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Introduction

Word is the word processing program. It has many of the editing and formatting
features that you would expect from a fully- featured word processor.

Many types of text formatting, e.g. alignment and font settings can be applied to individual
paragraphs or defined as a paragraph “style”.

Displaying on-line help
To display on-line help, select the Help on Word option from the Tools menu.

Entering text

The text you type always appears at the current cursor location (there is a Pmarker in the
margin to help you find the cursor). All text after the current cursor position moves to make
way for the new text. To delete characters, press Delete on the Psiboard to delete backwards
from the cursor.
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When text reaches the right-hand side of the screen, it automatically “wraps” the text onto the
next line. If you want to view your page as it will be printed (“WYSIWYG"), switch off word
wrapping by removing the tick from the command on the View menu.

As you might expect, you can apply many commands to sections of text by highlighting them
first. To highlight text, drag the pen over it. To select all text in the file, use the command on
the Edit menu. The Cut, Copy and Paste commands can be accessed from the Edit menu.

* To remove text: highlight the text and press Delete or select the Cut command. If you
accidentally delete a section of text, you can replace it by selecting the Undo delete
command from the Edit menu.

* To copy text without deleting the original: highlight it and select the Copy command
from the Edit menu. To insert copied text, place the cursor where you want the text to
appear and select the Paste command from the Edit menu.

« To move a section of text: highlight it and select the Cut command from the Edit menu.
Place the cursor where you want the text to appear, then select the Paste command.

* You can make the text appear larger or smaller on the screen by selecting the Zoom in
and Zoom out commands from the View menu. You can also select the Set zoom
command to set a “custom” zoom level. Note that zooming does not affect the size of the
characters when they are printed.
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Finding & replacing text

You can search through an entire file for a particular word or phrase and, if you wish, replace

it with a different one.

e To find text: tap the Find button on the Toolbar or select the command from the Edit
menu and type in the text that you want to find. You can search “down” or “up” through a
file - down searches from the current position to the end of the file, and up searches
backwards to the beginning of the file. While searching, you can match the whole word, or
make the search case sensitive.

* To find and then replace text: select the Replace command from the Edit menu. Type
the text that you want to find, as before, and the text that you want to replace it with.

Changing the appearance of text

You can highlight text then apply formatting to it, or select a format to use and then start
typing:

B I u

e Pressthe button for bold text, for italics or for underlined text (or
use the commands on the Text menu).

» Press the button again, or remove the tick from the menu command to remove the effect,
or switch it off.

Times New Rom,_ i
» Use the button on the Top toolbar (e.g. to choose from a list of

available fonts. Note that the text that appears on the button will reflect the current font.
1i0pt

Use the size button (e.g. ) to change the size of text.

You can apply any of these effects, and also set the text position (e.g. for superscript and
subscript text), use strikethrough text (crossed out), and change the text colour using the Font
command on the Text menu.

Formatting paragraphs

Many formatting and spacing options can be applied to whole paragraphs. A paragraph may
be a single word or title, a standard paragraph of text, or several lines grouped together, e.qg.
an address.

Each time you press the Enter key you start a new paragraph.

* To apply formatting to an entire paragraph, e.g. to change the horizontal alignment,
place the cursor within the text of the paragraph using the pen or arrow keys, then tap the
button or select the menu option.

 To apply formatting to a number of paragraphs, make sure that the highlight covers at
least part of each paragraph. You don't need to highlight all the text in the paragraphs you
want to format.

Aligning paragraphs

Alignment changes the horizontal position of paragraphs on the page. You may wish to align
the text left or right with the appropriate margin, centre a title, or justify text to align both
edges with the margins.

e To change the alignment: select the paragraph(s) to align, then tap or select the
command from the Paragraph menu, then select the alignment you want.

Note: Margins are set as part of the file's page setup. See ‘How the page looks’ later for more
information.
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Indents & tabs

Indents set the position of a paragraph between the margins, while tabs allow you to line up
text on the page.

