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FCC Notice

The IBM Wheelwriter® 30 Series i Typewriter 6787 generates and
uses radio frequency energy. if the typewrlter is not instalted and
usad In accordance with the installation instructions, operating
instructions, and service manual, it may interfers with radio or tele.
vislon reception. This typewriter has been tested and found to comply
with the limits for a Class B computing device pursuant to Subpart J
of Part 15 of FCC rules, which are designed to provide reasonable

protection against such interference when operated in a residential
araa.

It this typewriter interferes with radio or television raception, which

can be determined by switching the typewriter off and on, the user is
ancouraged to try one or more of the following:

® Move the receiving antenna on the radio or television.
® Relocate the typewriter in relation to the radio or tefevision.

® Plug the typewriter into a different electrical outlet from tha radio
or television,

If necessary, consult your IBM Authorizad Dealer. If anyone other
than an IBM Authorized Dealer modifies the typewriter and it causes
Interfaraenca, the user is responsible for corracting the interference.
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Satety Information €. = About Your Typewriter
This machine has addltional insulation that provides extra protaction
agalinst the risk of etectric shock and does not rely on grounding. This
machine has a nongrounding-type (2-wire) power cord because
grounding is not necessary.

Congratulations! You are about to experience typing with your new
IBM Wheelwriter® Series Il Typewriter.

This typewriter was:designed with you in mind. Several new functions
~ have besn added that will giva you excellent typing quality and make

For cantinuaed protection against the risk of slectric shock and er-
' . 9 P the tasks you have m perform more enjoyable.

sonal injury:

This typewriter has an ad|ustable, one-line display that you can tlit fo

hi ly to r .
a Connect tha machine only to an outlet of the correct voltags. The a comfortable wewing angle.

! voltage your machine will accept is indicated on the machine.

® Make sure the machine is turned off {O) before you cennect or
disconnect the power card or interconnecting cabies.

s Do not use the machine In an area where [t can become wet.

® Keap hair and personal articles away from moving parts in the
machine to avold the possibility of getting them caught.

& Raefer service or repair 1o qualilled service personnel.

& There may be some incraasad risks of electric shock and per-
sonal injury during disassembly and servicing of this machine.
Professional service personnet shoutd understand this and take
necessary pracautions,

® The satety features of some parte may not always be obvious,
Therefore, replacemant parts must have the identical or equiv- -

- alent characteristics as the original parts.

o The maintenance Information for this machine has been written

{for the professional service person and is not intended to be used

by others.

TFhe paper and cursor!carrler movement keys, located to the right of
your keyboard, allow you to move quickly and easlly to any location
an the paper and tho display—up, down, left, or right.

Special functions such as Automatic Centering, Word Underlining,
Word Erase, Justification, Bold Print, and Speli Chack 1l are all

designed to make your typing jobs easier, faster, and more produc-
tive.

The Storage function allows you 1o store jobs that you may want to
use fater. The typswrltar has a storage capacity of approximately
30,000 hytes (approxlmalely 10 to 15 pages). Atter you store a job,
you can play it back and revise it without retyping the entire job. In
addition, you no tonger have 1o retype frequently used jobs; for
axample, form letters, repetitive paragraphs, and statistical reports.

Just tell your 18M tybewriter what you want it to do!

You can enhance thé use of your IBM Whealwriter® Series i
Typewriter by adding the following options:

Diskette Optian -
Memory Expansion
Pinwheel Form Feeder
Printer Option
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About this Manual

vl

The purpose of this manual is to aid vou in partorming your work effi-

ciently through the use of your new typewriter. You should know how

to type and have usead basic typewriter lunctlons prior to using this
manual.

The manual is divided into the following cﬁapters:

® Baslc Oparations explains and illustrates the parts of this type-
writer. it is designed to familiarize you quickiy with the hardware
and how It operates. It provides instructlons to use the basic func-
tions and the standard keys on a typewriter.

& Advanced Operatlons helps you to use advanced functions of the -

typewriter such as underlining, centering, speciai characters,
indenting, and decimal tabulation.

& Basic Storage explains how to store text, recall it, revise it, and
play back a copy.

® Menu Functions enables you 1o use several spectal functions of
your typewriter,

® Advanced Storage describes the speciai storage functions of your
typewriter,

® Aiternate Keyhoards explains how to type in another ianguage
and use special applications keyboards

® Relerence describes your typewriter supplles orderlng and
installation procedures, and applicatlon recommendations,

® Problem Determination helps in answering questions 'You may
have while using your typewriter. '

The Appendixes describe Spell Check il and the Diskette Option.

Opearator's Guide
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Keyboard Layout
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On/Off Switch

Push the on/oft switch toward the back of the typewriter (next to the })
to turn the typewrl?er on.

& When you turnfthe typewriter on for the first time, the STORAGE

CLEARED message and the SPELL indicator are diaplayed. The
STORAGE CLEARED message goes off when you begin typing.
The SPELL indicator signals that the Spelling function is turned
on. See "Appendix A. Spell Check II* on page A-1 for more infor-
mation. ; :

e

By

Each time you turn the typewriter on, wait approximately five
seconds for the typewrlter to beep and the line space symbol to
be displayed before you begin typing.

i you tum the typewriter on and the following appears on the
display, see “Checking the Batteries” on pags 7-13.

Line Space 8ymbol—--|

Pull the on/off swltéh toward you (next to the O) to turn the typewriter

Helpfu! Hints
¢ A printwheet must be instalied before you can type. H not, the

WHEEL indicator is displayed. For more information, see
“Installing the Printwhes!” on page 7-7.

Do not turn the typewriter off while it is busy. The typewriter is
busy when the BUSY indicator is displayed.

Wait at least five seconds after turning the typewriter off before
¥You turn it back on. This allows the typewriter to reset,

Basic Operations 1-3



Display Adjustments

Pull the display forward to raise it.

To reduce glare, tilt the display to a comfortable viewing angle,

To adjust the contrast, rotate the contrast knob on the right side

of the display until the characters are clearly readable.

® The display temperature and reom light can affect how char-
acters appear on the display. '

@

14 Operator's Guide
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. space getting (single spacing, for example).

play

The display shows what you are typing. As you type, occasionally
look at the display for messages or indicators or to check your typing.

The display shows 71 characters at a time. If you typa mora than 71
characters, tha text lins on the display clears and shows the last five
characters you typed, then shows each additional character as you
type H. '

Maossages are displayed to help you use the typewriter functions and
inform you of typewriter conditions. For example, the STORAGE
CLEARED message is displayed the first time you turn the typewriter
on to let you know that typewrlter storage is empty, The symbol and
number 1 on the right end of the display let you know the current line

The cursor is the pair of horizontal blinking lines on the display. The
cursor is displayed at the current typing position.

An [ndicator is a word or abbreviation that shows you which type-
writer function is active. For exampls, SHIFT indicates that all charac-
tars will print in uppercase. The SPELL indicator is displayed if the
Spelling function is turned on. See “Appendix A. Spsill Check [I” for
more information.

Baaié Operatlohs 14
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Eaplay Symbols

'The fotlowing symbols may appear during normal operation ot the
. typewriter.

pmbnl

Maaning

Botd. This aymbal {s diaplayad above aach character typad using Bold.

Centering. This symbol I displayad at the baginning and end of cen-
terad text.

3

Decimai Tab (Bagin). This symbol shows whera the decimal tab taxt
begins.

Dacimal Tab (End), This symbol shows where the decimal tab text ends.

indent Claar. This symbal Is displayed when you hoid down Cade while
you press CRin to end Indenting. The aymbol Is displayad on.'y whan
revising a atored job.

Kl

Indent Laft. This symbol |s displayed whan you hold down Code whiie
you press Tab to aet a temporary lefi margin,

Indent Right. This aymbel is displayed when you hotd down Gode white
you prasa RMar 10 sei a ternporary right margin,

Line Space. This aymbol & diaplayed next o the current tine space
sotting {1, 124, 2, or 3).

et Sl e 0 2 1

Mark. Theae symbois ars displaysd when you hald down both Codae and
Shift while you press M 1o mark a form layout. Thesa aymbals are dis-
played only when revising a atored job.

Pitch Changs. This symbol is displayed when you resume typing sfter
changing pich.

- | WFr

Required Carrier Return, This symbol shows g carrier return that always
playn back. For axample, if you prese CRin befors the right margin, the
carrler return is required. Tha typswritar always piays back that carrier
return at that point in the job. If several symbols are displayed tagathar
and/or a symbol ia displayed st the beginning of a fine, one blank line
wiil play back for each aymbol,

Requlred Page End. This symbol is displayed when you hold down Code
while you prass E to and a page of a rnuitipage job. Thia symbol is dis-
played only when reviging a stored Job.

. 4 TIRE T

Right Flush. This symbol shows you whers right flush text buging and
ends.

8§  Gperator's Quide
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Subscript. This symbol is displayed when you hold down Code whila you
press M to typa a subacript.

Superacript. This symbal ie displayed when you hotd down Code while
you préss Y to type a guperscript.

Stop Code, This symbol Is displayed bafore and after a stop code
comment, if you did not type a stop code commant, two symbols appear
1o shaw the position of the stop code.

Stop Cede. During playback, these symbols are diaplayed when play-

hack stops for a stop ¢ode snd you have not typad a stap codm commaent.

i you typed & atop code comment, it is displayed between the symbols.

Tab. This symbol is displayad when you prass Tab.

Display Indicators
Diapliay Cesaription Page
ARTM Autometic Carrier Rstum on 21
APAGE Auto Page £nd on 413
BOLD Boig Prinl on 211
BYUBY Typawritar Busy 1-3, 810
CAPS Capa on 117
CENTER Cantering on 26
CONT Continuous Undearline on 24
DECT Dacima) Tab on 14
OL PRT Dalay Prinl Mods on 217
HYPHEN Hyphenation on 2-1, 54
IMPRA n Impression Level {1, 2, or 3} 1-15
JBTIFY Justilication an 2-18
1,1%.2.3 Line Spacing : -9
KYBD nnn Keyboard {number] a2
LO-BAT Low Batiery : 3.8
NQ PRT Mo Print Mode an ¢ =17
PLAY Piay . 3-5
AFLUSH Right Flush on : 2.7
BHIFT Shitt : 1-17
SPELL Spell Veriticalion on AS
STORE Storage open : 32
SUSFND Sunpended Playback 5-20
T ADJ Tab Adjust on 4-17
‘WHEEL nn Inslall Printwheel (fumber) 221,328

Basic Operations
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Code Key |
The Code kay is used with other function keys. The Coda key and the -

-8

keys with green lettering can be used to print spacial characters and
turn functiona on and off. Tha Spacebar, Paper Bal Load Lever,
Hyphen (-}, and 8 can aiso be used with the Cods key.

When you use two keys at a time, hold down Code (the first key) whila

you press the function key, :
Function
: Key

lc«ml '] _l_

The keys that are used in combination wlth tha Code key are shaded
in the keyboard chart belaow.

daiaa

o
s

Important: i vou aceidentally access a funiction, repeat the action to '
turn the function off, if you are unsure of which keys you pressed:

1. Check the display for an indicator.

2. Find the indicator on page 1-7.

3. Turn to the page listed and 1ollaw the instructicms for turning the
function off. :

Other messages and manus can be clearad by pressing the
Corraction key. ;

Operator's Guide
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Line Space Key

When you turn the typewriter on, a line space symbol and a number
are shown on the right side of the display. You can change the line

spacing to 1, 1%4, 2, or 3 (single, one-and-a-half, double, or triple
spacing).

Lins Spaca
Symbol —

Hold down Code while you press Reloc (l.!hc Space) until the desired
lind apacing is displayed.

®  The number displayed next to the iine space symbot changes to
indicate the spacing selacted.

® Tha line space setting is saved when the machine is turned off. .

Typematic (Repea?) Keys

Typematic keys have both a single and repeat action. Prees the
desired typematic key lightly for a single action or hold down for
more than one-half second for repeat action.

Basic Oparations 18



Keyboard Helght Adjust Levers

1 Keyboard Height
MW Levers

f T ORI

The keyboard can be raised or lowared to the most comfortable pos!-
tion by using the keyboard height adjust levers. There are three posi-
tions: low, medium, and high.

