)

= coordinate %] coordinate?

:

End, Up, Down, Left, Right, arrows, Jump, «

Destination

T

Movement keys move the cell cursor and
then the selected area is copied 1o it when

is pressed

The Move command transfers a section of memory o a new
destination. Unlike Copy. the original celi locations are blanked and
all references to the transferred area, and within the block itself, will

be automatically adjusted to the new location.

The same options are available as with the Copy command.

If several lines or columns are being moved an Internal check is
made that the destination specified will provide sufficient room.
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- New command e 0 v

T

Default, Global, Format, Width

T + -

. .i'-f;i‘.:'_i 09,4
‘i New width of column

&T =)
""" Formats are now set using Column containg cell
menus similar to the [F_] cursor is changed to display
command. with the new width

The New command defines a change of either width of a cotumn,
format of an occupied cell, default column format or Global
format. A new format can only be a change between compatible
types for example a change cannot be made between a Text and
a Finance format. This is because one is character information and
the other is numerical information. A change in default column
format will only affect future entries that do not have their format
explicitly defined. No change will be made fo existing entries.
Please also study the FORMAT command reference.

New Default format will change the default format for blank cells
in the current column. (it over-rides the format that was set when

the column was first inserted).

New Global changes the global format accessed when you start
entry with » or {. If you set a text format this changes the global
text format and if you set a numeric format this changes the global
numeric format.

New Format is used to change the format of a plece of existing
data. This cannot be used on a blank ceil.

New Width will change the displayed width of a column.
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- Out command D pe - [x

E’F o i Predt

char, -

Out

characters to srﬂd to printer

: After selecting the
] characters you type until
! you press 1] will be

- sent directly to the

printer

The OUT command is the way you output control commands to
your printer. You can set up your printer for special features such as
condensed print or different character font or a different colour if
you have it availabte, The affects you can achieve on your printer
are completely dependent on the features that it supports. The
spreadsheet just send the codes that you type to the printer. It does
not try to understand the effect they might have.

All characters including control codes are valid and so you cannot
use the key to backspace. If you make a mistake finish off that
entry with a ’{j and start it again. You can abandon an Out
command by pressing 7. To produce the “Esc” character that
many printers use to access their specific features press ) T,
Finish off each entry with a (<), Your characters will be echoed on
the screen, control codes will be preceded by a A. You will find the
printer commands in your printer manuatk.

The printer command you will often want to send to your printer Is
the one to switch it to condensed print (17 characters per inch). If
your printer is Epson compatible the code to do this is character
code 15, ¢-J+0). You would send this by typing Le EJ+(%e; []

If you use a laser printer and pages aren’t fed out immediately after
printing then this may be because it requires g “form feed”
character to be sent to it. Type B followed by £ 17 s) (tfogethern)
ond finally (=], On dot matrix printers you can type (°s) then type
(together) to repeatedly feed one line through the printer
for alignment. Press (=] or 9 to finish.
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- Pariition command  brommos 0 - 7

[ i | Wert, Horlz ‘Warl, Horiz Vart, Horiz, o
arrwant heorizomally I |mmy |a\ma‘|mhl\‘l J urpChwomesd | |:d I
| | | ]
05 (1] a2 z
varticaly
LI_._‘:
. Screes e sl vizoscally Scrti i split vertieally The scrolling of deta ko versicalty The scrolling of dete i Both horizomtal and
a the chioecn poinl ol Ot Chiwietrs pesiad nepursicd wandows is conmccted hevizootaily scparset windows vertical i
19 connecied or broken T

The screen may be partitioned either vertically or horizontally to
give 1,2, or 4 available windows and the movements of the cursor
locations within these windows may be defined as synchronised or
unsynchronised for both the horizontal and vertical partition.
Synchronising means that movements in one window wilt be
matched by equivalent movements in the other. Without it the
inactive window will be unchanging.

The horizontal partition location can be specified by taking a
number from the grid that will be displayed on the screen. The
vertical partition is similarly defined. Partitions may be removed by
the PE partition end command sequence.

To jump the cursor from one window to another the slash
commands are used. () will jump left to right and vice versa and
the £ will jump up and down between windows.
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Prinﬁng"a worksheet

The Notebook spreadsheet does not have o separate Print
command. Printing is achieved using the Copy command to copy
part or ail of the sheet to a printer. See the description of the Copy
command for more details.

A special destination "Mail label” can also be used to print address
labels, See the tutorial for a worked example of this.

et 4
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() - Quit command do s g et @

Pressing at the spreadsheet's miain menu is W some as
selecting the (°_J - Quit command. |

The Quit command clears the screen and makes a retumn to the
previous screen of the Notebook, where you can choose to start
new, list stored or print a worksheet. A copy of your current
worksheet is always saved in a file RESTARTMEM. However, you
should get into the habit of using the Copy command fo save your
work to a file you name yourself because RESTARTMEM is
overwritten next time you leave the spreadsheet,

When you next use the spreadsheet you can select the Restart
command to load the existing RESTART.MEM file back in and
continue on from where you were kast working.



Saving a file R S s nohoR- .
The Notebook spreadsheet does not have a separate Save

command. This is achieved using the Copy All to File command.
See the description of the Copy command for more details.
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(2 - Sort command . etpgs

crd...crd o

Sort lines using range:

coordinate1 () cooqdinate?

Inc, Dec
Increasing or decreasing

E]TE]

The selected range of lines are
sorted into increasing or decreasing
order

The SORT command allows sortting of lines using any specified port
of any particuiar column as the list of items to be sorted. The sort
may be by increasing or decreasing values and may be carried out
on both numerical values and characters. You should avoid sorting
where you have mixed formulae and constants in any column over
the range or you may get very confusing results.

Note that mixing of text and numerical values in the sort should be
avoided as this will give indeterminate results. Capital letters and
lower case lefters are taken to be of equal value. With text sorfs
numbers come after letters foliowed by blanks, punctuation marks
and finally control codes. All punctuation is taken to be of equal
value. Remember that any numbers that are entered as text
characters can sort in unpredictable ways, for exampie "8" will sort
as a higher value than "24".

If text or blank entries are within the specified numeric range. or
vice versa, they will tend to sort to one or other end of the range.



Y

- Trace graph command

Screen, Printer
Trace graph to
J Normal, High quality
. Screen Printer
29%Y NG "_[J LI[]
Cibdbewes o o o
Normal quality High quality
SPACE BAR to retum - use arrows - WAIT Printing - WAIT
Graph is drawn on screen. Use armow Graph is printed on 2n
keys to switch betwezn small and large Epson compatible printer.
image and move up and down, Press Press the [+ key o abandon
the Space Bar o return 1o using the printing
spreadsheet

The Graphics features of the Notebook spreadsheet work by using
a set of special functions to point to cells containing the data to
pe plotted and the text for the labels.

Note that where crd is specified in these functions you must enter
a reference to a cell co-ordinate. You can’t use numerical or
expression equivalents except where stated.

The Trace command requires a lot of memory to prepare the image
to be output and may not be available if there is not much memory
left in your Notebook, You could fransfer some documents
/ spreadsheet files to disk or another computer and then delete
them to make more space. Alternatively, you could use a PCMCIA
memory card to make more space available.

when you use the Trace graph command you can have the output
drawn on the screen or sent to an Epson compatible printer. When
-he output is drawn on screen it is initially drawn so that the whole
shart fits on the screen. You can switch between this and a
-agnified view using the =) and (2] keys. In the magnified view
ou can use the FT) and [T keys to scroil up and down.
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When you output o a printer you get a choice of Normal or High
Density. The former is quicker but not as detailed as the second
option. (These two options use either the ESC K or ESC L sequences
supported by most Epson compatible graphics printers).

When you start a Trace command the current spreadsheet is saved
in the file called RESTART.MEM and then the spreadsheet draws the
image in its own workspace before finally showing this on the
display (or outputting to the printer). This operation takes some
time. The rotating line shows that the spreadsheet is still working on
the picture.

Once the picture is displayed on the sCreen you can press
Spacebar to reload the spreadsheet data and continue working
onit,

The following Is a list of the functions used for building graphs.
Tutorial XV explains their use in more deftail.

TYPEFLOT (crd)

MAINTITLE (crd)

SUBTITLE (crd) ]

TIMELAREL (crd...crd)

XLABEL (crd...crd), or XLABEL(crd, crd, crd, ete.)
XMAXIMUM ( crd)

XMINIMUM ( crd)

XTITLE {crd)

XVALUE(n, crd...crd)

YMAXIMUM  crd}

YMINIMUM{crd)

YTITLE { crd)

YVALUE (n, crd...crd} : . 5

oy

Remember that the above are functions with arguments and as
such must be entered into cells that have a numerical format even
if they refer o some tfextual data such as a label. The ceil that
contains the label itself must of course be set to a text format.

If any errors are encountered while using the graphics an erros
message will be given and a return will be made to the

spreadshest.
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Limits of the graphiés commands a2 i - 1Y

max length MAINTITLE 24 chars
SUBTITLE 35
YTITLE 25 : ‘]
XTITLE 25 }
TIMELABEL 16
XLABEL 24
number of TIMELABELs 32
XLABELs 9 (no. of lines) possible on one chart
YVALUEs 9
XVALUEs 9

It you use lengths longer than specified above they will be
truncated or ignored.

_

if you do any EDITING of the plotting instructions or make any
changes that do not force a recalculation, you may end up with
an error message or values that does not seem to be true. This is
most likely if you are using direct values rather than references to

cell co-otdinates,

The surest way to handle plotfting functions that do not contaln cell'
references is to overwrite them rather than edit them.

The instructions for plotting are worked out whenever a
recalculation is done so if no recalculation has occurred the latest
instructions may not have been properly determined. If you get
such an efror message just use the 1 force recalculation command
and try the plot again.



(). Vertycommand -~ !