You can set left, right and first line indents for selected paragraphs by selecting the command
from the Paragraph menu and entering a measurement (measured from the existing margins)
in the boxes. The left indent applies to all lines except the first line, so that you can create a
“hanging indent” by applying different left and first line settings.

You can change the standard tab setting, and set up custom tab stops for individual
paragraphs by selecting the command from the Paragraph menu.

Bullets & symbols

To emphasise paragraphs that are items on a list you can precede each paragraph with a
bullet.

e

« To add a bullet to a paragraph, tap k==l or select the command from the Paragraph
menu. Use the menu command to change the bullet format, i.e. the size or colour of the
bullet character, or the character to use.

Special characters

You can insert foreign and other special characters in your file by selecting the Special
character command from the Insert menu.

You can also insert non-printing characters that control word wrapping on the screen and in
the printed document:

» For a non-breaking space, press Shift and the Spacebar. This will prevent a line breaking
at the space.

» For a non-breaking hyphen or “hard hyphen”, press Ctrl with the - key. This will prevent a
line breaking at the hyphen.

You can use the View preferences command on the Tools menu to select which non-printing
characters are displayed on screen.

Line spacing
When you select a particular font size, Word automatically uses an appropriate line spacing to

make sure that there will always be a gap between successive lines of text. You might
sometimes wish to override these settings, e.g. in a paragraph with different sizes of text.

* To set line spacing: select the command from the Paragraph menu and enter a point
size. Set the spacing to ‘At least’ to ensure that lines of text never overlap, but will move
further apart to accommodate any larger text appearing on the same line, or ‘Exactly’ to
ensure that lines of text are always the same distance apart, even if larger text appears
on the same line.

* To insert extra blank space between paragraphs: enter point sizes for the ‘Space
above’ and ‘Space below'.

Word User Guide 3



Line spacing L | ol
Line spacing control At least
Space above 0 pt
Space below 5 p
Keep together

Keep with next
Start new page
Allow as widow/orphan

Note: The other lines in this dialog affect where page breaks occur when the file is printed.
See ‘How the page looks’ later.

Paragraph borders

You can draw a border around a paragraph. You can also change the background colour of a
paragraph.

=
e -

e To draw a border: select the paragraph(s), then tap L= and select from the range
of options. Or, use the command on the Paragraph menu to apply the borders and set the
style and colour for each “side” of the border (i.e. Left, Right, Top or Bottom) and how far
you want the border to be from the text. You can also set a background colour when you
select the command from the Paragraph menu.

Remember to set different background and text colours, otherwise the text will be invisible.

Using styles

A style is a collection of formatting options, which can be applied to a whole paragraph using
a single command or keypress. Word has four built-in styles: Normal, Heading 1, Heading 2
and Heading 3.

Hormal ,;

* To apply a built-in style: select the paragraph(s), then tap the
button on the Top toolbar and select the style you want, e.g. Heading 1. You can also
select the Style gallery command from the Paragraph menu.

Note: The text on this button changes to display the style of the current paragraph.
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Defining styles

In addition to the built-in styles, you can create your own — either from scratch or by modifying
an existing one. Styles are saved with the file, so each Word file can have different style
settings.

To define a new style or change an existing one:

1. Select the Style gallery command from the Paragraph menu and either select New to
create your own style, or select Modify to change the currently selected style in the list.

2. Press the Format button, then modify text and paragraph options as you wish.

If you are creating a new style, you can then name and assign an outline level and shortcut
key. Your new style will now appear in the list of paragraph styles for the current file.

To delete a style you have created:

» Tap the Style gallery button on the Toolbar or select the command from the Paragraph
menu, select the style name from the list, and press Delete.

You cannot delete or rename Word's built-in styles, but you can modify their settings for the current file.
The built-in styles in other files will not be affected.

Document outlines

You can view an outline of a document, with one line for each paragraph style that has an
“outline level”. The standard Heading styles use a sequence of different outline levels:
Heading 1 is the highest with outline level 1, Heading 2 has outline level 2 and so on.