1.

2.
3.
&

Use the Spacebar to move the carrier to the center of the type-

writer.

Turn the typewriter off,

Raisa the top cover.

Locate the two biue keyboard height adjust levers. They are

located on the inside of the typewriter on the right and left sides

of the bottom panel.

Push down on the levers and slide them to the desired position

until they tock into place. _

® When the lavera are all the way forward, the keyboard is in
the high position.

®  When the levers are in the middie, the keyboard is in the
medium position. _

® When the levers are all the way back, the keyboard is in the
low position,

Mzke surs both fevars are locked into the same position.

110  Operator's Guide
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FPage End Scala

1. Raise the page end indicator until it Is straight up.

2. Pull the page end scale all the way out until it locks into place.

As you type, the top of the paper comes out of the typawrlter
and movas up ta the lines on the scale.

The lines on the scale teil you approximately how much
space remains 1o the bottom of 27.9 cm (11 in) paper.

The left side of the scale is marked in inches. The right side
is marked In centimeters.

Keyboard Clicker

The keyboard has a clicker that you can turn on or off. Your typewriter
Is shipped with the clicker off. You can turn the clicker on if you want
more keyboard feedback while typing. You will hear the click each
time you press a key.

¢ Hold down Code while you press 8 to turn the clicker on or off.

Basic Operations 1-11
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Inserting Paper | Paper, Carrler and Cursor Movement Keys
Paper Edge Papit Relesss The paper, carrier and cursor movement keys allow you to move
Indicator Lavery, . rapidly from one point to another. You now have the advantage of
Paper Scale ] : Fapor Bail Load Laver axpress movemaent both right and left as well as top to bottom on a
— ; ~(Closed Position) page of text.
. 3 {Open Position)
YA (Load Position)

The typewriter has a paper bail load lgver to assist you in Ioadihg
paper semiautomatically, The lever has three positions; closed, open,
and load.

|
e

1. Make sure the typewriter is turned on. .

2. Push the paper release lever all the way 1o the back of the type-
writer.

3. Align the center of the paper edge lndicator with the vertical lina i
to the left of zero {0) on the paper scaln

4. Align the left edge of the paper with the verﬁcal line in the canter
of the paper edge indicator.

5. Pull the Papsr Ball Load Lever ali the way forward to the load
position. When the paper begins to teed et go of the Papor Bail
Load Lover.

& The paper teads to the top margin posiiion

6. Push the Paper Ball Losd Levaer all the ‘way back until it holds the

paper against the platan

Moving the Paper

Usse the following keys to move the paper in your typewriter: Paper
Up, Paper Down, {, or |.

& Press Paper Up or Paper Down once to move the paper up or
down one-half line,

¢ Hold down Code while you press Paper Up or Papsr Down to
move the paper up or down one micro-index (1/487) for precise
alignment,

Presa T or | to move the paper down or up the number of lines
determined by the line space setting.

@ Hold down Code while you press 1 or | when you want to skip
blank lines on & typed page and move directly to lines of text.

You can change the top margln from one inch to a different top
margin setting. This new setting is saved until you change it. You will
learn how to use the Paper Bait Load I.ever to do this in "Changing
the Top Margin” on page 2-22.

Note: Whaen inserling Ioose carbon copio-s' {five maximum), pull the
papeor retease lever forward. Insert the copies then push the lever all -

the way back. Nots: Holding down § or | provides an express action to move

quickly from line to line on a page.

1-12 Operator's Gulde

B

Sasic Operations  1-13



- -Moving the Carrier and Cursor
o Carrler is used below to dencte the use of cursor and carrier. Use the
tfollowing keys to move the carrier;

Press « to move the carrier backward on the current typing line.

Note: Holding down + or = provides an express action to move
quickly from paint to point on a line.

Hold down Code while you press + (Word) to move the carrier
backward to the pravious word. '
Press = to mave the carrier forward on the current typing lina.
Haold down Code while you press = {Word) to move the carrier
forward to the next word.

After you have moved the carrier, press Reloc (Relocate) to
raturn the carrier to the last typing position.

1-14 Operator's Gulde

Removing Paper
1.

2.
3.

Note: Use the paper release lever instead of the | key to remove
paper. '

Pull the Paper Ball Load Lever toward you to the open position.
{See the illustration on page 1-12).
Full the paper release lever toward you, then litt the paper out of

the typewriter.
Push the paper release levar and Paper Ball Load Lever all the

way back to the ¢losed position.

BRI I T LR L LR E e

Impression Coniroj

The impression control can be set for three positions: light (1),
normal {2), and heavy (3). When the typewriter is turned on, the
Impression control is autornatically set to 2 (normal). You can change
the setting to suit your typing needs. For sxampie, you may want to
type with the Impression set to 1 to achleve the highest quality cor-
rections with the Correction key, or you may want to change the
impressian to 3 when typing several carbon copies.

® Hold down Code while you keep pressing Q {Impr) until the
desired setting is selectad, then release the keys.
— The IMPR indlcator is displayed foillowed by the Impression
controf settirig (1, 2, or 3). The IMPR Indicator is displayed as
iong as Codel is held down.
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Cardholder

The cardholder holds paper, cards, and eﬁvelopos against the platen.

The printwheel pointer shows the positioni where the next character

witi print.

The top red portion (A) of the cardholder indicates the base of the
typing line. As the typewriter prints, the bottom of each character
rests just above the line, as shown below.

A

‘l.‘ tnﬂngljnulm:?u‘t

Primtwheel Pointeif

" You may use the notches (B) to draw vertical fines.

¢ Hold a pencll or pen against one of the: notches while pressing
Paper Up, Paper Down, 1, or | to move the paper.

1-18  Operator's Guids
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.+ Shift and Lock Keys

Leseeecee

g

HEEIIII

LUse the Shift and Lock keys to type uppercase characters. The Lock
key allows you to typs continuously In uppercase (all capitals) without
pressing Shil for sach capital letter,

1. Press Lock to type in uppercase.
® Thae SHIFT indicator comes on.

2. Press either Shilt key to return to normal typing.
® The SHIFT indicator goes off, .

Note: Turning the Caps function on cancels Lock and displays the
CAPS Indicator. See “Capa Key” below,

=~ Caps Key

i you nead to type numbers and capital |stters together, use the Caps
function. -

Caps is simifar to Lock. When the Caps function is on, only the alpha-
betic letters (a through 2) are capitallzed. Numbaers and punctuation
marks print in lowsrcase. The Caps function eliminates shifting back
and forth between uppercase and lowercase.

Example
THE CAPS FUNCTION LETS YOU TYPR NUMBERS MIXED

WITH UFPPERCASE LETTERS, AS IN JULY 6, 1988,
PHONE 123-4567, OR EMPLOYEE NUMBER 543210.

Hold down Code while you press N (Caps) to tum Caps on or off.
® The CAPS indicator is displayed when Caps Is on.

Note: Turning the Lock function on cancels Caps and displays the

_ SHIFT indicator. See “Shift and Lock Keys™ above. You cannot turn

Caps off by pressing Shi.
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Automat!c Pitch Selection

The correct pitch ia amomattcally selected by the typewriter whan
you install a printwheet, The pitch determines the number of charac-
tors typed per horizontal inch.

Printwhee! identification

Your typewriter uses an I8M Cartridge Printwheel Il. Printwhaels are
available {n many different typestyles and pitches. See “Typestyle
Samples and Pitches” on page 7-2 for a fist of typestyles. You can
choose from four different pitches as shown in the ¢hart on page 1-19. ;
' The foliowing table summarizes printwhesl pitches with print exam-

The liustration beiow shows whare to find the typostyla pitch, and " ples of each pitch.

reorder number on the printwhesl, Characters | Pitch
Printwheel Plich (Type Size) | Perinch Symbol | Primt Example
Pep 10P (Pica) 0 ry This 1s a sample.
900, :
12P (Ellte) 12 Fa¥ This is & sample.
P8 (Praportional | Varies in . Thins {8 a sample.
Spacing) Width : : .
18P (Micro Elite) | 15 [ This is a sample.
Lines Per Verticat lnch
e A printwheei for 10 12, or PS pitch prints six Iines per vartical
inch.

¢ A printwhesl for 15 pitch prints eigm lines per vertical tnch,

Choosing a Printwhee!

A 10- or 12-pitch printwhes! is recommended for use while you are
legrning to use your typewriter. All axamples or practices in this
manuat are illustrated in 12-pitch type.

¥ you need to install or changs vour printwheel, refer to pages 7-6
and 7.7.

JITIIEITEE IH{HH—H-H{
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Margin/Plich Scale

The typewritar has three margin scales: 10 A, 12 A, and 15 B
When typing, use the scale line that matchas the pitch symbol on your
printwheal. '

Margins

1. Press Spacebar, Backspace, «, or = 10 move the carrier to the
desired position, then press LMar to set the left margin.
& The old margin is automatically eliminated when a new
margin is set.
2. Move the carrier to the desired position, then press RMar 1o set

%'-lff

e For 10 A pitch (pica) type, use the upper scale.
* For 12 A and PS @ pitch (elite and pmponlonal spacing) type,

the right margin,
use the middis scale. e The old margin is automatically eliminated when a new
& For 15 B pitch (micro elite) typa, use the lower acale. margin is sut.
An orange pointer moves along the scale;on your typowriter to show
the position of the next character to print. Margin Release Key

1. Return the carrier to the left margin.
2. Preas MarRel to ralease the left margin.
3. Press Backspace or + to move to the ieft of the margin.

The margin/pitch scale also contalns cenierlng marks. When the left
paper adge lines up with zero on the margin/pitch sacale:

e marks the approximate center of Dapér 215.90 mm (8.50 In) wide.

§ marks the approximate center of paper 210 mm (8.27 in) wide. Helpful Hints
® The carrier does not lock at the right margin. This allows you to
Margin/Pitch Orange : Conter - typs or space through the right margin. if the ARTN indicator is
Scate Pointer Marks not displayed, or both the ARTN indicator and the HYPHEN indi-
' cator are displayed, the typewriter will beep approximately five
' spaces before the r!ght margin setting. See page 2-1 for more
:g IIIIIIIII ‘F”““ ul |n:|u':2:.|n|'|::|;- HII:III'HlaE:I information.
nil :I'l:::Illll‘:llrl‘lrlllllll:ll:ill:lll lIll:lltlll:llllIftll'lllllll:llI.HTHI:I'III:III'II;II! g Mﬁrﬂina are saved When your typewrlter IB tumad Of'
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Tabs Margin and Tab Formats
Use the Frmat key fo display margins, tabs, format area, and current
Setting a Tab carrier position. The term format means a set of margins and tabs.

" For sxample, one format might be: laft margin 20; right margin 80;
tabs 30 and 40. There are nine format areas (1 through 9) to save
margins and tabs. ;

1. Press Spacebar, Backspace, «, or ~ fo move the carrler to the
desired tab position.
2. Press TSet to set a tab.

Diaplaying Formats 3

Clearing a Tab . ,
Hold down the Frmat key,

1. Press Tab to move to the tab stop you want to clear.

2. Press TCir to clear the tab. « The current carrier position, niérgins, iaba. and format area are

displayed as tong as you hold down the Frmat key. information
similar to'the following is displayed when margins and tabs are

Clearing All Tabs :
set: :

1. Hold down TClr while you press CRIn.
2. Ralease the keys.
e The carrier does not move when you release the keys.
s The carrier can be at any position when you clear all tabs.

Formet Area Right Maruln
: Lsft Margin

LELLEEEEEEEEES

een

i

: 'i'ab Sottings
Currant Carr_lnr Pasitlon

Helptul Hints

e Permanent tabs axist at the feft and right margins. These tabs
cannot be cleared.

® You can set up to 26 tab positions at a time. The dispiay will show
up to 15 tab positions at one time,

-« Tabs are saved when your typewriter is turned off.

This display example indicates that you are using format area 1,

and the margins are 20 and 80 with tabs at 30 and 40. The current
carrier position ls 20.