T

. Recalculate, Check for problems

T Y

N o
Reacalkulate Check for problems
L
b3l
A full recalculation Worksheet structure is Y
including constants analysed and any problems "
is performed found are corrected o

The VERIFY command is used to cause a full recalculation including
the constants within your worksheet. That is in contrast fo the
command which only recalculates expressions. Normailly force a
recalculation with the 1 command. The Verify command is only
normally used when you have brought some data into the
spreadsheet from a .TXT, .DIF or .DAT file.

If you ask for "Verify Check for problems” then the structure of the
worksheet will be analysed to look for inconsistencies and if any are
found an attempt will be made to fix them. This is a sofely
precaution to ensure as much as possible that you are never left
with an unworkable spreadsheet.
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- Which files command: ~ “=alght T~ [
- |

o
Which files available

T
I I._ _____ _ _ — Demonstration files
E arc added to the list
Utiities « Erase, Rename, Fetch demos [? A iatde. files
I T
T
[‘5 er ['.F
FILENAME EXT FILENAME.EXT.J
Erase Rename
filenarme.gxt (=] ﬂlename[exl )
FILENAME.EXT o
as
|
filenamelext (3]

The Which files command is used to look at files associated with the
Notebook spreadsheet and also to give the basic file handting
operations you may want, They include erasing files, renaming files
and fetching the built-in demonstration files. This allows the demos
to be accessed without returning to the opening screen of the
spreadsheet.

The files in the Notebooks memory will be read and all the
compatible files, i.e. those that end In .MEM, .DAT, .DIF and JXT will
ne displayed on the screen. After this you will be able to do any of
the file management operations you want to.

f memory becomes full you may be able fo use the Erase function
1o remove some unwanted files from memory o make extra space.
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- Zap (delete) command |
T

All, Entry, Block, Line, Column, 0-8

Zap {delete)
-9 -8
a‘ ¢
‘ol o ord...crd of o o
all- Ertry Biock tine Column
%J o o !
Yes, No ’ '
Confirm
A P ) B L Y}
Whole sheetis  Noaction  Curent cell entry Block of cells betwoen One or more lines  One or more cotumng
deleted and a 15 blanked coordinate] (top lefty and  are deleted are deleted
retum is made to coordinate? (bottom right)
the opening menu are blanked

Zap deletes the specified entries from memory. If the command
refers 1o an entry or a block then the command acts just like the
Blank command. For references to Line, Column, or All then the
size of the worksheet is actually reduced by the command. Deleted
entries CANNOT be retrieved so if in doubt first copy the worksheet
to a file before embarking on complex rearrangements.

Before the deleting is carried out the program will check whether
any of the items to be deleted are referred to elsewhere in the
worksheet. If cross-references are found the command will stop
and ask if you redlly want to biank the referenced items. if the cells
in question remain on the sheet they will be filled with a row of "’
to signal that data is missing.

If you use the Zap All command and cenfirm that you want to
delete everything by typing Y you will be returned to the opening
menu of the spreadsheet as if you were starting from scratch.
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| - Force recaiculation command =~ M- "

The t force recalcuiation command has two main purposes. Thé
first is to cause a caiculation when the Autormatic calculation is off.
It is a minimum recalculation and therefore takes less time than the
Verify and recalculate command.

The second usage is for solving Heralive problems such as
simultaneous equations or other circular reference problems. In
these types of problems there may be two cells which refer to each
other. Initially they cannot both be valid but on repeated
recalculation they will approach frue answers.
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* - Macro command

The * Macro command is initiated by typing on asterisk, *, followed
by a reference to the co-ordinate of the cell in which the Macro is
stored.

The purpose of this command is to call in a predefined set of
commands. Just type the appropriate key presses for your desired
commands into any text format cell. Where you would want to put
a =] use the @ symbol. Where you want to move the cursor use U,
D, L or R fo move it Up, Down, Left or Right.

It is valid to finish a sequence with another Macro command or
even a reference fo the same macro. With a self-repeating
reference you can create macros that go on repeating unfil an
error is found.

This command is ideal for repetitive changes of format down a
whole column for example. The macro NFG@D+*1@ placed In cell
Al will change an occupled cell’s format to general and then
move the cursor down. The *1@ at the end means that it is called
again and so the cell underneath it is changed and so on. This wil
stop when an attempt is made o change an unoccupied or text
cell or if the cursor is moved outside the worksheet.

The Macro can be used to create a loop of direct commands,
which differs from a loop of functions such as you may use in an
expression.




More detail on spreadsheet error messages

A-Z, or 0-9
Only a ietter or numeral may be used at that point.

Ambiguity (see manual)

The order of calculation number can not be resolved without
ambiguity. The expression must be preceded by a reference to the
cell that created the SET( ) to which this cell refers. The solution to
this error is shown in Tutorial XVI - Table filling.

Argument too large
If calculated the EXP( ) of this value would be greater than 1E+38.
EXP will only accept a value up to about 88.

Argument > 1.0
ASIN, ACOS, ASINR, ACOSR can only have orguments between 0
and 1.

Cannot multiple move tharae
There is not sufficient space at your specified destination to move
this group of lines or columns.

Column first
Please insert a first column before you try 1o enter fines.

Comma only
You seem to have confused the layout of this function's argument.

Def function badly set up
The layout of the defined function is wrong.

Division by zero

You are trying to divide by zero which would give infinity. The
Notebook spreadsheet for all its power cannot handle that. This
message may appear if you have blanked some cell entries.

DO( ) -needed with WHILE( )
You cannot use the WHILE( ) function on its own. Part of the job it
does is to seek out the DO( ) on the same line.

E+38 maximum
The maximum exponent that is avallable in the fioating point
numbers used in the Notebook spreadsheet is +38.
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Entry too long
The maximum entry width is the free areq in the middle of the entry
tine. This has a fixed limit of 67 characters, The error message
appears if you try to type beyond this limit. The absolute maximum
a cell can hold is 127 characters when loaded from a file.

ERROR called from <cCrc>
This is an error you yourself have called by using the ERROR( )
function.

FILENAME .EXT not found
The file named cannot be found in memory. Use the (™) for Which
files command to find which files are available. They are dlso listed
when you use the Copy File command.

Function (({({{(5))))) max
You may only nest functions and brackets to § levels.

Logical expression only
The IF¢ ) function must resolve to a value of TRUE, FALSE, -1 or 0.

Missing "({"
You have too many right hand brackets.

Missing ")"
You have too many left hand brackets.

Move curscr
The command you are trying to do does not mcke sense unless you
actually move the cursor.

Must be a constant
You cannot overwrite a formuta with a SET( ) or INIT( ) function.

Must be a letter
A column letter is expected.

Must be "logical™ (-1 or 0)
The required argument at this polnt must resolve to a logical value.
Must be one of +-*/ <>=%{]]), or. g
One of these operators are required.

Must not refar to this cell _
The cell that contains the DO( ) function itself is in the range of ifs
own argument. This is a circular call that cannot be resolved.
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Negative argument
Cannot have a negative argument to a logarithm or square root.

No function "X0O0Xx"
This function you have entered is not one of the built in functions.

No such column
You have made a reference 1o @ column outside the worksheet
area currently defined.

No such line
You have referred to q line outside the worksheet area.

No£ enough memory
There is not enough memory left to read in this file.

Hot enough space
Part of your destination area would be outside the worksheet as
currently defined.

Not found in this range _
The LOOKUP( ) or INTERP( ) first argument was not present or
enclosed by any two values in the list that you have specified.

Not in marked 2zone
You are trying to parfmon outside the area marked by a grid on the
screen.

Number or wvalue missing
With LOOKUP( ), CHOQSE( ) and INTERP( ) none of the ftems in the
ist can be blank.

0dd number of values required
Simpson’s rule works on an odd number of values only.

Oparator at end
You cannot end an expression with an operator.

out of memory

“he memory available for entering data is all gone. Your work to
Jate will not be damaged. Try to split your work and write an
ndependent portion to a file so that you can later consolidate the
-asulfs.

sutside worksheet
‘ou have moved the cell cursor past the edge of the workisheet.
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Refarence outside worksheet o
This cell reference is outside the area of the worksheet as you hc:ve

currently defined it. 4

Result more than 1E+38
You have done a mathematical operaﬂon that gives foo large a
result. This is probably because of an error in one of your constants.

Second "."
You can only have one decimal point in a number.

Separata these operators
You have two operators together. In addition, if you have two
brackets together, i.e. )( then you must separate them with a *, thus

G

Should be one of +-*/ <O=%[]]|), or J
These are the valid operators at this point.

Stack overflow, shorten entry
There are too many pending operations. Cure this by splitting the
expression into two or more cells.

Text reference in an expression
in this expression you have made a cell reference to a text enfry

Text/Value change 2
You are trying to change a formula or constant info a text entry or
vice versa. If you really want to do this, use I ] fo blank the cell

flrst.

The range must increase
Only ranges that extend over at least two columns or lines are realty
ranges. You see this error if the start and end coordinate are the

same. ,

Toe long
The String used by the Get command can only be 30 characters

long at maximum.

Too many chars
Your filename has more than 8§ characters.

Use partition first
You have used one of the siash commands before the partition has
been made on which these commands work.
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worksheet too small. ' '
You will have to expand the worksheet area before YOu can copy
any data in from a file.

Wrong conditional layout
You have confused the layout of this conditional entry.

Wrong range layout
The way you have specified a range is not cormect.

Zero argument
You cannot have a logarithm of 0.

0 9 or L1 . "
A numerc:l is expected at this point (the start of an exponent)

15 sig figs max

The Notebook spreadsheet calculates to 16 or 17 signiflcant figures
but for security always rounds down o 15, You can only give 15
significant figures when entering numbers.

255 lines max
The maximum number of lines in g worksheet is 255.