You can choose which paragraph styles you want to display in the outline, making it easier for
you to see the structure of the document and move between different sections.

Select Outline on the View menu to see the document structure in outline. You can then:

» expand the outline to include other styles with a lower outline level. Highlight a particular
line and tap again or press the right arrow to expand the level. Tap Open all to show all of
the outline levels. Styles that have an outline level of zero are not shown.

» close the outline to show only the higher outline levels. Highlight a line and tap again or
press the left arrow to close one level. Tap Close all to only show the highest outline
level.

« tap Done or press Esc to return to the document.

You can change the outline level for any style so that you can display a document structure
including your own headings or other styles. See ‘Using styles’ earlier for more about creating
styles.

Moving around the document outline

You can use the document outline to move quickly to other parts of the document.
To do this:

1. Select Outline on the View menu to display the document structure in outline.

2. Move the cursor to the line representing the section of the document that you want to
move to (using the arrow keys to display or hide other levels as necessary).

3. Tap Go to or press Enter to return to the document with the cursor at this section in the
text.
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Information from other programs

You can add pictures, graphs, spreadsheets and sounds to your Word files by inserting information
created by the other netpad programs. When a piece of information is inserted, it is known as an
“object”.

Inserting an “object”

* To insert a sketch: tap the Insert Sketch button in the Toolbar or select the command
from the Insert menu. A copy of the Sketch program will open where you can create your
picture.

 Toinsert atable or graph: tap the Insert Graph button in the Toolbar or select the
command from the Insert menu. A copy of the Sheet program will open. Word displays
the inserted Sheet object as a graph or a spreadsheet, depending on the view displayed
when you close the copy of Sheet.

« Toinsert asound or other object: select the Other object command from the Insert
menu, and select from the programs which support this feature, e.g. Record for a sound
recording.

Close the program using the Done button at the top of the screen to return to Word.

Resizing an “object”

When you have inserted a sketch, table or graph you can select it, then use the pen to drag
one of the “handles” to resize it. You can tap an object to edit it again. You can also format an
object to resize it, or crop the edges to control the amount of the object displayed, by
highlighting it and using the Object commands on the Edit menu.

You can also use the Format object command to display an object as an icon of the program
that created it to save space on screen. To set a preference so that objects are always
displayed as icons when first created, use Object preferences on the Tools menu.

Some objects, e.g. sounds from Record, are always displayed as icons and cannot be
formatted. Tapping the icon (or selecting it and pressing Enter) opens a copy of Record so
that you can play the sound.

Important: Note that inserting objects into a file causes a considerable increase in file size.

Spell checking

To check the spelling of a Word file, tap the Spell button on the Toolbar or select the
command from the Tools menu (to check the spelling of a single word or phrase, highlight it
first). Spell will display any words that are not found in the Spell dictionary, or included in the
Personal dictionary (if applicable). You can then:

» correct the unrecognised word. Type in the correct spelling, or choose from the list of
suggested alternatives.
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» ignore the word and leave it unchanged in the Word file, or ignore all instances of the
word in the file.

e add the word to Spell's Personal dictionary.
See the ‘Spell User Guide’ document for more information about spell checking.

Creating a new file

To create a new Word file, use the Create new file command on the File menu in Word or the
System screen. If you do this in the Word program you can enter a filename and location and
select a “template” for the new file.

File templates

A template is a document design that you can use as a starting point for new documents. The
template can include text, paragraph styles and page layout information. When you create a
new document using a template, Word copies the information in the template into the new file,
which you can then change as, you require. For example, you can use the standard Fax
template to create a fax - the template includes the coversheet text and you can add the fax
details and number.

You can select from a number of standard templates. When you open a document using a
particular template, you then work on a document based on the template; you don't change
the template itself.

Creating a template
If you can't find a suitable built-in template, you can create your own file template.
To create a template:

1. Create the Word file with the text, styles, page layout, headers, footers, and so on that
you want to include in the template. Note that other settings such as the cursor position
and printer setup are also stored.