'Tﬂ & The current carrier position represents the same carrier position

14l

60

& on the margin/pitch scale. For example. if you position the arange
G~ pointer at 20 on the elite (12A) margin scale, and then press the
Tsﬁ Frmat key, the current carrier position on the display s also 20.
;w & |t no margins a_re'set. the typewritar automatically sets a left and
G.‘ ) right margin at the carrier limits. For example, 0 {left margin) and
_ Tﬁ 158 (right margin) for 12 pitch. Information similar 1o this Is dis-
‘,ﬁ piayed:
" ormat Arsa Right Margin
e -
o™
&
:—Frﬂ Current Carrier Position
‘ T ﬁ
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. diffsrent kinds of jobs. These formats can be used for jobs you type

. frequently, such as memos, reports, envelopes, and statistical charts. .

" For example, you may want to save a format for typing envelopes;
- left margin 40, right margin 85, and no tabs. :

The typewriter has nine areas reserved for iorméta. Use the Frmat

key to select ane of these areas as the current format. When you set. co
- margins and tabs, they are autom atlcally saved in the current format -

area. The current format area Is displayed when you preas Frmat,

1. Hold down Frmat whiie you press a number (¥ through 9) to selact
- the desired tormat area. ;
8 The printwhesl spina. ;
® [ you type the incorrect format number, press Frmat again;
then type the correct number. :
Relsass the keys. :
‘Set the deslred margins and tabs. :
® The margins and tabs you set are automatically saved in the
: format area that you selected in step 1.
4. Hold down the Frmat key to check the accy racy of your settings.
5. Repeat steps 1 through 4 for each different format area.

IRl

l Op_eratorfs Guide

- Uag the Format function to save different margln: and tab formats for

NI

Selecting a Format Area

1. Hold down Frmat while you type the number of the desired format
area,

2. Rolease the keys.
® The margins and tabs are automatically set,

® This format becomes the current fermat,
3. Type the Job.

Practice
~.* Storehe oliowing margine and tabs in the tormat areas indi=

cated hatow, [Refer to steps 1 through 4 on page 1-24. You will use

thes als as you complete the practices later.in this manual:

Helpful Hints

®  When you press Frmat, the current format is displayed.

~ |t you change margins, the new margins witi replace the pre-
vious settings in the current format area.

® Formats are avtomaticaliy saved when the typowriter is turned
off. _ ' :
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Correction Memory

Your typewriter has a correction memory that ramambera approxi-
mately the iast 4,000 characters (approximately one page) you type.
The correction memory makes erasing characters very easy and
automatic. The correction memory is present when you turn your
typewriter on.

Eraslng Automatically in 10, 12, and 15 Pitch
Eraslng & Character

' Corracilon
é Word Key

The correction memory is cleared if you: :
# Press the Correctlon key one time and one charactar is automat-

e Turn the typewriter off,

ically erased.
e Use the Paper Ball Load Lever to insert or remove paper. Press and hald down the Correction key to erase several charac-
e Open storage. ters, ?

Helpful Hints

® Use automatic erase to correct errors inside the correction
memory. See “Erasing Automatically in 10, 12, and 15 Pitch” on
page 1-27. '

@ | the typewriter does not automatically erase a character when
you press the Correction key, you may be out of the correction
memory. See “Erasing Manually In 10, 12, and 15 Pitch” on
page 1-29,

Eraslng a Word

1. Mavethe carrier to the incorrect word. ' .
2. Hold down Code while you press the Correction key to erase the

)+

¢ The carrier may be paositioned at any character In 8 word
when you use Word Erase.
3. Type the correct word.

[1I10ELEEEERERRCES

Nole: if you remove the paper from the typewriter, use the Paper
Ball Load Lever to rainsert the paper for corrections. Do not attempt
to allgn the text on tha paper with the display. You must use manual
erase as sxplained on page 1-28.

11

o0
13

6o
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elocate Key

Press Reloe (Relocate) to return the carrier to tha last typing postition
after you move the carrier to make a correct:on

Operator’'s Guide

T e TNy e o

Erasing Manually in 10, 12, and 15 Pitch

You may want to erase characters that are gutside the correction
memory. H the carrier is correctly positioned over the character whan
you press the Correctlon key, and the printwheel spins but does not
erase the character, the carrier is outside the corraction memory.
You must use manual erase.

FHHEEC

1. Movae the carrier to position the printwheel pointer at the incor-

ract character, _

& Make sure the carrier is corractly aligned on the line of type
and not between the lines. Use Coda + Paper Up or Code +
Paper Down for precise vertical alignment. Use Code +
Backspace for precise horizonta! alignmant.

¢ it you are erasing the entire word or severaj characters In the
word, position the printwhes! pointer at the last incorrect
character in the word.,

Example

Position Printwhesl Pointer Here
|

You may need to. eraes one or several characters.

2. Press the Correction key. The printwheal spins.
3. Type the incorrect character exactly aa it appears on your paper.
® Ths incorrect character Is erased.
4. Repeat steps 2 and 3 to manually erase each incorrect character.
® You do not have to press Backspace when erasing from right
to left. The carrier moves to the teft when you type the next
incorrect character.
5. Type the correct characters.

T

Helpful Hints

® If you are using a proportiona! spacing printwheel, see "Erasing
in Proportional Spacing (PS)” on page 1-30.

¢ The Bold Print function must be on to manually erase bold text.

®  The Continuous Underline function must be turned on to manually
erase undertined text,

e
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9 © Whean erasing manually. position the printwhee! pointer at the left
' edge of sach incorrect character. See the sample printwheel pointer

Eraslng In Proportional Spacing (PS) on page 1-18

Read this section only if you have a proportional spacing (PS) ' E “' :
printwheel. Do not complste this section if you are using a 10-, 12-, or G‘TQ Example
15-pitch printwheel. if you need help changing the printwheel, see :-—E.g THlmle
pages 7-6 and 7-7. c
In 10, 12, or 15 pitch, each character is allotted the same space. For ch Position the printwheel pointer hers ta erase the e.
example, an / takes up the same space as an m. in proportional -
spacing, the space allotted to each character depends on its width. < { 9 1. Position the printwhee! pointer at the left edge of the fast char-
The space is measured in units. For exampie, & lowercase m s seven ;Tﬂ acter in the incorrect word.
units wide and a lowercase / is three units wide. - ~ 2. Press the Correction key.
: "T'a . & The printwhesl spins.
In propartionat spacing, it is usually easier to erase the entire word :-T.a 3. Typethe tast character in the word exactly as you typed it the first
containing an incorrect character, and then retype the word correctly. o - time.
Use Word Erase as describsd an page 1-27 to erase the entire word T ' e The character is erased.
quickly. bes ' o E,,;.g ® If the incorrect character is not completely erased, hold down
& i Code while you press Backspace (Bksp1) to reposition the
sy ' rintwhee! pointer at the left edge of the [ast character in the
Erasing Manually in Proportional Spacing & ey ﬂwa Rspezt step:2 and 3. ’ .

You may need to erase characters that are outside the correction & 4. Press the Correction key.

memory, You are typing outside the correction memaory Iif your carriar e . @ The printwheel spins and the carrier does not move.

ls correctly positloned over the character when you press the Type the previcus character In the word.

Correction key, and the printwheel spins but does not erase the char- & ® The carrier backs up and erases the previous character.

acter. You must use manual erase. e 6. Repeat steps 4 and 5 for each character until the entire word is
_ - erased.

7. Typa the correct characters

11

Helpful Hints

B e | e When using proportlonal spacing, always usa the number 1. Do
not use the lowercase letter L for the number 1.

e When erasing manually, always erase a ward from right to left.

® When erasing manually, you only need to position the printwhee!
pointer at the left edge of the last character in the word. After you
erase the last character, press the Correction key and type the
previous character. This action moves the carrier and erases the
previous character.

!

]
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Inserting an Extra Character

When insarting an extra character in a woi’d. use Bkap1 to move the
carrier one unit of space. The carrier moves back ane unit of space
each time you hold down Codse while you press Backspace (Bkspt), -

Ad_v_ance_d Operations

Automatic Carrier Return
. With Automatie Carrier Return on, the carrier automatically returns

%

1. Mave the carrler to the Incorrect word,
2, Hold down Code while you press the Corractlon key to erase the

TEIELE

word. : when you type & character following a space or hyphen near the right
3. Hold down Code while you press Backspace (Bksp1) two or thres margin. You do not have to press the CRin (Carrier Return) key when
times 1o move the carrier back two or threa units of space. o~ the typewrtier reaches the right margin.
4. Type the correct word. : wx
i . : :.?_? Far some typing jobs, you will want to turn Automatic Carrier Return

off. For exampla, do not use Automatle Carrler Return when typing

tables, columns, or forms. '

Note: If you are using Automatic Carrier Return and want the type-
writer to beep near the right margin, then turn the HYPHEN indicator
on. When the typewriter beeps, you can stop and decide if you wantto
hyphenats the word you are typing.

Turning Automatic Carrier Return/Hyphen On and Off

1. Hold down Code while you press R (ARtn) to turn Automatic
Carrier Return on.
& The ARTN indicator comes on,

2. Hold down Code while you press R agaln to turn Automatic
Carrier Return and Hyphenation on. :

@ The HYPHEN indicator comes on. o

3. Hold down Code while you press R to turn Automatic Carrier
Return and Hyphenation of.
¢ The ARTN and HYPHEN indicators go off.
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lnsart a 12-pitch printwheal man hold dov_m Frmat whtle yo
f:ress 4 to uss the fnrrnat you saved on page 2%
85).
2. Inaert paper using the Papar Ball 1o02d Lever
3. " Turn Automatic Carrier Hatum on.
4. - Type the paragraph below. '
“# Do not press CRIn at the and of the lines axcept wher
marked. -

Requlired Space and Required Hyphen

Sometimas you may not want the carrier to return automaticaily at i

the right margin because of the kind of text you are typing. For .
- exampls, you may not want the carrier to return in the middie of

names, dates, or certain numbers that must be kept on the same Hne.

lf you type a required spﬁce ar & required hyphen, the carrier will not
return in the middie of text white you are typing with Automatic
Carrler Return on.

Just kcep typing' md you wl.

Some examples of short lines are: date, inside address, saluta- M
tlon, short last line in a paragraph, closing, and short headings. &
® While you are in the correction memory, the typewriter will not ——
perform an automatic carrier return If text already existe on the Emﬁ
following fine, even though the ARTN indicator atays on. )

A, 2 ® Hold down Codae whlle you press Spacebar to type a required :
your new ‘typswriter automat ical 1y Feturns space. .
the '‘carrier f ou.  You ‘can’ ¢o tinue |
+9 irri;rwh ie :;: carcier is & stgm ing ="‘7"'§ ® Hold down Code while youpress - (Hyphen) to type a required 3
“'to the left. wargin. e’a hyphen, !
Pract!ce g
!elpiu! Hints . T_ypa the examp!es helaw wlth Automatic carrter Raturn on tnsert a
: ﬁ"“‘"@ 12-pitch prlntwhaar then hold down Frmat while you press a to uae

# The carrier does not return automaticaily if you type only spaces o ;\&.a format you laved on page 1-25. (Lmr 12 RMar 44);
with the Spacebar, or type characters without spacing, S v : " f
* You can continue typing while the carrier returns to the left _ 5*«-‘3 WOrds typsd wmwut required spacas 4
margin. G s st ) ik
® It you need to end a line before the right margin, press CRin. [ 9 ot
'I :

B_iﬁl_il'l_ﬂ;rg_ln )
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Centering

Text can be centerad automatically between the left and right
margina or at any point on a line.

'{nu can automatlcaily underline text continuously or one word at a
e, TboCantmuaun Underline function allows you to underline
words ang spaces as you type. You can also use the Word Underiine
mnchon to-undertine one word at a time after you type it. The apace

aiter the wa Is not underlined. Centering Between Margins

1. Make sure you have isft and right imargins set.

¢ Press Frmat to check the margins. if you have not sat a right
margin, the typewriter automatically uses the right carrier
limit as tha right margin. In this case, text is centsred
between the left margin and the right carrier Itmit.

2. Press CRin to move the carrier to the Ieft margin.

3. Hold down Code while you press C (Ctr).

® The carrier moves to the center point between the margins.