38 places max
The fioating point number system of the Notebook spreadsheet onity
goes down to E-38.

52 columns max
"he maximum number of columns is 52, they are marked A-Z then
J-Z.

.TXT, .DIF, .DAT or .MEM
Only these file extensions are valld If you are trying to ioad or save
a file.

"and" wrong here
- does not make sense to have ‘end” as the destination here.

{" or "," first
4 range must always be preceded by a bracket or comma. it
-annot be used as part of an expression.

‘§" cannot follow a range
-ou cannot get the current value of a range.



"x" is wrong after a co-ordinate S ana A oW
This character is not a correct following operator. -

"x" ig wrong here
This character is not one of the options you were offered in the

prompt list.

"x* gshould be a numeral
Only a numeral would be valid here.

<p22> is used in <C3> e =g
You have attempted to remove or overwrite an expression that Is
referred to in another expression. If you really don’t mind losing the
contents of the cell type Y. Blank entries will be assumed to contain
zero for calculation purposes.

$% 1 Entry destroyed in calculation
%% 2 Column details corrupted

$% 3 Internal coded format error

%% 4 Entry not found to format

%% 5 Entry not found for calc number
%% 6 Index table corrupted

%% 7 Main storage corrupted

%% 8 Cannot delete index table item
%% O Negative number of index entries

%% 10 Zero length entry

%% 11 Dees not exist

%% 12 Command corrupted

%% 13 Memory corrupted, saved, check copy carefully
$% 14 Opening space for index tabla erroxr

$% 15 Invalid binary number format
%% 16 Number formatting error

%% 17 Number formatting error

%% 18 Number stack corrupted

%% 19 Operator decoding error

%% 20 System aerror

$% 21 Look-ahead buffer corrupted
%% 22 Disk write record error

%% 23 System error

These are system error flags, that signal that a serious eror has
occurred in the working of the program rather than in the entry that
you have typed. All being well you should never see one, however,
they are the long stops in the event of system bugs. If you get one




please note the exact circumstances of how it occurred and Inform
your supplier. As a general rule your work will not be damaged even
If you find such a bug. The Notebook spreadsheet will automatically
check that your work has not been damaged. If it has then it will
be filed automatically. Just press the [~ key in the usual way and
you will be able to camry on.
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Appendix 1 T -ﬂ-*efaqqA

Table of characters available in the Notebook

The following table shows the characters that can be used in the
Notebook. The character numbers can be used when writing BASIC
programs. All characters, apart from 7, 8,9,10, 12, 13 and 255, are
avallable in the wordprocessor, diary, address book, etc.

§ Ll'l-i I U R T I E L L B P L U P ]
e N 1

g m ol |[m|epa o[22 w|D|cs|vaje B |w|C
@0 1

8 Q || i |4 L] E S Ci 0| ™R

N ! =1 ol = = 1 1

2 O A g | |F = =S | IF I |aF Gl

b =] 1

2 M |E (| — | | |[F|Fle|7F|=F A" |m |rF
§ <£: Gi=ja| sl |m|on|-2]L |F || |+ |¥ |&
E cl\ wlewio|oloa|c |30 |08 (W |6 |u %
g ]

o o0

16 32 48 64 B0 9% 112

0
1
2
3
4
5
6
-7
8 |o
-9
A |8
-B
-C
-D
-E
-F

10
11
12
13
14
15
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Appendix 2

Summary of Word processor Editing Commands

Block, Copy

Block, Delete

Block, Move

Block, Mark

Centre line

Clear biock markers
Control codes, insert
Control codes, show/hide
Convert to upper case
Convert to lower case

Copy default ruter
(first active ruler)

Copy previous ruler but one
Delete all text in document
Delete one word back
Delete one word forwards
Delete line

Delete to start of line
Delete to end of line

Find text

Find next occurence

Find previous occurrence

Find and Replace

[Function) 4 5.
[Function} 4 pd
[Forction] + [
[Function) 4 {45
B+ (2
B + (o)

-3+ JGbucelpqgsort)

|Functi0nl +
+

+

+
30

il
&

+
[Functio 4 [>-]
)+
) +f3
-3+ B
B + o)
B3 + B3
[Funeted 4 ]
B 4+ G
t3 + &0
[Funoron] 4 (G
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Finish what you are doing

Go to specified Line,
Poge or Column

Hyphen, non-break
Hyphen, soft

Insert date

Insert line

Insert on/off __
Insert page break

Insert special character

Insert time

Justification on/off

Line drawing on/off

Line drawing. double

Line drawing, select character
Macro, use a

Markers, insert or go to

Move back 6 lines

Move forward 6 lines

Move block

Move to start of marked block
Move to end of marked block
Move 1o end of line

Move to start of line

Move to start of next Ilne.

+ e o

“ . T I

+[E ) wn. Pn, Cn)

.+@

)+ ()
9+ ]
-9+ (o)
3+ E)
£ +

+
highlight symbol then press

Y
)+
++m
B+ J+C)
++ﬁ
+ (user defined key)
(Qto9?LRjor)
Ed + G
3 4+ 1)
[Function] 4 (C..]
{fa
D
B + &
B + (=3

: A..')B’id"ﬂ()ﬁ

A

ST LTHVE

o !‘fﬂ\((f A0l

PN

LR
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Move to end of document
Move to start of document
Move to last position

Move to next tab

Move one page back
Move one page forward
Move back one paragraph
Move forward one paragraph
Move back one word
Move forward one word
Multiple markers, insert

Multiple markers, go to

Non-break hyphen
Non-breck space

Program mode - absolute line/
character number display.

Ruler line, Show

Ruler line, switch to default
Ruler line, copy previous
Soft hyphen

Space, Insert

Space, non-break

Spaces, show/hide

Spell check document

Spell check from cursor

7 .

¢ (6 forwards
back)

- 4 Mad 2
+ (" <spacebar>
3+ C_J+

-+ I )
)+ B)
- + ()
g 4+ (F
o R
B + B <spacebar>
t + CIE
- + B

o I AT
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spell check word 3463 - 3qqA

Status line, on/off
Swap (franspose) +F) - ¢plgeid
two characters : e e
Tabs and returns, show/hide +
Undo last block/line +Ed
delete operation
Word count . +]J
word wrap on/off o + ]
gfa
£ia
3w o2’ ol
BicY oTaR




Appendix K

Display of Macro definitions

When the display macros command is used you will see the various
£ keys that have been assigned. Any characters in the tabie
shown in Appendix 1 will appear normally but in addition to this you
may see numbers contained within A characters. There is a humber
for each possible functlon In the word processor. The following is a
list of those numbers and what they mean together with the key
combingation that is used to achieve the function.

Number Keys used Description
512 . Set or go to marker
513 s ol Swap adjocent characters
515 Centre line
-
516 Default ruler
517 Delete to end of line
518 Format paragraph
519 Go to column, line or page
521 I insert line
522 Justify on/off
523 Clear block markers
524 Go to last position
525 - Move block
Funetion| T ar
526 Non break character
528 A Line/Character number display
529 Spell check single word
530 )| Insert previous ruler line
531 Spell check from cursor
533 e &P Undelete block
534 Various view options
535 Word wrap on/off
536 Enter control code
538 Set block marker
[Funetion)(§ o]
539 Move to start of document
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541
545
639
7122
723
724
727
728
729
730
731
732
733
736
737
739
740
741
742
743
744
746
747
748
752
753
754
755
756
7587
758
769
762
763
764
774
776
77
"88
89

-F u r.\ction

f—J<spacebar>
)

@

[T]

=

(s
(=5
CEs
-frﬂ

Convert to lower case TR
Move to end of document
Delete forwards

Delete backwards
Delete all text

Delete word backwards
Delete to start of line

Go to next marker

Go to previous marker
Previous find

Back one paragraph
Forwards one paragraph
Back one page

Forward one page

Find next

Insert on/off

Soft hyphen

Move to next tab

Delete word right

Delete line

Convert o upper case
Delete block

Copy block

insert space

Move to start of next tine
Cursor up

Cursor down

Cursor left

Cursor right

Scroll up one line

Scroll down one line
Move word left

Move word right

Move to start of line
Move fo end of line
Back out one level
Record macro

Line drawing mode on/off
Select line drawing character
Current date

Current time

o :I'I- g
A
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834
835
837
841
843
848
849
851
852
853
@15
19
922
931
932
933
Q38
239
240
242
Q73
974
983
284
985
Q87

991

E ‘ﬂhiﬁ
)

|runct|()ni
[_Lmr-non"’ ’
|Functm nl-

insert bold code

Insert condensed code
Insert elite code

Insert italic code

Insert enlarged code
Insert proportional code _
Insert quality code X
Insert subscript code '
Insert superscript code

Insert underline code

Choose character .
Print block T
Remove word from user dictionary -
Display user dictionary

Word Count

Count words in block

Non break hyphen

Non brecak space

Insert multiple marker

Function key pressed

View codes on/off

Status line on/off

Disptay macros

Create header

Create focter

Print 1o screen

Insert page break

Format text

e R
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Serial Terminal - VI52 emulator

When you cre using the serial ferminal program buitt into the
Notebook it emulates a DEC VT52 type of terminal. If the computer
to which you are connected can send VT52 codes these will be
acted upon by the serial terminal program. The V152 codes that
the terminal program will respond to ¢r send are:

ESC A
ESC B
ESC C
ESC D

ESC H
ESC Yic
ESC K

ESC J

ESC

ESC Z

ESC 7
ESC 8

moves the cursor up one line, stopping at the top
margin.

moves the cursor down one line, stopping at the
bottom margin.

moves the cursor one column 1o the right, stopping
at the right margin.

moves the cursor one column 1o the left, stopping at
the right margin.

maoves the cursor to the home position. _
moves the cursor 1o the specified line and column.

erase all characters from the current cursor position
to the end of the current line.

erase all characters from the current cursor position
to the end of the screen.

move the cursor up one line, scrolling the screen if
the cursor is at the top margin. The new top line is
filled with spaces.

on receiving this code the Notebook will send back
ESC / Z to identify it as a VTI52 compatibie ferminal.

saves the current cursor position.

returns t¢ the previously saved cursor position.
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The following ASCIl characters are treated in @ special way by the )
serial ferminal program:

NUL O ~ ignored.