If you want to change an existing template, open a new document using the template and
make the changes to this Word file.
2. Select Save as template from the More commands on the File menu.

3. Enter a name for the template. If you are making changes to an existing template, type
the original template's name. Word displays templates with (C) or (D) added to the name,
according to the disk you use to store the file.

You cannot change the standard built-in templates in Word, although you can use them as a
starting point for your own customised templates.

You can use the Delete template command (from the More commands on the File menu) to
delete a template you've created. You cannot delete the built-in templates.

Setting the “default” template

If you create a new Word document from the System screen, Word uses the built-in ‘Blank document’
template. If you want to start documents in the System screen using a different template, create a
template as before but type the name “Normal” for the file. Word will use the ‘Normal’ template if it
exists, otherwise it will use the blank template.
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Saving Word files

When you edit a Word file you are actually working on a copy of the file stored in memory.
When you close Word this file is automatically saved to disk. If you do not specify a filename it
will be called Word, and subsequent files will be saved as Word(01), Word(02), and so on. To
save a file using a different name, or in a different folder, select the Save as command from
the More commands on the File menu.

To create a new Word file, use the command on the File menu and enter a filename and
folder. The current file is closed and automatically saved.

You can undo all changes since the last “save” using the Revert to saved command from the
More commands on the File menu. This will re-open the most recently saved version of the
file.

Note: If you password-protect a file, it is immediately saved as “password-protected”. If you revert to
saved, you will need to enter the password for the file.

How the page looks

When you create a new file, Word uses standard page settings to control how your text will
appear when printed. To change the page setup for the current document, select the Page
setup command from the Printing commands on the File menu; adjust the paper size,
orientation and margins as appropriate.

Page breaks

Word automatically fits text to the paper size and continues on to another page where
necessary. If you want to have more control over where new pages start, you can insert your
own page breaks and set page breaking options for individual paragraphs.

e To start a new page, place the cursor at the desired point and select the Page break
command from the Insert menu, or hold down Ctrl and press Enter.

To define how Word prints a specific paragraph, place the cursor in the relevant paragraph, or
highlight several paragraphs, then select the Line spacing command from the Paragraph
menu.

You can select from the following:
* 'Keep together’ to prevent a page break within the paragraph.

« ‘Keep with next’ to ensure that a paragraph always appears on the same page as the
paragraph that follows it.

e ‘Start new page’ to ensure that a paragraph will always appear at the top of a new page.

» ‘Allow as widow/orphan’ to let a single line at the beginning or end of the paragraph
appear on a separate page from the remainder of the paragraph.

You can display where page breaks will occur in a file by selecting the Paginate command
from the Tools menu. The position of each page break is then shown with a dotted line. Note
that the dotted lines are not automatically updated if you edit the document further, so you will
need to select the Paginate command again if you wish to repaginate and update the position
of the dotted lines.

Headers, footers & page numbers

Headers and footers are pieces of text (e.g. page numbers or a chapter title) which appear at
the top and bottom of each page of a printed file. To add a header or footer, select the Page
setup command from the Printing commands on the File menu, and select the Header or
Footer page in the dialog. Enter your text in the box and format it as desired.

To insert page numbers, the current time or date, or the file name, press the Insert button and
select from the options available. Word automatically updates page numbering as you edit
your file.
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Printing

If you have a printer ready for use with the netpad, you can print your Word files. You can
preview how your printed file will appear on paper and review all your page setup options

beforehand.

e To preview your printed document, tap the Print button on the Toolbar or select the
command from the Printing commands on the File menu. Word paginates your file and
displays the first page(s) on screen. You can use the Setup options to control the number
of pages displayed in the preview and whether or not visible margin lines are shown.

e To print the file, select the command from the Printing commands on the File menu. You
can choose to print the entire file, or only a selection of pages. You can also print multiple
copies of the file.

See the ‘Printing’ document for more details.
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