& The CENTER indicator comes on.

Type the text you want centered.

® The carrier backs up without printing.

® The text Is displayed,

¢ Use the Correction key to correct errors,

§. Hold down Code while you press €,

® The text is centerad and printed,

¢ The CENTER indicator goes off.

e Symbols are displaved on each side of centared text to show
where centering begins and ends.

3 Underllno

HoId down Code while you press U (Cont) to bagin underlining.
- & Tha GONT Indicator comes on.

'ypo the words to be underlined.

Thee words and spaces are underilned automancally as you
typs.

.down Codo while you press U to end underllmng

Tha CONT indicator goes off, -

r.- Uhdéﬂltii_

yp the word to be underlined.

. Hold down Code while you press | (Word).

"' The carrier may be posltioned at any charactar in a word
‘when Word Undertine is used,

The carrier backs up to the first character in ths word and”
undsriines the word.

‘Word Underline is automatically turned off aﬁer the word has Example
- bean undertined.
Contlnue typing and repeat step 2 for each addltlonal word you

}+| Centered Text].|
wam 1o underiine, .

ul Hlntt

.j_onu canh use Backspace, «, or 1 to return to words praviously
-typed but still in the correction memory, Then, hold down Code
whii; yau press | to underfine the words.

[

NI

m
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jrtering at Any Point on a Line
=}
¥ 2 Hold down Code while you press C.
= 3. Type the text you want to center.

Move the carrler to the desired center point.

Hald down Gede while you press C.

l!pful Hints

Pressing CRin, Tab. or DecT also causes text to print,
To cancel centering before the text prinis, press the Correction

. key untii the CENTER indicator goes off.

To wrase centored text, you must erase alf characters before you
can eraso the cantaring symbols from the display.

You can center and underfine text at the samae time by using the
Center and Underfine functions together.

The typewriter prevents you from typing over previously typed
text and beeps each time you press a keybuttor.

The Paper Up (Micro), Paper Down (Micro), 1. . and Backspace
keys do not work while Cantaring ia on. The typewriter beeps
when one of these keys is pressed.

& Opoerator's Gulde

&5 Right Fiush

i) The Right Flugh function aliows you 10 type text with an even {flush)

right margin. You can rlght align text to the right margin or to any
_point on a line. :

4

L

Example

XYzi Corporation
740 Anytown Road
Anytown, Ky 00110

Typing Right Fiush Text to the Right Margin

1. Make sure you have left and right margins set.
2. Move the carrier to the left margin.
3. Hold down Code while you press O (RFlsh).
& The carrier moves to the right margin.
® The RFLUSH indicator comes on.
4. Type the text to be aligned.
& As you type, the carrier backs up without printing.
. @ The text is displayed.
¢ Use the Correction koy to correct errors.
5. Hold down Code while you press 0.
® The text aligns and prints to the right margin.
* The RFLUSH indicator goes off. '
¢ Symbols are diaplayod on sach side of right flush text,

Example

IXYZ Corporat ibnl

Typing Right Flush Text to Any Pointon & Line

1. Move the carrier to the point where you want the text to be
aligned to the right,

2. Hold down Code while you press O,

3. Type the text to be allgned.

4. Hold down Code while you press 0.

Advanced Operations
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Helptul Hints _
® Pressing CRin, Tab, or DecT also causes the text to print.

The typewritar prevents you from typing over previously typed
text and beeps each time you press a keybutton, :

The rightmost character prints one spéce to the left of the right
margin ar right flush polnt. '
The text will not appear ta be right aligned if you type a spaca
after the last character, :

To cancet Right Flush before the characters print, press the
Correction key untll the RFLLISH indlcator goes off,

You can type right flush text and underline at the sama time by
using the Right Flush and Underline functions together.

The Paper Up (Micro), Papar Down {Mlcro), 1, |, and Backspace
keys do not work while Right Flush is on.

2.8 Operator’s Guide
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| Subscripts and Superscripts

Subscripts are characters typed below the typing line (for exam ple,
cus_o4). Superscripts are characters typed above the typing line {for
example, Happy Living5 ),

Using the Subscript and Superseript functions, you can:

Erase subscripts and superscripts automatically without moving
the papaer.

View the subscript or Superscript charactar and its symbot on the
display with adjoining text, Text typed using Code + Paper Up
and Code + Paper Down will not appear with adjoining text.

Typing Subscripts
1. Hold down Code while you press H (% ]).

® The paper moves beiow the typing line.
® A symbol is dispiayed where the subscript wii! print.
Subscript
Symbo!

Cuso {

2. Type the subscript,
® The paper moves back o the typing fine,
¢  The subscript is displayed as an ovarstrikg.

/Ov/cytriko
CUSO-‘-

Advancsd Operations 2.9



Typing Superscripts -

1. Hold down Code while you press Y (% 1).
® The paper moves above the typing line. .
® A symbal is displayed where the superscript wlii print,

Suparscript
Symbol

Happy Livingr

2. Type the superscript.
* The paper moves back to the typing line.
¢ The superscript is displayed as an overstrike.

Bymbal
with

_ yrike

Happy Livingd

Helptul Hints

® Do not use the paper movemant keys 10 type subscripts or super-
scripts. ,

¢ Subscripts and superscripts cannot be undarlined avtomatically.
Underline them manualiy in Character or Delay Print using the
Underline/Hyphen key,

® Automatic Carrier Return dees not work on Hines where the Paper
Up (Micro) and Paper Down (Micro) keys are used o type a sub-
script,

2410 Operator's Guide
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Special Characters

Your typewriter has four special characters that you can type using
the Code key: §, ¥, 2, and ®. You can type these characters without
changing the printwhesl.

=+ @

A section symbol { § } prints.

A paragraph symbol ( % } prints.

! Code i
An exponent ( ? } prints.

c

@
O

An exponent { ? ) prints.

s

+

Bold Print 5
Hold down Code while you press B (Bold) to turn Bold Print on or off.

® The BOLD indicator Is disptayed when Bold Print is turned on.
® A symbol is displayed above each character typed in boid.

8 Text prints in bold as you type.

Helpfu! Hints

®* Bold Print may ﬁ;e used in centering, decimal tab, and right flush
text. For recommended readability in Bold Print, see "Printwhee!
Application Recommendations” on page 7-4.
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The Indant function allows you to set tompérary left or right margins
Ingide or outside the current margins. The temporary margins are
used until the Indent function is turned off,

Left Laft
MWargin Margin :
Right " Right
Margin Margin
1 . 1
i i
Tamporary Lok Temporury Laft
and Right Margina ""Q:;:__._ 7’ and Right Margina
;aml::'? e _c—— I Temporsry
ight Margin |~ ~\\\ Right Margin
Ternporary Tamparary
Left Margin Laft Margin

1. Type until you reach the #irst line to be indented.

2. Hyou want to set a temporary left margin, move the carrier to the
desired temporary left margin poaltion, then haid down Code
while you preas Tab (Indt). '
¢ A symbol Is displayed to Indicate that a temporary left margin

has been set, ; '

BPFor example, you can set

3. Hyou want to set a temporary right margin, use the Spacebar to
- move to the desired position. 5 _
4. Hold down Code while you press RMar (IndR) to set & temporary
right margin. '
& A symbol is displayed to indicate that a temporary right
margin has baen set. :

4 pFor exampie, you can set

5. Press and hold « to move to the left ma}gin.
6. Type the indented lines.
7. When you finiah typing the indented lines, hold down Code while

you press CRin (IndClr) to clear the temporary margins.
® The carrler returns to the left rnargin,

QOparator’'s Guide
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|

-

Insert @ 12-pitch printwheet, then hold down Frmat while you< .5
710 usi the formiat you saved ofl page 1:25 (LMar,

prosy ¥

55; BN IR LR Ly 43 faernial T WY o

Turn Automatic Carrler Retumom . =+~ L,

oliow the steps o the previous pags 1o type the practice befow. -
R T e AR amradko EOVREEEE

" fzy using temporsry lefi
28, indest text in your §

&

sr‘-.*s'.«"'.--'.'t' Wt A

Helptul Hints

* To cancel a temporary margin, press the Correction kay until the
indent symbol is cleared from the display.

¢ When revising a stored job {Chapter 3). a symbol is disptayed to
show whaere indented text ands.

lines of text. r
® After correcting typing errors In indanted text, press Relo¢ fo
return the carrier to the last typing position. The carrier must be

at the last typing pasition in order to clear the temporary laft and
right margins,
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Typing Numbers w!‘lhnui Deacimals

ieclmal Tabulation
¥ ' Use the Decimal Tab function to type numbers in vertical columns.
. You can align numbers on decimal points or at the column’s right
odge

SetTabHere SstTsbMers SstTab Mere  Set Tab Here

] S | |
26,745 87,453 873 5%
387 3,408 14 234-

Repest steps 1 through 4 above.

2. Type the number and any characters which follow it.

® The carrier moves backward but does not print.

Hold down Code whiie you press D. The text prints and the
carrier moves to the next decimal tab position.

® Pressing CRin or Tab alsu causes text to print.

— It you press CRIin, the text prints and the carrier returns
to the left margin.

— It you press Tab, the text prints and the carrier moves to
the next tab position. Detimal Tabulation is off at this
point, and pressing Code + D moves the carrier to the
next tab position for decimal tabutation.

4, Press CRtin after the last column at the end of each iine.

When using a proportional spacing (PS) printwheel to type numbers,
always type the number 1 {on the numbers row). Never use the lower-
case L for the number 1.

—t

- Typing Numbers with Decimals

- 8at Tab Hers  Set Tab Here Bet Tab Here  $eot Tab Hare

| | | i
234.56 456.79 1.32 1.50
2.87 20.13 -] 45,87

Turn Automatic Carrler Return off.
Set a tab for each column.
Move the carrier to the.left margin.
Hold down Code while you press D (DecT} to move the carrier to
the first tab stop.
® The DEC T indicator comes on.
5. Type the numbers up to the decimal point.
- & The carrier moves backward but does not print.
. 8 Type the decimal point.
¢ The numbers and the decimat point print.
® . The DEC T indicator goes oft.
- Type any numbers or characters that foliow the decimal paint
8. Hold down Code while you press B to move te the next column.
& Press CRiIn after the 1ast column at the end of each line.

H{{H{H{{ I

H

bl o

_z!

Helptul Hint

& The Paper Up (M lcro] Paper Down (Micro}, T, |, and Backspace
kays do not work wpile the Declmal Tab function Is an.

B M e R v ez et s v

H)

~ .

e et ek e

i

"
___#n
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Underlining Numbers in a Column

e,

You may want to undertine columns of nurhbars. Follow the steps %; Chooslng a _Pl'il'lt Maode

beiow as vou the last fine of numbers in h column. - . .
you type e ¢ ersj each column Your typewriter has three print modes: Character Pri nt, Daiay Print, |
and No Print. You have bean using Character Print so far.

f

1. Before typing the last line of the columns, hold down Code while -
you press U to turn Continuous Underlining on.

2. Hold down Code while you prass 0. '
® The carrier moves to the first tab stop.

Press the Print Mode key on the right side of the keyboard,

Print |
Liods

3. Press Spacebar to type any underlined spaces In front of the 5

number, : : :
4. Type the numbar,
6. Hold down Code while you press D to moves o the next colurmn, ¢ Each time you press the key, the DL PRT (Delay Print) indicator
8. Continue typing each number by repeating steps 3 through 5. or a blank (Character Print} is disptayed. If you ars working in
7. Hold down Code while you press U to turn Continuous Under- storage (Chapter 3), the NO PRT (No Print} indicator is a!so dis-

lining off. played. Keep pressing Print Mode until you reach the mode you

want 10 use,

Double Underlining Numbers in a Colurﬁn

1. Repeat staps 1 through 7 above for the first underiine.
2. Press CRtn after the last number, : .
3. To pasition the paper; -
a. Press 1 once. ;
b. Hold down Cod# while you press Paper Up twice.
4. To underiine each colymn; j
a. Move the carrler to the position whera Underlining begins.
b. Hold down 8hit while you press - (Hyphen) repeatedly to
underline the numbers. ' :

Character Print means that the typewriter printa each character as
you type it.