ENEG 5 transmits answerback message - "Amstrad NC200",

BEL 7 generates bell tone.

BS 8 moves the cursor left one character; if the cursor is
at the left margin, character is ignored.

HT ¢ moves the cursor to the next tab stop, or to the right
margin if there are no more tab stops. '

LF 10 . moves the cursor down one line, scrolling the screen

-~ if the cursor is at the bottom margin.

VT 11 processed as LF.

FF 12 processed as LF.

CR 13 moves the cursor to the left margin on the current -

line (also performs LF if "Add linefeed" option is seh).

DC1 17 processed as XON, causing the terminal to continue
fransmitting characters.

DC3 19 processed as XOFF, causing the terminal to stop
transmitting characters except XON or XOFF.

ESC 27 begins on 'escape” sequence os descibed in the
table on the previous page.

Most keys on the keyboard will send their standard ASCIl code
when pressed. The cursor control keys will be changed fo their
respective V152 "escape” sequences. The Notebook specific keys
will not transmit any characters. The (-] key will either send CR or
CR, LF depending on the setting of 'Add linefeed".

The PF1 to PF4 codes generated by a standard V152 terminal can
be typed by holding down F~=> and pressing (.6 J, 5 J or 5.
These send the coresponding "escape’ sequences - ESC P, ESC Q,
ESC R or ESC S.

The terminal will always check the state of the CTS signal on the
RS232 port before transmitting a character. If the signal is in the
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“hold® state, the terminal will not tfransmit the character. If the
terminal is prevented from transmitting characters for long enough
it’s own output buffer becomes full. In this case it will refuse to
accept any further characters to tfransmit and will display ¢
‘communications failure' message.

The terminal maintains the RTS signal in the "active® state provided
it is able to store characters in its own internal buffer. If the buffer
becomes full it will put the RTS line into the *hold” state until it can
accept a character,

Both fhe internal buffers for fransmit and receive are 256 bytes long.

The XON/XOFF software flow control protocol works as follows: If the
terminal receives an XOFF character the ferminal will stop
transmission of any characters except XON/XOFF within cne
character of receiving the XOFF,

If the terminal then receives the XON character it will continue
fransmission of all characters.

When the internal receive buffer becomes two thirds full (ot 170
characters} it will send an XOFF character. If characters continue
to build up within the buffer a further XOFF character will be sent
when the buffer holds 200 characters. if characters continue to
build up within the bufferan XOFF character will be sent for every
character received after 240,

When the internal buffer becomes oe third full (at 85 charqacters)
the terminal will send an XON character if an XCFF had previously
been sent.

The hardware handshaking (CTS/RTS) will always have priority when
determining the transmission of characters.



Licence Agreement

This software is supplied strictly subject to the Licence terms and conditions printed
below. If you do agree to comply with all the terms of the Licence, then by loading,
entering. utllising, running. listihg or otherwise manipulating the software in any way,
you are deemed to accept the full terms of the conditions of the Licence.

1.4 Software Licence Agreement

Amstrad Software licence agreement for all software described in this manual, '

VERY IMPORTANT

Armstrad provides the Software and the Program described in this manual or in other
documents strictly subject to the terms and conditions of this Licence Agreement.

By entering, utllising. running. listing, copying or otherwise rmanipulating the Progrom,
manual or other documentation other than for the purpose of erasure or dastruction
as set out below you agree to be bound by all the terms and conditions of this

Licence Agreement.

If you do not agree to be bound by any one or mors of the terms ond conditions of
this Licence Agreement you must destroy the Software Package, manual and
decuments and erase the Program and Software from the disk. tape, hard disk or
ather medla on or in which it is incorporated or embedded.

Definitions

1. tachine means the single Notebook on which you use the Software,

2 Soffware means the set of programs, documentation and related materials
described in and supplied with the Notebook.

3. Program is a part of the Soffware and means the instructions, codes, messoges or
other information contalned in the Notebook.

4. Amstrad means AMSTRAD PLC. 169 Kings Road, Brentwood, Essex, CM14 4EF.

5, Licensee means the purchaser,

Licence
Amstrad grants a non-exclusive Soffware Licence to Licensee to:
1. Use the supphed Program on a single Machine.

2, Where copy protection is not incorporated. copy the Program into any
machine-readabie or printed form for backup or modification purposes In support
of Licensee’s use of the Program on a single Machine. Licensee may make only
one (1) copy of the Program for such purposes. Copying of documentation and
other printed materials is prohibited. Disassembly, reverse compilation and
reverse engineering of the Program or Software is prohibited.

Terms

1. Software supplied by Amsirad is copyright protected. Licensee agrees to uphoid
these copyrights.
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2, This Licence Agreemsnt anters Into effect at the fime you enter, use, run; i Sopy
or otherwise monipulate the Program. and is effective until terminated.

3. licensee may terminate this Licence Agreement at any time by destroying the
Software together with all copies. The benefit derived by Licensee from the
licence will ferminate automatically if the terms of this Agreement are viclated
and Amstrad may demand the retumn of the Software immediately. Any such
termination shall be without prejudice to any accrued rights of the parties.

4. This Licence is persanal to Licensee and may not be asslgned to any other person,
persons or Company.

5. The right to lend, hire, rent, sell. or otherwise transfer the Software in part or in
whole is not granted to Licensee.

6. Licensee may not use, copy. modify, or fransfer the Software or documents, or
any copy, modification or merged portion, in whole or in part. except as exprassly
provided for in this Licence Agreement.

7. The Program cannot be transferred via any medig other than that on which it is
supplied. Kt cannot therefore be fransfered via such medic  as
telecommunication lines.

8. licensee agrees to take all possible steps to protect the Soffware from
unauthorised use, reproduction or distribution.

Umited Warranty

THE SOFTWARE IS PROVIDED AND LICENSED ON AN AS IS BASIS. EXCEPT AS IS HEREIN
EXPRESSLY STATED, AMSTRAD MAKES NG REPRESENTATION, GIVES NO WARRANTY AND
ACCEPTS NG CONDITION OF ANY KIND WHATSOEVER EITHER EXPRESS OR IMPLIED,
INCLUDING, BUT NOT LUMITED TO THE IMPLIED WARRANTIES AND CONDMONS OF
MERCHANTABILITY AND FITNESS FOR PURPOSE (SPECIFIC OR GENERAL.

AMSTRAD DOES NOT WARRANT THAT THE FUNCTIONS CONTAINED IN THE SOFTWARE
WILL MEET LICENSEE 'S REQUIREMENTS OR THAT THE OPERATION OF THE PROGRAM WILL
BE UNINTERRUPTED OR ERROR FREE.

AMSTRAD DOES NOT RECOMMEND USE OF THE SOFTWARE FOR LIFE CRITICAL
FUNCTIONS OR FOR ANY APPLICATIONS WHERE A SOFTWARE ERROR MAY CAUSE
FINANCIAL LOSS. DAMAGE OR EXPENSE.

However, Amstrad gives a limited warranty that the media on which the Prograrn is
embedded and supplied by Amstrad, to be free from defects in materials and
workmanship under normal use for a period of ninety (90) days from the date of
receipt by, of of delivery fo, Licensee as evidenced by a dated copy of Licencee's
proof of purchase receipt, In the event that the media are found to be so defective
within the sald period, Amstrad will replace them free of charge. if they are returned
postage prepaid.

amstrad will also. AT ITS DISCRETION, by moedification or alteration endeavour to
remedy any Program erors, attributable to Amstrad, which are provable and
demonstrable, and reported to Amstrad in writing within the aforesaid peried.
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Limitations

UNDER NO CIRCUMSTANCES WILL AMSTRAD, THE AUTHOR, OR THE MANUFACTURER,
DEVELOPER OR SUPPLIER OF THE LICENSED SOFTWARE BE LIABLE FOR ANY
CONSEQUENTIAL, INCIDENTAL, INDIRECT, SPECIAL OR EXEMPLARY DAMAGES OR
OTHER ECONOMIC OR PHYSICAL LOSS, EVEN IF AMSTRAD QR SUCH OTHER PARTY(IES)
HAS/HAVE BEEN ADVISED QF THE POSSIBILITY OF SUCH DAMAGES AND LOSS. UNDER
NG CIRCUMSTANCES WILL LIABILITY EXCEED THE PURCHASE PRICE OF THE SOFTWARE,

Governing Law

This agreement shall be construed, interpreted and governed In accordance with
the Laws of England.

General

If any of the above provisions thereof are invalld or unigwful under any applicdble
Law they are to that extent only deemed omitted.

SOME STATES DO NOT ALLOW EXCLUSICN OF IMPLIED WARRANTIES AND CONDITIONS
OR LIMITATIONS OF LIABILITY, IN SUCH CIRCUMSTANCES THE ABOVE EXCLUSICONS AND
LIMITATIONS MAY NOT APPLY TO LICENSEE. THIS WARRANTY GIVES THE LICENSEE
CERTAIN LEGAL RIGHTS BUT LICENSEE MAY ALSC HAVE OTHER LEGAL RIGHTS WHICH
VARY FROM STATE TO STATE.

169 Kings Road
BRENTWCOD
Essex

CM14 4EF

©1992, 1993 Amstrad plc. All rights reserved.




Troubleshobﬂng SR

If you have difficulties when using your Notebook there is o good
possibility that your question may be answered in the following list
of common gquestions and answers, many of these are based on
calls received about the NC100 and NC150 Notepad computers.

I switch on but nothing shows on the screen.

- Check that batteries are installed.

- Adjust the brightness {(contrast) control.

- If using batteries disconnect AC Adaptor from Notebook.

- If using mains power check AC adaptor is connected properly.

The Notebook switches itself off when I'm not looking.
This is a normal feature, designed to help conserve your batteries,
you can adjust the time delay before power off

I have set a password but torgotten it, what do | do?

You must delete the current password and secret information. Refer
to “If you forget your password” in the user guide. If you've used
the password to operate the complete “lock” then the whole
machine must be reset as described in "Hard reset” below.

| think my Notebook is running out of memory, what do | do?
Copy some of your old documents to disk then delete them from
memaory.

Is there anything | can do to increase the memory?
Standard JEIDA/PCMCIA Memory Cards will expand the Memory
by up fo TMB

Where can | buy memory cards?
Merory cards in slzes from 64KB up to TMB are available from the
following address (telephone credit card orders can be made):

Amstrad Spares Dept.

169 Kings Road

BRENTWOOD

CM14 4EG Tel: 0277 209509

Can | use a monlior or TV with the Notebook?
No, this is not possible.



somelimes when I'm lyping a document or worksheel, I
disappears and other things appear on the screen.

You have accidentally invoked a command, possibly by pressing
(et jnstead of &1 or £, Press C‘ﬂ or FereuorPF7 1o
return to what you were doing. In the spreadsheet select the Restart
option to continue where you left off..

| can't print £ signs on my printer
1) Make sure you have set the Notebook for the correct sort of

Printer (F==*>7(" 5 then E:o)

2) Make sure your printer and Notebook are set fo use the same
character set before you print. The IBM set will give you the largest
range of characters (possibly including box symbols), however you
may not get italic characters printed. The Epson set may limit the
range of characters but should always enable italics.

| can’t get italics to print
Some printers (such as the original Canon BJ10e) simply don’t
support printing in italics.

If you are sure that your printer can print italics read the above
answer about printing £ slgns.

How do | run a macro?
Just hold down and press the letter key that you assigned the
macro 1o.

How do | reset the macros?

You can only redefine each macro indlvidually back to the value
shown in the table in the Macro chapter. You can use the soft reset
method (described below in “When dll eise fails!™) to reset all the
macros in a single operation but all Notebook settings will also be
sat back to their factory default.

How can you adjust line spacing on a printout?
There are two ways fo do this. While editing a document press

Feetod(%,) to access the layout menu then set the bottom
Line spacing option to /2. 1, 11/2. 2, 2'/2 or 3. This will affect all

documents that you write from now on. If you just want a single
document to have an unusual line spacing put a ">LS" code at the
start of the document (see the chapter on Stored Commands).




How do | get page numbers printed? IR
Automatic page numbers can only be used in headers and footers.
Where you put a % symbol in a header/footer it will be filled in with
the page number when the document is printed. Headers/footers
can be inserted manually with a >HE or >FC code or use the create
options in the word processor menu (press [=:i] while editing).

How do | turn off right justification so that the right margin of the
text isn’t always straight?

For a single document just press S ) ress again to switch it on.
If you have the status line showing E%fﬁ) the letters RT show
when it is on. To disable it for new documents, use the configure
menu =5 ) and set the Right Justify option to Of£.

How do | print selected pages?
At the list of documents to print press and use the start at..
and End at.. options to select the pages to print.

How do | get back deleted files?

You simply cannot. Once a file is deleted it is gone for good. If you
think you may lose something because of this always copy your
complete list of documents to a floppy disk before deleting any.

How do | store the Address Book on a memory card?

Put in the card, switch on, press F-97I(> ] to switch to the address
book then immedictely press . At that moment the address book
is written on the card.

How do | change the printed page length

To change all subsequent documents press =3 2] while editing
and change the Page length enfry. If you just want to change it
for a single document put a >PL stored command atf the top of the
document (see section on Stored Commands).

How do | print multiple copies?
Put an >Nc stored command in your document followed by the
number to be printed (see section on Stored Commands).

Can | use an Amstrad PCW printer?

Apart from the Canon BJ10 prinfer supplied with some PCws it is not
possible to directly connect a PCW printer to the Notebook
because, uniike most printers, the PCW printer has ifs "intelligent
electronics' inside the main PCW unit. You could, however, transfer
documents to the PCW and then print them either from LocoScript
(import ASCII files) or use the CP/M version of Profext.
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How can | easily transfer documents fo on Amsirad PCW?
By far the simplest way to do this is to use the "Lapcat”™ cable and
soffware that is available from Arnor You may also need a
setial/Centronics interface to connect to the PCW.

How do | get condensed printing?

Like all styles in the word processor you can put in a code 1o switch
on condensed printing by pressing (-] (°_ in the editor and select
the ¢ - Condensed (or any othen option. Put in a second code to
switch back to normal. For this to work your printer must, obviously,
support condensed printing and you must have set the correct
Printer option in the Print Options menu.

How do | change the margins?

Margins are changed using ruter lines. A lefter L is used to show the
position of an indented Left margin and a letfer R is used to set the
Right margin. See the section on “Aligning text using Ruler Lines”.

How do | indent a paragraph?

Use a rdler line with an L showing where the left margin of the
subseguent paragraph should be. Switch back to the previous
margins after this by pressing E=<">J ] to insert the previous ruler
line. For paragraph numbers move the cursor into the left margin
space, type a number and then (=7 to continue the paragraph.

Can | print the secret information?

No, as a security measure it is not possible 1o print this. You should
consider just entering the infermation as a normal document if you
reaily intend to print it.

What is the size of the “user dictionary” and macros?
The dictionary is 1KB, 1024 characters, which will hold about 150
average length words. There are 256 characters for macros.

What printer lead do | require?

If using the parallel port the lead is exactly the same as used for an
IBM PC compatible printer. Almost all printers are aiready supplied
with such a lead. For serial printers see the diagrams in the section
that describes Sending and Receiving filles.

| get "Mistiake" errors whenever | try to type commands in BASIC
Caps Lock should normally be switched on when using BASIC as alt
commands must be typed in upper case.




The caiculator does not work In the same way as my pocket
calculator

There is no single standard for how a calculator should work, some
pocket calculators do work like this.

What on Earth does ABCEFGIIJMNOPQSTVWXZ ! +-\/>. {’ * mean?
This shows you all the keys you can press at the main menu of the
spreadsheet. Because there are sc many commands, only the first
letter of each is given. As always in the spreadsheet, you can press
[Z:2] to get detailed help on this.

Everytime | press (=J in the Spreadsheet | get the message
“Space full”

Press the space bar then use the Which files command fo list other
sheets in memory. Erase old ones to make space. In the limif you
may have to remove data from the spreadheet to make room.

After printing from the spreadsheet my laser does not feed a page,
what should | do?
Type (°<] then press together, finally press &9 or (=],

| want to enable NLQ printing from within the spreadsheet

This depends on the printer you have - check its manual for details
but, if it is Epson compatible, the code to enable NL&Q is "Esc x 17,
So type [°«) then press L« together (which sends “Esc”). then
press ) then (L), finally press &< or (<],

How do | align the paper in my printer beforlnting a worksheet?
Type [Cs) then hold down [~ and press as many times as
necessary, finally press £+ or (=],

Graphs from the spreadsheet don’t fit on a sheet of A4 paper in my
24 pin printer - what should | do?

This is because the graphic dots printed on a 24 pin printer are
larger than on a 9 pin printer. However, the printout will fit if you start
printing right at the top of the page and use the printers DIP switch
settings to make it ignore the out of paper sensor.

when dll else fails!

f, while using your Notebook, it simply refuses to respond to key
oresses or appears to be behaving in an unexpected way there is
a special key sequence that can be used to reset it. This is known
15 o “soft reset”. This will keep dll your documents, worksheets,
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address book, etc. intact but will set all system settings and men&f _
choices back to their fatory settings.

Soft Reset: If possible, before switching off. finish what you are doing
by pressing [+~ (otherwise your current work in document or
address book will be lost) then hold down Frete} and ) together
and switch the Notebook on. you will hear a high pitched “"beep”
if the reset is successful.

If the machine still refuses to work correctly there is a more powerfut
reset mechanism known as a "hard reset”. However, be warned,
this will erase absolutely everything stored in the Notebook and is
only provide as an absclute last resort when all else has failed,

Hard reset: Switch off the Notebook then hold down the F==te1 |
and 7] keys and switch on, You will hear @ low pitched “beep”
and the machine will be completely reset to exactly the same state
as when you first bought it.

Memory usage in the Notebook

As you create documents and worksheets and make diary and
address book entries there are three areas of memory in which the
Nctebook ¢can store the information you type. These areas are the
Lower Memory, the Upper Memory and the Card Memory - if a
PCMCIA card is fitted.

If you switfch Document sizes and date display oninthe system
settings. menu you will see that each file in the List Stored
Documents screen has an L, U or C beside it showing where it is
stored.

The Notebook has 128K (131,072 bytes) of memory as supplied. It
uses 20,200 bytes of this for its own operation (including 8,192 for
the screen memory). The remainder appears as two separate
areas. The Upper Memory is about 72,704 bytes while the remainder
(38.184 bytes) forms the Lower Memory areq.