Delay Print causes the typewriter to delay printing until you reach the
end of & typing Iine. This lets you type and make corrections before

you print the text. This function is very heipfui when you are tilling out
torms, especially torms using carbon paper. If text ar display symbols

5. Repeat step 4 yntil all columns are undt}rlined.- (such as stop codes) already exist to the right of your current typing

6. Hold down Code while you press 1 (Line) to realign to the pre- position, Delay Print is temporarily interrupted, even though the DL
vious typing line. | - PRT indicator is still displayed.

7.  Press CRin.

No Print can be used only when you are working in storage. You will
learn about Storage and No Print in Chapter 3.
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Sample Printout

Justification : The sample beiow was typed using format area 1 as saved on page
Your typewriter can justify tines of text evenly at the right margin as 1 -25 (LMar 12 l\Mar 82).
you type.

Justified copy gives the appearance of a printed
manuscript. Extra space is added automatically
batween words so’' that the right margin is aven,
Do not press the carrisr return key while typing
-lines tc be justified. If the last line of the
-job is a short line and should not be justified,
press carrier return to end that line,

1. Make sure laft and right margins are set.
2. Press the Jetlfy key to turn Justification on.
& The JSTIFY and DL PRT indicators ceme on.
® The ARTN and HYPHEN indicators are autematically turned
off when JSTIFY comes on.
3. Type the text. _
® The text prints when you reach the right margin.
¢ The text prints with an even right margin.
® Youcan continue to type while the text is printing.
¢ Lines typed with a carrier return are not justified. When Justi-
fication is on, the carrjer automatically returns when it
reaches the right margin. Press CRin at the and of the Jast
- tine of a paragraph.
4 Prass the Jetly key to turn Justitication off.
® The JSTIFY indicator goes off.
® The typewriter returns to the print mode you had chosen
before Justification was turned on.

Helpfu! Hints

¢ installing a printwheel 1o change the pitch or typestyle during jus-
- tification may cduse the left and right margins ta be slightly
uheven. =

Justification Is not performed when text already exists on the line
Immediately balow the current line.

® if you need to correct |ustified text, you must erase the incorrect
text and then type the new text, adding spaces before and after
words so that the text appears justified.

1

UHEEREHEHE
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hanglng Printwheels While Typing

You can use different printwheels while typing a [ob The steps bslow
_' explain changing printwheels when you are using Delay Print, Cen-

-~ tering, Right Flush, or Decimal Tab. When you typs in Delay Print, text
does not print untit you reach the right margin or press CRin. When
you use the Centering, Right Flugh, or Decimal Tab functions, text
does not print until you press a key that ends the function.

#f you change the priniwhee! while typing delay pj'im. canteréd, right

flush, or decimal tab text, enter a stop code befare you change the
printwhesl. The stop code atops the typewrlter so you can changa the -
printwheel during printing.

ing the Same Plich with a Diffarent Typestjle
Example {Changing Printwheels in Centered Text)

. Code + Code + Code +
Code + tf +9 Ifedo +9
IBM "Wheelwriter” Typewriter

Hold down Code while you press € to begin centering

Type /{BM and one space.

Hold down Code while you press 9 (Stop) to begin a stop coda
The stop code comment message is dlsplayed

bl A

ignore the message at this time. You will leann more about the
message when using storage (Chapter 3).

4. Hold down Code while you press 8 to complete the stop code,
than change the primtwheel. See pages 7-6 and 7-7 if you noed
help.

5. Type "Whealwriter” and one space. :

€. Hold down Code while you press 8 two times. Change the
printwheel. '

} Operator's Guidé
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7. Type Typowritar.

8. Hold down Code while you press € to end centering

8.  When the typewriter prints and stops at the stop code, the fal-
lowing symbole are displayed. Insert the correct printwhseael.

med Lo

10. Press End to print to the next typestyle change.
11. Repeat step 9.
-12. Press End io print the rest of the text.

Using a Different Printwheel Pitch

Stop codes are automatically entered when you change to a
. printwhesl in a diffsrent pitch. When Delay Print, centerad, right flush,
or decimal tab text prints, the typewriter stops for a pitch change and
the new pitch is displidyed. For example, if you are typing In 12 pitch,
the following Indicator tefls you to change to a 10-pitch printwheel:

® Tha WHEEL indicator blinks and then changes to reverse let-
tering.

When you see the WHEEL indicator:

]

‘@

1. Inser} the correct pitch printwheal.
2. Press End to continue printing. «

Helptul Hints

® Pitch is the typestyle size based on the number of characters per
horizontal inch. For example, 12 pitch means twelve characters
per inch. See "Printwhesl tdentlfication” on page 1-18 and “Auto-
matic Pitch Selection™ on page 1-19.

Typestyle is tha name of a particular printwheel typeface. For
example, Prestige Elite and Script are typestyls names. Typestyle
samples are shown on pages 7-2 and 7-3.
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;hanglng the Top Margin e.l= Baslc Storage
p . ‘You have already learned that when you insert paper using the paper 4 : '
. - bail load levar, the paper feeds to the top margin position. For some g'r"a '
! epplications, you may want to change the position of the top margin M
- {first writing line). IM Storage Overvlew |
. You can stora approximatety 30,000 bytes (approximately 10 to 15
' ::: :r:,:t?:: e; :; B,anizrrt‘::;;ng;g::‘:: ;:::,I :'?1‘; Levor. For more. M pages) in typewriter storage. With the Memory Expanslon Qption
M instalied, storage can be expanded to approximately 60,000 bytes

® Always use the Paper Ball Load Lever to insert paper when
changing the top margin. An incorrect top rnargln position

will result if it Is not used.
2. Use the Paper Up, Paper Down, |, or T keys to position the paper _
at the point whara you want to set the new first writing line. B

|~
- 3. Hold down Code whil Il the P Ball Load Le:
- 3. Hold down e while you pull the Paper Ba ver M

{approximately 20 to 30 pages). In addition, the Diskette QOption adds
virtually unfimited sterage to the typewriter. Contact your 1BM Author-
ized Dealer for details.

Note: Some character slbrage is used for other typewriter actions

" forward. The printwheel spins when the new top margin is set. such as spacing, carrier r;eturns. and document control functions.

4. Push the Papar Ball Load Lever back to the closed position and

rolease the Code Key. Storage :
[ . &~ Storing jobs is similar to filing documents in a file cabinet. To use a
. elptul Hint . file cabinet, you cpen tha cabinet, place the document in a file, then
" @ The new top margin is saved when the typewriter is turned oft. *'--.; close the cabinet. To store a job, you open a sturage areas, type a job,
‘W then close the storage area
FW When you are storing a job, you will find it helpful to pay attention to
M the display. The diaplay shows what you have typed and presents
meassages and indicators to help you.
G"‘“’"ﬁ Each storage area ¢an contain one word, a paragraph, or several
Y pages of text. When a storage area iz open, the STORE indicator is
M ~ displayed and anything you type is storad. When storage is closed,
5“"@ the STORE indicator is not displayed,
ﬁ“ﬁﬂ Typing jobs into storage allows you to add, delete, or revise text later

without retyping the entira job. If you use Automatic Carrier Return
whaen storing and playing back the Job,.your line endings are adjusted
iy to show your revisions. Use required hyphens and required spaces to
keep phrases together on one line regardless of their position In the
job; for example, brother-in-iaw and January 22.

22 Operator's Guide Basic Storage 31
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Storing a Job

Opening Storagse

1. Always prepare the typewriter before jrou open storage: insert
paper using the Paper Ball {.oad Lever; Install the desired
printwhee!; press Frmat to check margins and tabs; and check the
line apacing.

2. Hold down Store while you typs & number {1 through 99) to open
a storage area. The number you type Identlfies the storage area
you openad.
¢ The STORE and ARTN indicators come on.
® | the PLAY indicator comes on, text has already besn stored

in the storage area.

Typing into Storage :
Type the job. Everything you type is ramerﬁberad.

®  When the ARTN indicator is on, the carrier automatically returns
at the end of each full line of typing. Leave Automatic Carrier
Return on unless you are working with columns or tables, Use
stop codes as explained on page 3-30 to remind you whan to turn
Automatic Carrier Return off or on within a jeb.

® For jobs requiring margin changes, refsr to "Margin and Tab
Farmats in Stored Jobs” on page 3-8.

¢ Use the Correctlon key to erase Incorrect characters, spaces, or
carrier returns you notice immediately. When you finish cor-
recting text, press Reloe to move the carrier to the last typing
position.

Closing Storage
Press Store.

¢ Tabs, margins, and indernted margins are automatically stored
with tha job,
® The carrier moves to the left margin.

e The STORE indicator goes off, indlcating that tha storage area is
closed,
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' "”""'_lnssrt a 12-pnch prmtwhaei, then ho_ld down Frmat white yau
. press @ g use the format you saved' on pagc 1-25 (Ll'dar 12 HMaf

Stora the paragraph bslow Ln sturauu araa 1. If storage area 1

already containg text, close the storaga area and Opan anothan s
.. Press CRM only whera indicated.:

Correct only errnra that you notice immedlatety

Store 4+ A number {1. mrnugﬂ 9!)

he lat: nineteenth centuzy, A pe:iod

in. history marked by the heg:.un:.ng: of the
industrial revolution. and” ‘the development

of new technologies, ‘typing contests drew- UL
. enthdgiastic _gpactators and proyvided free-.::--'--_;

: ad_ve:‘t:.is:.ng for 4 struggling typewriter . B
industry In: those; days, typmg speeds of;:‘ U
40 €6 45 words per minute were considared',--" B

3 Press Store 10 ctose tha stomgn araa at the ond of the paragraph
'-' _Ho!d down Play while you press 1 to play back !ha job

Helpfui Hints

¢ When you close a storage area, the carrier moves io the left
margin. if you did not press CRin at the end of your job, the paper
aiso moves up one line when you press Store. This carrier return
is not stored with the job.

¢ When you open a storage area, the typewriter continues using the
print mode that was active before storage was opened.

e Line space changes arg not stored with the job.
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Playback Overview

Using the Play key, you ¢an print stored jobs, copy jabs to other
storage areas, make revisions, or combine jobs {Chapter 5). Playback
can be used with storage open or closed. Corractions made during
playback with storage closed are not stared with the job,

You can stop playback and then type, make corrections, resume play-
back, cancet playback, or play back another job. When you play back
& job with storage closed, the Job prints bidirectionally (the first line
prints left 1o right, the second line prints right to left, and so farth).

You can play back a dratt copy of a |ob with double spacing and the
tinal copy wlth single spacing because the line space setting is not .
stored with the job.

Playing back multipage jobs is made easier because the typewriter
allows you to set paga length and then stops playback at the preset
point. For more information, see "Page-Layout” on page 4-10 and
“Auto Page End” on page 4-13.

" You: can glso move tab settings {columns) during playback. See “Fab
Adjust” on page 4-15 for more information,

Playing Back a Stored Job

There are two ways to play back a stored job. Jobs can be played
back with starage open or with storage closed.

® When you play back with storage open, the job plays back using
the same margins and tabs it was stored with,

® When you piay back with storage cfosed, the current margin set-
tings are used it Automatic Carrier Return Is on.

If you want to use the same margiris that were used when the Job
was stored, you can reset the margins to match the ones stored
with the job.

Playing back a job with storage closed is explained below. Ses

“Revising a Stored Job Using Character or Delay Print” on page 3-15
for information on playing back with storage open.

34 OQOperator's Guide
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Beginning Playback

1.
2.

Install the correct printwheel.

Set the margins,

& Jobs are played back from storage using the current margin
seftings. Press Frmat to check current left and right margins.

¢ [f you want to set the original margins for playback, use the
Directory function as explaihed on page 4-3 10 view the
margin settings stored with the job, then sat the margins.

# | you do not want to use the current or or:glna! margins, set
new rmargins of your own.

Pasition the carrier at the point where you want playback to

begin. :

Seat Automatic Garrier Return on or off.

e When Automatic Carrier Return is on during playback, lines
are ended according to the current margin settings.

& When Automatic Carrier Return is off during playback, your
job plays back Hhe for fine as you stared .

Set line spacing.