Whenever you edit a document it must be loaded into the Lower
Memory while editing, this is why the maximum size of document
you could ever edit is limited to 38K. When you press <3, if there is
sufficient room, it will be stored away in the Upper Memory when
you finish editing. If there is not sufficient room in Upper Memory,
documents will be stored in Lower Memory but this reduces the
amount of free space avdilable for editing new documents,
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If you receive the Memory is full message you should copy tC
disk and then try to delete some old documents, old worksheets Ol
remove old entries from your address book and diary. You car
increase the available memory DY adding G PCMCIA static RAN
card. f you have @ RAM card, then documents will always b
stored on that while there is room and it is wiite enabled. Howeve
when a document on d card is edited it must be loaded Into The
Lower Memory while you work on it so that limits the maximum Siz:
of document you could possibly ever edit to about 38K

when you start BASIC it also fakes G much of the free space i.
Lower Memory ds it can for its own program memory. When Yo
SAVE programs they will be stored on the card (f fitted), then |
Upper Memory (if they will fit) o in Lower Memaory otherwise.

When you start the spreadshest all documents in memory @
reorgonised to see if a full 64K of Upper Memory can be Mac
available (that's what happens when it prints "Preparing memaory’
If 64K in Upper can be made availabie the sprec:dshee’r starts w
the maximum amount of memory available which gives you abc
32.000 bytes to hold data {plus another 12,800 bytes used for C
indices). The spreodshee’r shows you how much memory

availgble on ifs status line. Its ) command can be used 10 3
how much memary is available for index information, press -

see the figure.

It 64K of Upper Memory Is not available when the spreadshee
started it will start with just over 20.000 bytes for data and 8500
index information. if memory is severely limited there will only
about 8000 bytes for data and 4,700 bytes for index informati
In these lost two cases the Trace Graph function cannot be Us

When you have d memory card and run the spreadshee‘r
documents in memaoery (that will fit) are copied to the card.
alrnost chways ensures that the spreadshee’r starts with as much
memory s possibie and ifs graphics functions ca, therefore

used.



Hotline Support

If, on unpacking your Notebook, it will not function at all it should
be returned immediately to your dealer for replacement.

As the Notebook is a very sophisticated item, you may find you
need personal assistance when learning how 1o use it that a user
guide cannot provide; our Hotline Support can provide further

tuition. Dial the Hotline Support on 0891 808181.*
From September to the end of January:

Monday - Friday Q.00 am - 8.00 pm
Saturday 10.00 am - 7.00 pm
Sunday 11.00 am - 5.00 pm

All other times of year:
Monday - Friday .00 am - 5.00 pm

*Because the hofiine is an additional tutorial service the calls are
charged at the Premiumn Rate. At the fime of printing the Premium
Rates are 48 pence per minute at peak times and 36 pence off-peak.

Note: We have analysed many thousands of calls received about
the predecessors of the NC200 Notebook - the NC100 and NC150
Notepads. From this we can see that the same questions re-occur
many times. That information has been used to improve this manual
and the most common questions have been included in the
Troubleshooting section on the previous pages. It is well worth
looking through that list before calling us as there is a strong chance
that your question will be answered there.




The product described in this manuat and products for use'with 1t are subject to
conlinucus development and improvement.

This manudal is provided to you free of charge and is intended only to assist the reader
in the use of the product and the information contained in this manuat and literature
provided with the product is given by AMSTRAD in good faith,

AMSTRAD MAKES NO WARRANTY OF ANY KIND, EITHER EXPRESS OR IMPLIED.
INCLUDING, BUT NOT LIMITED TO, THE IMPLIED WARRANTIES OF MERCHANTABILITY OR
FITNESS FOR A PARTICULAR PURPOSE AND AMSTRAD ACCEPTS NO LABILITY FOR ANY
LOSS OR DAMAGE ARISING FROM THE USE OF ANY INFORMATION PROVIDED OR
OMITTED.

This manugl may include technical inaccuracies or typographical errors, Changes
are periodically made to the information contained herein; these changes will be
incomporated in new editions of the publication. AMSTRAD may make improvernents
and/or changes in the product described in this pubtication af any time but does
not undertake to notify customers of these changes.

The products referred to herein are not designed and should not be used for, orin
connection with, life critical functions or any activity in which an efror or a fault may
result in physical damage or injury to person(s) and AMSTRAD does not authorise such
use.

You must carefully read these instructions and all other literature provided with the
product,

EXCLUSIONS OF CONSEQUENTIAL LOSS

IN ANY EVENT, AMSTRAD ACCEPTS NO LIABILTY FOR ANY CONSEQUENTIAL LOSS OR
DAMAGE ARISING FROM THE USE OF THIS MANUAL OR PRODUCTS USED WITH IT OR
ANY INFORMATION PROVIDED IN OR OMITIED FROM THIS MANUAL INCLUDING, BUT
NOT UMITED TO, ECONOMIC OR FINANCIAL LOSS, DAMAGE TO PERIPHERAL
EQUIPMENT OR PRODUCTS, LOSS OF USE, PRODUCTIVITY CR TIME.

Nothing in this document is intended to exclude or restrict any of the consumer’s
Aghts where to do so would be lllegal.

All comrespondence relating to the product or this manual should
be addressed to:

Department NC200
Amstrad plc

PC Box 1831
BRENTWOOD
CM14 4ER

NC200 1st Edition

91992, 1993 Amstrad plc
All rights reserved
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Nelther the whole nor any part of the information contained herein, nor the products
described in this manual may be adapted or reproduced in any material form
except with the prior written approval of AMSTRAD plc.

The Spelling portion of this product is based on Proximity Linguistic
Technology.

The Proximity/Collins Linguibase :
© 1992 ' 1’
: COLLINS
©1992. 1993 All rights reserved
Proximity Technology. Inc

Project management by Cliff Lawson and Bill Edwards.
BASIC written by Richard Russell

Terminal and disk software written by Ranger Computers Ltd.
Spreadsheet software written by lan W Searle.

All other soffware designed by Alan Sugar. CIiff Lawson and
Arnor Ltd and written by Arnor Lid.

Manual written by Alan Sugar, Cliff Lawson and Sue Maybee
Typeset by Cliff Lawson and Janet Kiddier.

llustrations by Colin Seaman, Steve Hope and Cliff Lawson
Published by AMSTRAD plc

Acomn and Archimedes are frademarks of Acormn Computers Lid . e
Amiga is a registered trademark of Commodore-Amiga Inc

Atari and ST are frademarks of Atori Corp

Cenfronics is a registered trademark of Centrenics Corp

Epson is a frademark of Epson America Inc :
IBM and IBM PC are registered trademarks of Infernational Business Machiné
Corporation

LaserJet is a frademark of Hewlett Packard Corporation

MS-DOS is a registered trademark and Windaws is a trademark of Microsoft Corp.
Protext is a frademark of Arnor Lid

Proximity and Linguibase cre registered trademarks of Proximity Technology Inc
VI52 is a trademark of Digital Equipment Corp

wordPerfect is a tfrademark of WordPerfect Corp.

Wordstar is o trademark of MicroPro International Comp.




LD180 (6/88)
New product guarantee

Congratulations on purchosing a fine AMSTRAD product. To mark our confldence in
your new AMSTRAD product, which has been fully tested and inspected, it comes
with this guarantee: the details of which are set out below. This guarantee is in
addition to, and does not reduce, your minimum statutory rights.

Terms of guarantee

1

Your AMSTRAD product. when properly maintained. sefviced, used and cared for,
should give years of excellent performance. You must carefully read the user
instruction manual and literature supplied with the product as Amstrad plc does
not accept responsibility for any damage or defect caused by rmisuse, abuse.

_ neglect or incorrect operation.

The guarantee is strictly limited as follows:

(@)In the event of any manufacturing defect in materials or workmanship in any
part of your AMSTRAD product (except consumable iterns such as tapes, discs.
flirms. etc.) becoming apparent within 12 months of the date of original
purchase or hire purchase of your new AMSIRAD product. you must return It at
your own risk and cost to the dealer from whom it was purchased, within the
12 month guarantes period.

(b)The decler will repair or replace any defective part covered by this guarantee
free of charge.

(cyWhen the product is repaired. you will be responsible for collecting it at your
own risk and cost.

If maintenance, service work or adjustments are required, ensure that it is
performed by a qudlified engineer to avoid domage that wil not be covered by
this guarantes.

You must keep your original purchase receipt as proof of place. date and type
of purchase. It must be produced when required.

What this guarantee does not cover

5,

Amstrod plc will not compensate you under this guarantee for any loss or damage
caused 1o any Hem or article used with your AMSTRAD product such as (but not
limited to) discs. topes, records or films.

Amstrad ple will not pay financlal compensation under this guarantee in the event
of any defect in or delay in repair of your AMSIRAD product. Amstrad pic’s sole
responsibility s to ensure that any genuine under-guarantee repair is performed
for you.

Large and delicate items

7.

Customers owning large or delicate products which are not easly of safely
transported are advised to purchase on-site setvice contracts from their dealers
at point of sale.

Please complete and refurn the Product Registration Card now to register your guarantee
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Index

Spreadshest entries marked with: ll

*#'(/\%

B commond
|| recap
M !-Force recalculation command
W' command
W # command
recap
B command
B { command
M *-Macro command
M. command
B/ command
[ 12/24 hour time display
W\ command
£1€ signs, printing

e

M A-Auto command

B ABCEFGIIMNC... what does it mean?
B ABS function

[ AC Adaptor, use of

O Accented characters

8l Accuracy of spreadsheet

B ACOS function

B ACOSR function

O Adding entries to Address Book
B Adding lines

M Adding lines/columns

O Address Book

copying toffrom disk
deleting entries

deleting in one go
Editing

finding entries

inserting entry into document
keeping more thaon one
printing

storing on memory card
using

O Address for comespondence

M Address labels

B Adjusting references

W Advanced functions - recap

o o o o o o
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O Alarm function

& adding messages
O canceling

O setting

O only on some days
O Aligning text _
M Alphabetic list of spreadsheet functions
B Ambiguity emor

[ Amstrod PCW

W AND function

M Arguments

B Arithmetlc operators

O Amnor

[J AsCIl character table

O ASCI fike conversion

H ASIN function

H ASINR function

[ Assembler programming
M ~sterisks displayed

W ATAN function

W ATANR function

O Automatic power off

[ Av command

H AVERAGE function

B B-Biank command
O Backlight
setting the options

0l
|
T
2]
a

Alphabetic list of command
Clock program
Differences between other verslons
Error numbers
Example programs
Immediate commands
infroduction
Memory usage
Music program
Operating systern commands
Q5 efror messages
Plotting program
programs, copying to/from disk
Reqction program
Short tutorial
Star commands
Writing programs

Batteries
inserting
type 16 use

Baud rate (serial)

BBC BASIC

o o o o o o o o o o L )

B Ata

41, 80

120
82
361, 401
sae PCW

171. 181
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94

188
206
201

211
196
189
50

197
24
233
199

196
189
231
189

62
141
188




[ Beginners, advice

B Blank command

M BLEEP function

O Blockade

B 'Blocks”. definition

O Blocks in Word Processor

M| deleting

O marking, moving and copying
O saving os separate document
O undeleting

0 unmarking

O BM command

O Boid text

O printing

O sottom margin
[ boxes, drawing
O Browsing the address book
H Building expressions
Hl Business graph types
an example

0-¢C" at top right, what does it mean?
B C-Copy command
O Calculator
] starting to use the
O using
O calencar
[ Caopital letters
change to
[ Caops Lock
M Carriage return format
H Cash flow, simple example
[ CE command
W 'Cell". definftiion
H Cell curser
[ Centring hecders/footers
{ Centring text
O CF command
O Changing case of text
O Character set
M Charts
O Checksum/CRC, ¥XModem
B CHOQSE function
M Circulor references
[ | recap
O Clock, change to 12 hour
O cO command
W Co-ordinates in expresslons
O Codes on/off
8l COMB (Combination) functlon
MW 'Command® functions

HATE R T

NG

as2
249

110
109
109
110
110
155

111

1m
118
106
32

378
338
42

100
398
47
&
712
s0e
100
103
100
316
305
159
248
248

Dicry

116

104,

172
103
439
soe
147

15¢

Graphics

329, 383

362
372
94

16%
379
107
383
334

. 109 - 110



H Command Reference

O Comments in documents

O Conclusion to Section One

O Condensed fext in Word Processor
W Condensed printing from spreadsheet
[ Condensed printing from word processor
8l Conditional functions

[ | racap

M Conditional operators

[J Cenditional printing

[ Configuring the word processor

H Contents line

O Continuous printing

O Copy block

H Copy command

| recap

[ Copying a whole Document

[ Copying back from floppy disks

O Copying to flicppy disks

M Correcting mistakes

] Correspondence address

B COS function

B COSR function

W COUNT function

[ counting words

O Counting words in a document

O CP commaond

W 'The Cracker’

M CRD function

[ fimitations of

B Creating worksheets

L Credits for this work of (iterary genius
B Cross reference checking

O ¢S command

B The "Cue’

O Cursor

O flashing. changing

M| what is it

Ocw command

M DAT files

[ Data bits (serial)

M Database functlons In spreadsheest
[ | recap

O Date tormat

l DATE functicn

M Date functions

O date. insert into document
ODate, setting the

M DATEAFTER function

M DAY function
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312, 401
141

375
94

331, a8l
108, 125
.79
331, 384
364




W DAYOPWK function
B DAYOFYR function
B DAYSAPART function
H Dec (Decimal places) format
B DEC (Decrement) function
[ decimai tabs
M Default format
M Definad functions
B Defining worksheet frormn scratch
C Del keys
M DELAY function
8 Delete (Zap) command
O Delete
all text in a document
block
characters
document/file in memory
line
to end of line
to start of line
word
Deleted documents. recovering
Deleting
address book antrles
flles
lines/columns
fines and columns - recap
more than one file at a time
rows/columns
ruler lines
text, how to recover It
W "delineators’ for search command
M Demonshation worksheets
accessing
M Destinations. a note
O DF command

OONAREROOO0DOO00000O

0O
=)
g
<

audible warning (disabling)
copying to/from disk
deleting all entries in onego
making entries

printing entries

reminder at switch on
removing entries

using

O Diary/Clock/Address Book menu
O Dictionary, Upkeep User

M DiF files

O Directories on floppy disk

[ Disabled users read this

(3 Disks

O Display Macros

M Dividing commas

Ooo0aooco

332, 384
332, 384
331, 384
407

384

122

263

296

411 :
100 - 101
85

262, 283, 428

103
09
100
97

103
103
103
103
455

37
427
428

an, 400

21

68

see Floppy disks
444
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oM command -

B DC function

O Document

deleting

copying

Hlst of stored

maxirmum slze
renaming

sizes and date display
starting a new one
typing

Hl DPART (Decimal part of) function
[ Drawing boxes

Oo0oOOoaocao

M e Exponential constant) function
B e. the constant of natural loganthms
B E-Edit command

(J EA command

M Editing in the spreadshest
O Editing

] address book entries
O ruler lines

O operations

[ EF command

OEH cormmand

JEl command

JEL command

[ Elite text style

W ELSE function

O EM command

B Engineering graph types

M Entering data

M Entering text

M Entries. types of - recap

M Entry line, limlt

] EP commanct

M Erasing
| data
] files

M Error checking on entry

M ERROR function

M Error messages in spreadsheet
[] Escape codes for V152 terminal
M Evaiugtion of expressions

M Exchange () command

M Exp (Exponential) format

M EXP (Exponential} function

O Expanding the memory

O exporting text

M Expression entry

i

169
351, 364, 385

97
99
115
97
98
93
95
Lad
385
106

385
288
403
160
282

36

121

114

160

161

172

172

12

325, 386

154

339

256, 267, 276
269, 275, 394
370

368

161

283
427
366
385
431
447
377
404
407
365
48

8¢
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M Expressions

[ | evaiuation

| evaluation on entry
| introduction

| parts of

B F-Format command

B FACT (Factorial) function
B FALSE function

"] FF cornmand

transfer, Simpie

transfer, XModem
H filenames, valid in spreadsheet
O Files, making read only on disk
M Fin (Financial) format
O find address
M Find data using Get command
[ Find

O Fle

£l canversion during copy 1o disk
O

[}

next
previous
text in document . .
Finding entries in the Address Book
Floppy disk
address book and diary
copying back from
copying files from
copying files to
copying to
directories
drive battery usage
drive. use on batteries
editing direct from disk
file name restrictions/changes
forrmnatting
listing contents
protecting the informatian
summary of simple usage
using a
why they are used
O FM command
O FO command
O Footer margin
O Footers
O footers and headers
[ Foreign characters
O forgotten password
O] Format paragraph

oooon

Qoooooooonoooont

377
80
206
378

408
384
386
162

&9
144
147
309
90
407
74
410

124
124
123
35

a7

27

846

8é

25

1

29

&5

88

28

23,85

26, 86

50

29

a5

21

166

162

118, 120
162

115

104 - 105, 125

84

444

)
2.

i

[



Formats . 272

[ |

] changing - 280, 416

| Global ' . 280

| nuMmenc : 276

[ ] recap arn

[ ] summary 273

] text 278

[ | types of 406

O Formatting

| flioppy disks 23

. stored commands _ 159

[ text 104

O text, special characters ' 13

H Formuice o 286

| printing 99

O FP command 163

M Functions ar

[ | alphabetic list of all 382
G

M G-Get (Findy command 410

[ Games :

O key to access 67

O playing 48

B Gen (General) format o 408

B Get command 322

W Getting help 247

H Cetting started. experts 253

M Clobal formats 280, 416

O Go to commandg 116

H Graph plotting (I command 423

B Graphics

[ | examples M2

[ | functions used ; 338

i limitcrtions _ 425

| line of best fit o 347

[ | printing 345

[ | using 337

Bl GROW function 3846

O Guarantee : . 463
H

(O Hard reset . - 458

O*hard" spaces 113

[1°HD" type floppy disks 85

OHE command 163

M Head (Heading) format 409

C] Header margin 118, 120

O Headers and footers ' 115

B Headings 279

CJHELP It 453




K

#l Help on the spreadsheet
OHM command

O Hottine advice

B HOUR function

3 hyphens, soft and hard

M Hnsert command

B /O funclions

O command

[JIE command

O IF commoaond

M IF function

M IN (from I/Q porh) function
O IN command

B INC (Increment) function
M INC function

O Indent tabs

O indented paragraphs

W INIT function

O Insert

1 address into document
[ | command

O on/off

O one document Info another
[ | rows/columns

O ruler knes

O text into a document

M INT ¢Integer part of ) function
M int (ntegen) format
H internal Rate of Return
M INTERP (Interpolate) function
B Interpolation
B Invoice example of mail merge
O iralic text
[ #talics, printing
B Herative solutions
recap
O W cormmand

B J-Jump command
O Justification

O Keyboard repeat. changing
M Keys used in spreadsheet
O Keys. the important cnes

ZEEEY

411

336

173

173

173. 184
325, 386
385

170

386

353

121

100, 118, 120, 456
356, 387

108

242

102

109

262

120

102

387

408

330

328, 381, M7
328

186

110

111, 454
362

kY

L ¥

266, 413
146
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B 'Lagged' variables

O 'Lapcat”
| transfer format
(| fransfer software/cable

O Large docurnents

last position. go to
dLayout

. meny

O of page

O page size

O stored commands
M Leaving the spreadsheet
O Left margin

M Line of best fit

[ line spacing. adjusting
[ Lsting centents of floppy disks
M Listing files

Wl Lists, using in functions

(] Lithiurn battery

O type

O warning e

B LN (Natural logarithm) furction
B Loading worksheets

[ | recap

W LOG10 function

M Logical

|| oxXpressions

| functions

[ | operators

M LOOKUP function

H Looplng functions

[ ] recap

M Looping using DO and WHILE
M Low order of recalculation
[liower case, change to