Hold down Play whils you type the number where you stored the

job.

Release the keys Playback baglna immediately.

® The PLAY indicator comes on.

® The first line of the jab plays from left to right; the second line
of the job plays trom right to left, and so on.’

¢ The PLAY indicator goes off when playback is compiste.
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Stopping Playback _
Press any key 10 stop playback. -
¢ If you stop blayback while the typewrltér is printing Jeft to right,

the current line of text is displayed and tha cursor rests on the
next character to be prmted :

¢ f you stop playback while the typewriter is printing right to left,
the typswritar finishes printing the current line, the carrier moves
to the left margin, and the paper moves up one line. The next line
of text is displayed. Tha cursor rests on the first character of the
ling.

Continuing Playback .
Press one of the following keys to continud playback:

= plays back the next character. :

Code + ~ (Word) plays back the next wurd

} plays to the end of the current Hine.

End plays to the end of the job. :

— {1 tha carrier Is at the right limit, press CRin, then press End
to continue playback.

3.8 Cpearator's Guide
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Canceiing Playback

1. Press any key to stop playback.
2. Press Play 1o cancel playback.
o The PLAY indicator goes off,
¢ Text already printed from the current iine is dispiayed,

If you accidentally cancel playback:

1. Press Play.
# The PLAY indicator is displayed.
@ The current line of text is displayed and the cursor rests on
the next character 1o be printed.
2. Continue playback.

Practico

 Install the same pitch printwhesl and set tha same line space you

usad when you stcred the job on page 3-3." SRR R
"Play back the job. Practice startlng. stoppl ng, ancellng ' and

ying back by_'llna. word and character... " .

ou can ptay back :he }ob a.s_ many umes'as you wisn

ﬁ-v-g Helpful Hints

e |fyou press CRin while typing a job, the carriar returns at that
point during playback.
& Tex!ls not displaysd during playback.

3-7
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Margin and Tab Formats In Stored Jobs

Use the Format function as described on pages 1-23 through 1-25to
sat margins and tabs to be used for the jobs you stare. The following
guidelines wiil help you use format areas within your stored Jobs.

Before Opening Storage

Select the format area 1o be used for the lob before opening an empty
storage area. You cannot select another format area while In storage.
The format area you select is not affected by changing margins and
tabs in storage.

Alter Opening Storage

When an empty storage area is opened, the format you selected is
automatically copled to format area 0.

.When Frmat is pressed in storage, format area 0 is displayed, along
with the current margin and tab settings. #f you change the margin
and tab settings while In staraga, the new settings will be displayed
when you press Frmat. The job s stored with the new margins and
tabs, but the format area you selected is not changed. Format area 0

saved format area.

® One left margin and one right margin is stored with the job.

® Set tabs and temporary margins wherever needed. All tab set-
tings and tempaorary margins are storad with the Job.

After opening a storage area that already contains text, the storad
margins and tabs are displayed when you press the Frmat key.

3-8 Operator's Guide
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Changing Margins lhd Tabs After Opaning Storage

1. Press Play to turn the PLAY indicator off if it is on. .
s Text which has not printed is temporarily cleared from the
dispiay. .

2. Usethe Spacebér and the Backspace key to move to the desired

positions, and use L Mar, RMar, and TSet to set margins and tabs.
& If you press LMar while in storage, the following message is
displayed:

* {VBE Indl. O PRESS Lier AGKIN T0 RESET DOCGMENT MARGIN OF 0 TO CANCEL .

— Use IndL to set a temporary left margin.

— Use LMar to change the left margin for the entire job.
That is, the left margin for the text you have already typed
will change to the new left margin when you play back
the job. _

~ Press the Correction key if you do not want to set new
margins, indented text remains indented.

® If you press RMar while storage is open, the fallowing
message is Qispfayed:

= Use indR to set a temporary right margin.
— Use RMar to change the right margin for the entire job.
That is, the right margin for the text you have already
typed will change to the new right margin when you play
back the job.
~ Press the Correctlon key it you do not want to set new
margins. Indented text remains indented.
3. Press and hald « to return to the feft margin.
4. Press Play to turn the PLAY indicator back on.
® The current fine of text Is displayed and the cursor rests on
the next character to be printad.
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Pract!ce | Q?a F'

- Store the following example.. _ ' Lf‘: Typing Hyphens in a Stored Job

_ as indicatad.

Syllable Hyphens

if you are storing a job and want t¢ hyphenate a long word at the right
margin, insert a syllable hyphen as In this example:

Type - (Hyphen)
| Press CRIn
il
Cur department has considered your applica-
tion for review.

o functiun allows ‘you 't .change . yout :
margins within a job. Margins may be,moved outsi&e
L OF 1nsid¢_the;z oxiqinal settings. :

'the'laft or rzght or bqth marg;n
afreryou have started a’ ok
lways use the Inﬁen_ :

Remember, you must press CRin after typing the syllable hyphen.

It the santence is played back later with different margins and '
Automatic Carrier Return on, the hyphen will be automatically
dropped If It 153 not needed.

_ : licato: -of! will~not
chanqa the stored _j_oh. changinq “the’ marging with' the STORE
mdicntor' wii;t' hanqe the maxgins'fot the entira jnb. -

your appl;cation for revlew.:
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Helpful Hint

Atter typing the hyphen, if you continue typing the ward and lat the
carrier return automatically, the hyphen will not be dropped If the
word occurs in the middle of the line during playback. Your copy will
resambie the followlng:

Our department has considered
your applica-tion for review.

Permanent Hyphens

There are two ways 1o type hyphens to ensure that they will always
play back with the text. The hyphenated word ¢an be kept on ane fine
or allowed to automatically separate if the text Is played back later
using different margins. .

‘. CIose storage o T L
Make sure. Autornatic Garr!ar Heturn 15 on and pl ay back the }ob
to see if it matches the example.. : o
. Hold down Frmat while you press 3 1o uaa me tormau ynu savad

on pane 1»25 (Llﬂar 12 RMar 44), . P N
Make sute kulomatic carrier Return is on and play back the job.; o
Your eopy ahould ' amble the fallowing L '

Keeping a Hyphanated Word on One Line

Hold down Code while you type a hyphen in words or numbers you

~ always want kept together on one line. (It you want the typewriter to
beep near the right margin, turn the HYPHEN indicator on when you
are typing the job.)

H’fﬁﬂﬂﬁﬁ{ A

-'I.'he num.ber to cal fcr assmtance
is = 800 555-1212 R S
Code + - (Hyphen -' o ' '
(Hyphen) ﬂpecini vilitor xo. au; cauntry
im nur. mther-&.n-law.

' I t |
The number to call for assistance is 1-B00-555-1212.
Allowing Hyphenated Words to Separate at a Line Ending

Make sure that Automatic Carrier Return is on. Type a hyphenated
word without pressing CRin and without pressing Code. The fotlowing
example contains hyphens that may break autornatically at the right
margin.

T3

foOeOOENER

A special visitor te our country is our mother-
in-law.

11T

|

T
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Revision Overvlew

Copying a Job for Revision

3-14  Operator's Guide

Revisions are made to jobs when sloragaiis open. Revisions can be
made on paper using Character Print or Delay Print, or on the display
using No Print. -

Whan ravising on paper (Character Print c;r Delay Print), use Play to
print the job to the revision point. Add, delste, or make corractions to
the text at that point and resume playback, Your revisions are stored

just as they appear on the paper. Use Cha@racter Print to revise tables
and columns. :

When revising in No Print, you can mave quickly to a revision point

without printing the job. The display shows the text and symbois that

indicate typewrlter functions such as tabs, centering, right flush, and

so on, In No Print, you can insert or delete text anywhere in the job

without printing it. The Def key works in combination with the paper

and cursor movement kays in No Print to give a wide range of control
- aver delsting text. ; '

If you type or print text in Character or Delay Print and then change to
No Print, the carrier moves to the left margin. This indicates that the
display and the text already on paper no langer match, if you return
to Character Print to revise the text on tha paper, replay the text
before making revisions, :

All revisions are storad with your job. Theriatore. You may want to

make a copy of your job before beginning revisions so that you will
always have the original job for use later, H necessary. To copy a job
quickly:

1. Hold down Store while you type the number of an emply storage
area. : - : :

2. Select No Print, :

3. Hold down Play while you type the number of the job you want to
copy.

4. Press Slore to close the storage ares.

{_@1

I

o ha

Revising a Stored Job Using Character or Delay Print

Playing to the Revision Point
1.

You may want to make a copy of your job before making

revigsions. See “Copying a Job for Revision" on page 3-14 tor

more information. :

Install the same pltch printwheel and set the same line space you

used when you stored the job, _

® Position the carrier at the point whare you want playback to
begin.

Hotd dgwn Store white you type the number of the job to be

ravised.

& The ARTN, STORE, and PLAY indicalors are displayed.

Make sure Character Print or Delay Print is on.

Preas End 1o begin playback.

Press any keay to stop playback before the revision point,
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Adding Text te the Job in Character or Delay Print

As you add text to a stored job, the words on the display move to the
right automaticaily as new text is inserted.

Nate: Turn the ARTN indicator off just before revising tables or
celumns. Turn the ARTN indicator an again after revising the table or
columns. For more information, see page 3-30,

1. Play to the ravision point.

2. Make sure the PLAY and STORE Indicators are on. Press -,
Code + -, or | to continue piayback up to where you want to
add text.
¢ H you play past the point where you want o add text, use the

Correction key to erase back to the correction point.
® H you turn the PLAY indicator off, the —» and | keys ne lenger
: cause text to print. The =+ and | keys provide express move-
mant to add spaces and lines 1o your job. Turn the PLAY Indi-
cator on again to resume playback with the =+ and | keys.
3. Type the text you want to add. if you are addlng aword, type a
space aftor it.
® Watch the dispiay. As you type new text, the old text moves
over,

¢ In Character Print, new text prints'as you type it.

¢ In Delay Print, the new text does not print immediately. The
carrler moves forward and the new text is displ ayed The text
prints when you continue playback

4. Type any text you erased.

§. Press —, Code + -+, |, or End to continue playback.
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Deleting Text from thp Joh in Character or Deolay Print

When you delete lnf{armaﬂon, the typewriter automatically closes up

“the space. You can delete a character, a word, a line, or from some

point to the end of the job.

Us'a the Del key in combination with a function key to delete text.

F) + O ==

. Note: Turnthe AR‘ﬁN indicator off just before revising tables or
“enlumns. Turn the ARTN indicator on ggaln after the table or

calumns. For more information, see page 3-30.

1. Stop playback before the correction point. Hold down Code while

you prass = to play one word at a time up to the text you want to

delete. :

2. Delete text before it prints using one of the following comblna-
tions of keys:

* Del + -+ deletes the character the cursor is resting on, The
cdrsor moves forward to the next character.

® DBal + Code + -+ deletes from the cursor to the and of the
word, Including any punctuation and spaces that follow the
word. The cursor moves to the first character of the hext
waord. :

e Dei + ] deletes from the cursor to the end of the jine,
including the carrier return. Since the dispiay does not
always show a full tine of text, make sure you are not deleting
100 much befora you press Del + |. The curscr moves to the
first character of the next line.

¢ De! + End deletas from the cursor to the end of the job. The
following message is displayed:

— Press Del to delete the text, _
~ Press the Correction key to cancel Delete and return to
the text display. :
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3. Use either of the following keys to delete text from the paper and
the display:
& Press the Correction key to erase ona character at a time,
® Hold down Code while you prass the.Correction key to erase
one word at a tims, including punctuation and spaces.
4." Press -, Code + —, |, or End to contlnue playback,

Practlce

- _‘l..' You may want to copy your job before making
L T pages 3-14 for detalls. e T -
- used when you stored the job an page 3-3..