O LS command

H M-Move command
O Macros

[ | (*y command

O display

[ | displaying stored

[ | in the spreadshest

[ | recap

(M| resetting

O sequences of stored keypresses

O what the displkay macro entries mean
H Mail labels

304

94

136
170
442

119
118
101
155
250
118
347
163, 454
26
427
i

62

63

387

257, 309, 400
374

387

325

381

326, 379 - 380
328, 388

351

375

355

356

103

163

418

128
349
a75
125

314, 399




O Mail merge

O Addition of variables
O Inputting data

O Invoices

0 No data file

O Reading data

1 Reoding variables
O Simple

O Splitting variables

O stored commands

O Using Address Book

| Variables

(1'Maln Screen"

O Mains adaptor, use of

B MAINTITLE function

M Moke command

C Margins

changing

] Mark block

[ Marking files

O tor copylng back from disk
O for capying to floppy disk
O extra functlons

W Mathematical functions

O mathematical symbols

a

M MAX function

O mMC command

B MEM files

OMemory ra e
a BASIC o

O colculator

O cards

O cards, moving documents 1o
O expanding the

W] where to buy cards

;| usage

O Menus in word processor

O Micro spacing

l MIN function

W MINUTE function

B Mremonics. what does it mean?
[ Modem, using @

H MONTH function

[0 Move block

B Move command

O Moving

|

| around a document

] around in the word processor
| around the worksheet

| around the worksheet - recap
[ ] the cell cursor

0O MS command

183,177~

186

181

186

186 _
180 s
179

177

183

171

185

175. 179, 182
5

4,62

29

240

118 - 119
120, 456
109

28
25
0
293
105
388
167
311, 401
453
204
73
48
95
&8
453
68, 458
114
167
88
348
242
138
388
109
299

264
j4)
66

413
389
245
167
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CIMs-DOS compatible disks - 2

O Multiple

O address books and diary files 88

O copies, printing 455

] entrles 249

a tunctions in one cell 335, 353
] place maorkers : 113, 442
[ ] windows _ 39

B N-New command 416

O name. document ' 95
ONC command 164

O Need help? 453

B Nesting functions are

M New command 280

O New Page after printing 164

Bl NINT (Nearest Integer) function : 388

B NLG printing from spreadsheet . 457

O Non-break characters ' 113

B NOT function : 388
NP command 164

B NPV (Net present value) function 329, 389
] Nuill Mogem Cable 139
ONumber of copies 164

Hl Numbers and Text, the difference 272

B Numeric accuracy and range 378

M C-Out (to printery command R LY
0 oC command ST 168
O OF command 164
O OH command 185
] OM command - 157
L1OP command 165
W Operators
[ | explained 297
[ | list/precedence o 378
| valid 380
M CR function 3a9
B Crder of calculation 201
ensuring a low nurmber ' 356
M Order of precedence 288
H OUT ¢to port} function _ : 389
M Out command _ 315
[0 Qutput printer codes S ' 168
B Overtlow display B 409

M Overview of spreadshest S 346




B P-Partition cormmand ) 418

OoosOoogaco

O PA command _ 165 L

O Page : ol

1 back L rDERGE 442 : »

O break s 101, 185 :

J break, forcing a 117

O dimensions _ 119

O forward 442

| layout ' 118

N length : 119

0 iength, changing 458

O numbering _ 115 - 116, 166

O numbers, printing 455

O paper size 101

L PANIC - don‘t! 453

O Paragraphs, indenting foertt.: 100, 118, 120 - 121, 456

O Parity (serial) 141

B Partition cornmand 319

O Password ' 18
changing your 83 i n
complete protecton 82 ' L
if forgotten 84 :
"lock” 82
setting : 82

PCW

printer, using : 455
fransferring documenfs fo/from 456

O PE command 165

M PERM (Permutation) function : 3a¢

| ] 288

M Pic charts, an exampie _ 345

CFPL command 157

O place markers 113

O Playing the games 48

M Plot format _ 409

B Plctiing graphs sea Graphics a8

O PN command 166 -

OPO command ' 186

B POS (Positive) function 389

O Power e

| automatic 43, 453

O consumption of Notebook 29, 62

O time delay 93

O to the Notebook 42

O PP command 168

Hl Precedence of operators ' 378

[J Preparing floppy disks ) L . 23

O Preserving the context 63, 93

O Print to screen 180



Printer

lead required

Codes

Proportional printing
Set up

setup from within the spreadsheet
stored commands
Printing

£ signs

Address Book

bold

documents, first steps
formulae

from word processor
graphs

italics

multiple coples
problems in the spreadsheet
problems solved
selected pages
underlining

worksheets

worksheets - recap

H Problems printing worksheets
O Problems? You need help fasti
O Protext

ESOOERCOE0Oe0000008000040

e
RS ‘

M 2-Quit command

O aulck editing flles from disk

B Quick storn to spreadsheet

O quick-key alternatives to menus
B Quitting from the spreadsheet

M Range of numerc values

M Ranges. using

O Re-formatting text

[ORead only files on disk

M Recalculation, force () commond
M Recap of spreadsheet tutoriat

O Receive

d files using serlal connection
ad Simpile

0 XModem

O Recording ¢ macro

B Reference Guide for spreadsheet
H Relctive cell references

[ Remove codes

B Removing dota

456
168 o3
168
132
417
147

454

a8

111

20

99

132

345

111

455

457

417

160, 1465 - 168, 455
1M

259, 309, 315
374

457

453

70. 135

420

253
114
250

378
273
104

135
146
149
126
377

107
283

AR e . )



[dRenaming

(i documents/files in memory
a flies/directories on disk
‘Ml Repeating often used commands
O Replace text in document

O Resetting

[ the Notebook

O the password

B RESTART.MEM

{(Jreturns, show on screen

[ Right align tab

O Right Justification

. disabling

O display and onjoff

O right margin, making it ragged
[ RJ command

M RND (Random number) function
H ROUND function

[1RP command

O RU command

L1 ruler line, shown on screen

O Ruler lines

O RV command

#l 5-Sort command

O 5A command

O saving
< document
worksheets
waorksheets - recap
worksheets to files

Scientific graph types
an example

8 searching worksheets

M SECOND function

O secret

(1 1] |m

information
information, printing?
[ selected pages, printing
[] sending
files using serial connection
Simple
XModem
Serial Termingal
battery usage
infroduction
VT52 ESC codes
O sesial. Cable wirlng
I SET function
O short cuts
" O side margin

oa

QOoOoooono

84, 458
84
250
108
122
166
455
117
458
16&
390
390
174
174, 180
108
120
174,179

'

422
167

e G S

95
250, 258, 309
374
401
339
6
322
390
87
46, 81
456
435

135
145
148
47. 140
&5
51
447
138
352
&6
118



I SUBTITLE function
W SUM function
H SUMIF function

O surmmary of word processing commands

O Super Blockade

O superscript text style
(15 command

O swapping characters

O switching

il off the Notebook
| on the Notebook
O symbols

# Synchronisation

" [ systern settings

O changing an enfry

M T-Trace graph command
O tab key

M Table filing using DO

H Table handling functions

O Tabs,

0. setting and using
O setting tab stops
O showing on screen
| using

B AN functlon

M TANR function

O The "Template”

O Terminal, Software connection
B Terminoclogy

B Text and Numbers, the difference
B Text entry

O Text styles

O The last resort ..

8l THEN function

1 time and date, change

O Time display format

B TIME functicn

M Time functions

O Time manager

] Time zones

O changing curmrent
OTime

O insert inte document
- setting the

I TTMELABEL function

B TIMELAPSE function

™ command

O Top margin

B Troce command

GITHAR O

391
391

112
175, 182
04

105
320
93

423
100
366
328

121

120
108, 122
120

392

392
70-7N
140

247

272

)

110

457
325, 386
76

94

92
331, 381
41,79
45, 79
a0

108
3.79
340
392
158
118
37



Transfer -

O . " e
O Chouosing method 144 '
O documents ' 70,135
0 Local . . 137
O Parallel 136
1 Remote 137
O Serial 138
H Trigonometric functions 381
O Trikade 48
[ Troubleshooting 453
B TRUE function 392
H The spreadsheet TUTORIAL 260
M TXT flles ' 312, 400
B T+l (Text Left) format 408
H TR (Text Right) format : 408
B TYPEPLOT tunction ' s
O Typing
O documents _ »
O how not to : 101
O over instead of inserting text 102
U
O UN command 175
O Undelste block 110
O Undeleting werds. lines and blocks 103
O uUnderlined text 111
O unmarking a block 110
8 User defined functions 296, 319
{1 User Dictionary
a removing words 129
O Upkeep 128
Vv
B v-verify command 426
H vAL (Value from cell} function 362, 392
B VAR (Varance) function 393
[ viewing codes 107
3 vT52 Emulator 447
w
B W-Which files command 427
O WC command 175
O WF command 175
O What to do when things go wrong 453
U] when all eise fails 457
B WHILE function 351, 393
M width of cells displayed. changing A6
WM command 176
O Word count 130

[ word processing commands, summary 440




I word processing guide

[ word processor

g features

O menus

O starting to use the
(1 Word wrap

O display and onfoff

] WordStar file conversion
[ worksheets, copying to/from disk
O W1 command

M X-eXchange command

B X (eXchange) command - recap
M XLABEL function

B XMAXIMUM function

H XMINIMUM function

O xModem transfers

M XTTLE function

W XVALUE function

H YEAR function

H YMAXIMUM function
R YMINIMUM function
M YATLE function

W YVALUE function

B 2-Zap (Delete) command
M Zap (Delete) command
B 7EROTIME function

1ZM command

114

102
17
89
a8
171. 180

an
340
kPY
k7
147

=)

g3
41
k1)

Er )

428
262, 283
393
159
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