78, Hold down Stm'whne YOu type the number of the joh you : stored

. - an page 3-3.
. . Setect Oharact or Deiay Print;
5. Press ] to play back one. iineaf a tima untii thrao Imea hava

rasembie ma tollowing

1 uw¢amnm.
'ihlstory ‘marked By th- ‘beginnings of the
industrial revnlutlon and tha developmant

Ho!d down L‘:od- whi!o you press —+ td play up to the word ocon.:
tesrs. Your papar shnuld reaarnble tha fol!owing‘
' -;_In the 1ate ninateenth century. a pericd

-.-,  Sime hiatozy'marked by the heg;nnings of: the
' :=,J“indust:ial revoiut;ag_and the d

?:gIn the late. nxnlteenth century, a period k
i history marked by the beginninqs of tha
findustzial revolution and the: devalqpment
of new technologieg, typing’ speed Tonteésts.
eraw afithusiastic spectatora and provided
free ‘advertising for ;. | strugqlinq typewri:er
L 'ﬁ_industry. m thesa days, typ:.ng speeds cf
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. printed, Do not play back the fourth lina yet. __Your pfayback shdufd._: -
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Godu

Hoict down codo whiie you prasa - tu play up to tho word ro. =
'..Your pap&r shou{d now resemble the, foltowing :

# the lata ninatuanth centurr, .1 pericd-"j :
history. maiked by the’ beginnings of the -
“industrial revslution and the develapmem: e
“of new technologies,. typinq speed contasts’
- draw enthuaiasti: apectators and provided -
:f:ec ndvertlsing for a struggling typewxiter
' 13 n those. days, typing speads cuf--

Hold down both Del and Code’ whue you press tha -..; kay two_
times.. Thg w -d 46 and tha word to are daleted from the job and

Press End to continua p{ayback to the end of the job then closo
orags Yuur papef shauld resambls tha followinq o

In theil ta ninataanth century, & period
i history rarked by the. begmnings 0f “thi
induztrinl revolution and-the devalopment :
of. -hew: technologies, typing speed cuntests
drew_ enthisidstic’ spectators and provided .

free &dvertising for. a’ struggliﬂg typewr;tex

indugtry,. In those’ days, ‘typing speeds of -
40-"wardx ez‘ mln te uere cons.v:lersd astom.shing.

12 Press Slon to closa storage. IR
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Correcting Errors with Storage Closed

Corractions made while playing back with the STORE indicater off are
not stored with the job. The corrections wifl not appear the next time
you play back the job. '

The procedures used in correcting errors during playback with
storage closed are the same as those used in "Revising a Stored Job
Using Character or Delay Print” on page 3-15, The only exception is
that a storage area is not opened. Therelore, only a brief outline of
the procedures is given below. For more information, see page 3-15.

Boginning Playback

1. Prepare the typswriter.
2. Hold down Piay while you type the number where you stored the
job.
& The job ptays back bidiractionally.
3. Press any key 1o stop playback before the correction point.
& |f you stop playback while printing right to left, printing stops
at the and of the current line.

Adding Text to the Job

1. Play up to the point where you want to add text.
» Press = to play one character at a time.

® Press Code + = to play one word at a time.
e Press | to play one line at a time.

Type the text.

3. Continue playback.

N

Deleting Text from the Job

1. Play up to the text you want to delete.
# Press = to play one character.at a time.
& Press Code + - to play one word at a time.
¢ Press | to play one line at a time.

2. Use the Dal key in combination with the —, |, or End keys to
delete the text from the display.

3. Use the Correction key or Code + the Correction key to erase
text from the paper and the display.

4, Continue playback.

3.20 Operator's Guide

Revising a Stored Job Using No Print

Usmg No Print, you. can revise your job on the display and in storage
without printing It. You can play back a tinal copy after all revisions
have been made. No Print aliows you 0 move to the revision point

_ quickly and saves paper and ribbon.

The display shows tha text and symbols that indlcate the use of type-
writer functions such as tabs, centering, right flush, and so on.

Opening Storage

1. Hold down Slore while you press the number where you stored
the Job 1o be reviged.
& The ARTN, STORE, and PLAY indicators are displayed.

2. Press Print Mode until the NO PRT indicator is displayed.
& The PLAY ihdicator goes off.

Moving through Slorage

Use any of the fol!owmg keys to move the cursor through storage to
the desired point:

-» moves the cursor one character to the right.

Code + - moves the cursor one word to the right,

+ moves the cursor one character to tha left.

Code + + moves the cursor one ward to the left.

| moves the cursor 1o the beginning of the next line.

Code + | moves the cursor forward across biank tines to the
next ling of text.

1 moves the curscr to the begmnmg of the previous line.
Code + 1 moves the cursor backward across blank iines to the
next lire of text,

End moves the cursor to the end of the job.

* Home moves the cursor to the beginning of the job.

M

1

- Notes:

Hi

a8

. 1 you have diﬁ:culty finding text on the display, usa Code + | or
Code + T 1o move across blank lines to the next line of text.

2. Donotuse l.‘:l-'lin or Spacebar to move through storage uniess you
want to insert blank lines and spaces into the job.
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Adding Text in No Print Mode :
Note: Use Character Print to ravise'lablesland columng

1. Use the | or T key to move the cursor té.n the beginning of the line

where you want to add text. :
2. Use =, «, Code + —, or Code + « {6 move the cursor to the

point on the line where you want to add text.

& For axample, to add a word betwean typing and contests,
hat it rests on the ietter ¢ In contests.

3. Type the text you want to add. i _
¢ Use the Correction key if you type an incorrect character,

® Type all necessary spaces and punctuation when adding text.

For example, whan adding the word speed between the
words typing and contests, type a space after spoed.
o T G e Tt :

Deleting Text in No Print Mode :
Note: Use Character Print to.revise tables and columns.

1. Move the cursor to the point where you want to delete text. -
Delete text using one of the fallowing combinations of keys:

- ® Del + - deletes the character the cursor is resting on. The

cursar moves torward to the next character.

® Del + « deletes the character the cursor is rasting an. The

cursor movas backward to the previous character,

® Del + Code + -+ delstes from the cursor to the end of the
word, including any punctuation and spaces that follow the
word. The cursar maves to the first character of the next
word.

& Dgl + Code + « deletes from the éursor 1o the beginning of
the word, but does not detete the space praceding tha word.

The cursor moves to the space that precaded the deleted
word. - f

® Dei + | deletes from the cursor to the end of the line,
including the carrier return. Since the display does not -

always show a full line of text, make sure you are not deleting
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too much before you press Det + |. The cursor moves to the
first character of the next line.

Del -+ End deletes from the cursor to tha end of the job. The
followlng message Is displayed:

" PRTSE Tial ABATH. YO PSS

— Press Del to delete the text.

— Press the Correctlon key to cancel Dslete and return to
tha text display.

Deleting Extra Carrier Returns

If extra carrier returns appear in your job, you can delete them just as
you delate any other character from the display. The carrier returns
piay back on your paper as extra white space. Each carrier return is
displayed as a symbot.

Example of Extra Catrior Returns on the Dispiay:

Example of Extra Carrier Returns on Paper:

Dear Ms. Jones:
Extra
Carrier -[
Returns

Thank you for your
interest in ocur services.

To delets the carrier returns:

1. Move the cursor or piay to the point where extra carrier returns
appear.

2. Hold down Del while you press = 1o delete one carrier return.

3. Repeat steps 1 and 2 until all the extra carrier raturns ara
deleted.

4. When you are finished révising the job, close storage.
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Practice

f*zimﬂ the saime pitch printwheel and set the same

*. ‘wsed when you stored tha job on page 3-18. . __

- ‘Open the storage area where you stored the job on page 3-18.
“Select No Peint, =i =77

line space you -

5. Move the cursor 1o the fourth Tirie of the jab and delete the word
L apeed. e
8. “Move the curgor to the eighth line of the job and add the words 10
Close storage and play back g final copy of the job. Your final
Py should resemble the following

In.the laté nineteenth century;

s ‘period :
" inhistory marked by the baginnings of the
- dindustrial revolution and the development .
' of new tachnologies,’typing contests drew
enthusiastic spectators and provided free -
‘advertising for a stxuggling typewriter
4ndustry. In those days, typing speeds of _
40 to 45 words per minute were considered

castonishing.. ..o
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Storage Rules

Follow these rules uivhen storing joba to ensure the best results for
revising and playing back.

Use the Paper Ball Load Lever and the paper release lever
instaad of T and | to insert and remove paper. This will prevent
you from Inserting unwanted blank lines in your stored job.
While in No Print, use the Cursor Movement Keys when moving
around in storage. Do not use the CRin or Spacebar Keys unless

-you want to insert blank lines or spaces in your job.

Use the Indent function instead of changing left and right margins
within a job. The Indent function is described on page 2-12.
Automatic Carrier Return should be turned off when typing
columns or tabl@as within & job. See page 3-30 far tips on turning
Automatic Carrier Return off while storing & job.

Automatic Carrier Return should be turned on for all text axcept
columns and tables if you ptan to make revisions later, If
Automatic Carrier Return is not used when typing Inte storage,
revised text will.not play back correctly. :
Use Character Print far typing columns and tables.

Lise stop codes to give titles 1o your jobs and to indicate where
changes such as Justification, Automatic Carrier Return, line
spacing, typestyle or ribbon changes oceur in your job.
Multipage jobs ean be stored in a single storage area. The Auto
Page End function is used to separate pages within a job during
playback. See “Auto Page End" on page 4-13 for more informa-
tion, '

Use tabs instead of spaces to separate columns in a job. This
enables you to move columns to the right or left easlly with the
Tab Adjust tunction. Tab Adjust is described on pags 4-15.

Use multiple carrier returns instead of changing line spacing
between paragraphs. Changing line spacing is explained on page
3-30. :
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Playback Rules |
Refer to these rules when playing back different types of jobs.

Revision Rules
Refer to these rules when revising ditferent types of Jobs.

e Always set correct line spacing betfore beginning piayback.

e Play back a job with storage closed whan you do not want to
store the changes. :

e Play back a job with storage open to revise it. Your changes are
stored with the job. :

e [t the WHEEL Indicator is displayed at playback, the number fol-
lowing the indicator shows the pitch used when the job was
stored. For example, It WHEEL 12 is displayed when you are
using & 10-pitch printwheel, you have three choices: :
1. Install a 12-pitch printwheel to play back the job exactly as it

was stored. :

2. Use the 10-pitch printwhes! and play back the job with

¢ Play back a job with storage cpen to revise it.

* Make a copy of the job bafore beginning te revise it

® Use the Cursor Movement Keys when moving around in storage,
Do not use CAtn or Spacebar unless you want to insert biank
linea or spaces in your job.

& [f you type or print text in Character or Delay Print and then
change to No Print, the carrier moves to the left margin, This indi-
cates that the display and the text aiready on paper no longer
match. if you return to Character Print to revise the text on the
paper, replay the text before making revisions.

& Turn Automatic Carrter Return on except for portions of the job

that contaln columns ar tabies,

CLLLTTLTE

Storage closed. Thg job remains stored as a 1?-pltch job. . e ® Use stop codes ta give titles to your jobs and to indicate where
_3. tUse the 10-pitch printwhesl and play back the job with ﬁ;_.,,_-a changes such as Justification, Automatic Carrier Return, line
Storage open. The job is stored asa 10-pitch job. [ S spacing, and typestyle or ribbon changes accur. '
- SR @ Play back the job with storage open t j i '
When jobs are stored in proportional spacing and played back in . after making alll revisions. {49 0pen 6 adjustine fine endings

16, 12, or 15 pitch, they may not play back exactly as you typed

them. 5 '

o When playlng back a job using an alternate keyboard, printing
stops where the keyboard change occurred and the KYBD indi-
cator comes on. Tha WHEEL indicatar ¢comes on to prompt you to
check that the correct printwheel Is instalted for the alternate key-
board. Instail the correct printwheel and press End to continue
printing. The typewritar automatically selects the new keyboard.
For more information, see “Using Alternate Keyboards” on

page 62,

® Use Character Print to revise columns and tables.
In No Print, when revising centered or right flush text that was

typed at the isft margin, do not insert spaces or characters before
the text.

y
¢

LI
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Deleting Stored Jobs

1. Hoid down Del while you press the number where the job is
stored,
® A message similar to this is displayed:

PRESE fm| AGAIN TO DELETE STORAGE 2 DR PRESS < TO CANCEL

ot

In the example above, the 2 is the numbar of the storage area

you are about to delete,
2. Press Del to delete the storage area.

Canceling Defete

When the message is displayed, press the Correction key to cancel
deiets.

t

Deleting All Storage Areas

Warning: Th/s procedure clears all storage and format areas and
turns off ali typewriter functions.

1. Hold down both Code and Shift while you press Del.
e The following message is displayed.

PRESS Del ABAIN TO DELETE ALL STORAGE AREAS OR PRESS ETO GANCEL

£ 31

2. Press Dal to delete all storage areas.
® The STORAGE CLEARED message is dlsplayed.
® All storage areas are cleared.
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Using Stop Codes in Storage

Type a stop code at any point in a job where you want playback to
siop automatically. You may want to stop playback to type text as a -
job prints or to change typewriter settings such as iine spagcing or
Automatic Carrier Return, See page 3-30 for stop code applications,

Typing a Stop Code |

L

2.

@ You may type a short comment (up to 50 characters)

Type text or move the cursor to the point where you want the
typewriter to stop during ptayback.

Hold down cod;a while you press 9 {Stop) to begin a stop code.
® The following message is displayed:

TYPE ETOP CODE SXVMENT : -

iy

describing what to do at this point during playback. The

comment is dispiayed but not printed when typed or played
back. :

Hold down Code while you prass 9 to end the stop code, The stop
codes and comments are displayed as follows:

Stop Code Stop Code
Symbol Symbol

8 Change Line Spacing to 28

Procead as instj'ucted by the stop code commant, then continue
typing. :
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Playing Back a Job That Contalns a stoh Code

1. Play back the job as instructed in "Playtng Back a Stored Job" on
page 3-4.

2. When playback reaches the stop code, prmting stops and the stop-

coda comment is displayed with symbpls betore and after it.

Stop Code Stop chﬁ
Symbol SyTboI .

~-»Change Line Spacing to 2¢--

3. PRead the comment and respond.
4. Press End to continue playback.

Deleting a Stop Code

Make sure storage is open.
-Select Ro Print.

Move the cursor to the first stop code symbol

Prass the Correction kay.

® The stop code and the stop coda comment are deleted.

Eal o

Stop Code Applications

Reminder to Turn Automatic Carrler Return Off and On

Type a stop code at any point in & job where you want to turn

- Automatic Carrler Return off, For example, when you want to turn
Automatic Carrler Return off for tables, coiumns of numbers, or.
forms, type a stop code at tha point where Automatic Carrier Return
should be turned off. Type another stop code at the point where you
want to turn Automatic Carrier Return on again.

Reminder to Change Line Spacing

Type a stop code at any point in a job where you want to change line °

spacing. For example, you may want to change from doubte spacing
to single spacing for iong quotes within a repoft. Type a sacend stop
code at the point whare you wish to return tha line spacing to its ori-
ginal setting. :
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fForm Letters

. Type a stop code at each point where variable information should be
typed in a form letter. For exampte, you can type a stop code at the
point where the date and inside address will appear. You can type .
stop code commaents to remind your what information should be typed
at aach position.

Job Titles

Type a stop code at the beginning of every stored job with a brief
description of the {ob In the stop code comment. When you play back
the job with storage closed, the comment appears first, ailowing you
to verify that this is the job you want to play back. When you play back

the Job with storage open, the typewriter ignores the stop code at the
beginning of the job.

Reminder o Turn Justification On or Oft

Type a stop code before any portion of a job that should be justified.
In the comment, remind yourself to turn Justification on. Type another
stop code at the point where you want to turn justification off.

Reminder to Change Printwheel

When storing a job, you must type a stop code bafors a typestyla
change so that the typewriter wili stop to allow you to change the
printwheel. The typewriter automatically stores a stop code when you
change to a ditferant pitch. Refer to “Changing Printwheels While
Typing” on page 2-20.

Keyboard Changes

The typewrlter automatically inserts stop codes at keybbard changes
in your job. During ptayback, the KYBD indicator comes on o indicate
that a new keyboard ia going to be selected.

Basic Storege  3-3%
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Menu Functions

"The Menu key gives you access to several special functions on your
typewriter, inciudlng

A directory of a!l tha jobs in storage. Jobs can be played back,
revised, or dsleted through the directory.

A printed list of stored jobs.

A Page Layout function to adjust the number of lines per page for
printing multipage jobs.

A Tab Adjust furiction so you can move tab positions during play-
back so columns and tablas can print in a new position on the
page.

The ability to view and delate words from the Spell Check I} sup-
plemantal dlctlonary {See Appendix A )

i you have the Diskette Option, you can open diskette storage areas

through Menu as well

Identifying the Curi-enl Storage Area

‘While typing in storage you may want to know which storage area is
open. i

1.

Press Menu.
® The menu is dispiayed. The number to the right of the
. Messags is the storage area that you are prasently using,
: Current

_ Srorage
Aras --I

Press Menu or tha Correction key to cancel menu.

Menu Functions 4.9



Using the Menu Key

The Menu key can be used with tha STOFIE mchcatcr on or off.

1.

Press Manu The !ulluwmg informatlon is displayed:

- DIRECTORY displays the jobs stored in typewriter storage

areas, the amount of storage space for sach job, the left and
right margin settings for each job, and the remaining storage
space.

LIST prints a copy of the dtrectory For more information, see
“List” on page 4-8.

PAGE-FORMAT allows you to set the numher of lings that
print on each page of your job and adjust the tab settings in a
stored job. For more information, see “Page-Layout” on

page 4-10, “Auto Page End” on page 4.13, and “Tab Adjust" -

on page 4-15.

SPELL allows you to view and delate words from the Spell
Chack |l supplemental dictionary. For more information, see
"Vlewing and Deleting Words frem the Supplemental
Dictionary” on page A-5.

You may select a menu function in two ways:

Move the cursor to the desired function then press CRtn to
select tha function; or

Type the underlined character in tha desirad function. For
example, type I to view DIRECTORY or L to print a LIST of
directary contents. The text may be typed in uppercase or
lowercase. When you type the underiined character, the func-
tion is autormnatically selected. :

Press Menu or the Correction key to cancat Menu.
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Dlrectory

The Directory menu function disptays a list of the jobs in the type-
writer storage areas. The amount of storage space used by each job,
the left and right margins for each job, and the amount of storage
space remaining are also displayed. The directory can aiso be used
to store, play back, or delete text.

1. Press Menu. The following information is displayed:

played:

# The number in the upper right corner of the display is the
amount of storage space remaining in typewriter memory; for
example, 30174,

e [f the STORAGE EMPTY message is dtspiayed you have no
jebs in storage., :

¢ The number in the iower right corner on the second line of |

" the display indicates the amount of storage space usad for '
that job; for example, 109,

® The number at the left on the second line is the storage area
where the job is siored; for example, 1 '

® I you typed a heading (tite) for your job using stop codes as

" described on page 3-31, it is displayed also. Otherwise, the
first 50 characters of the job are displayed.

® Job numbers are displayed only for storage areas that

. cortaln text,

e The numbers 012::090 are the margin settings: 012 is the left
margin, and 090 is the right margin. The settings are automat-
ically recalcutated to match the pitch of the printwheel in the
typewriter. Therefore, if you stored the job using a 12-pitch
printwhesl, but currently have a 10-pltch printwheel instafied,
the settings displayed are for the 10-pitch printwheel. Use
these settings to set margins before playing back the job.

Menu Functions 4-3



3. Usethe 1 and | keys to continue moving through the directory.
® Only two lines of the directory are displayed at a tima,

4. Press Home to return to the beginning of the directary,
5. Press End to view the last two lines of the directory.
6.

Press Menu or the Correction key to cancel Directary.

Revising a Job through the Directory

1. Foliow the instructions on page 4-3 to view the dlractory and
imove to the job you want to revise.

2. When the cursor ig at the jab you want to revise, prass Store.
® The first line of the job is displayed.

3. Revise the job as instructed on page 3-15.

Playing Back a Job through the Directory

1. View the directory and move to the job you want to play back.
2. When the cursor is at the job you want to play back, press Play.
® The PLAY indicator comes on.
¢ The job automatically plays back.
— To stop playback, press any key.
— To rasume playback, press End, |, or -,
~ To cancel playback, press any key to stop playback, then
press Play until the PLAY Indicator goss off,
3. When playback is complete, the PLAY Indicator goes off.
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Daleﬂng a Job through the Directory

1. View the directary and select the job you want to delete.
2. When the cursor is at the job you want to delete, press Del. Infor-
mation simi!ar to 1ha followmg is d:splayad

4. Press Del to delste the job.
& Eachtimea ]ob is deieted, the Directory reappears.
* i all jobs are deleted, the STORAGE CLEARED message is
displayed. ;
¢ To cancel delete, press the Correction key.
4. Repeat steps 2 and 3 for each job you want to dslete.
5 Press Manu or the Correction key to cance! Directory.

Localing Job Numbers in the Directory

You ¢an use Find with Directory to move 1o a specific job. You wiil
‘learn more ebout tha Flnd function in Ghapter &,

1. Press Menu. :
2. Select PIRECTORY.
3. Hold down Find whlle you type the number of the job you want to

H{H—{:—Hﬂ—m{{«c :

!

locate.
“Tﬂ s Ifthe salectad Job does not exist, the next highest number is
g selected,

L

11
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List

Use the List function to print & copy of the directory. All job numbers,

titles, margins, the amount of storage spage used by each job, and
the amount of remaining storage space Is printed.

1.
2,

3

Make sure paper is in the typewriter. .

Set the left margin at one Inch to ensure that the list does not
print off the right edge of the paper.

Press Menu. The following information is displayed:

mh@mmf:wwmmmm_m__m” fo camcer,:

Select LIST to prl nt the dlractory :

¢ The display is cleared while the directory prints.

& The printed list should be =imilar to the example below:
30518 : '

1 {(lLetter to Bob Meyer) _
2 In the lata nineteanth ceatur

109
210

012::090
020::070

s The margin settings are autcmaticaily recalculated to match
the pitch of the printwheel in the typewriter. Therefore, If you
list the job with a 10-pitch printwhseel installed one time and
with a 12-pitch printwheel |nstailed another time, the sattings
will be different.

& [f the listed directory is more than one page:

a. Press any key to stop playback at the end of the current
line. The iullowmg message Is dlsplayed

“ HH%HHHHMH\%G

b. Use the paper release lever t¢ remaove paper.

¢. Use the Paper Ball Load Levnir to insert a new sheet of
papar,

d. Press End to resume printing 1he list.
— Press the Correctlon key to cancel List.
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Helpful Hints

Whan LIST is selected, the correction memory is cleared.

The print moda setting does not affect directory printing.

The directory prints with the currant line spacing.

The directory prints using the current keyboard. Jobs typed using
other keyboards are printed incorrectly. For mora information,
ss8 “Alternate Keyboards” on page 6-1.

Auto Page End is inactive during printing of the directory. For
morea informatlon, see “Auto Page End" on page 4-13.
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Page-Format

The Page-Format function allows you to select the Page-Layout func-
tien and turn the Au?o Page End and Tab Adjust functions on or ofi.

Storage Full

‘The storage capacity of your typewriter is approximately 30,000 bytes
(approximatsely 10 to 15 pages). Thereforae, sach stored job subtracts
from the availabie capacity. .

' Page-Layout is used to set the number of lines per page and the
bottom margin to be used when ptaying back a multipage job. When
Auto Page End is on during playback, the typewriter automatically

. gtops printing at the end of each page based on the Page-Layout set-
tings.

Note: This typewriter's storage capacity may be expanded to
approximately 60,000 bytes (approximately 20 to 30 pages) of storage
space and a Diskstte Option may be added for virtually unlimited
storage. Contact your IBM Authorized Dealer for further details.

The Tab Adjust function aliows you to reset the tab positions for your

- job. Theretore, you ¢an move columns or tables in your job to the
right or left. Your tab positions can be raset and stored with the job or
changed for playback only.

Storage Full Warning
When storage is almost full:

® The typewriter beeps three times.

o The STORE Indicator biinks, then changes to reverse lettering.  To sefect PAGE-FOﬁMAT: :

HebHHHHE

1. Press Menu. The following information is dispiayed:

E

_ . LT
You have space for about 100 more characters. """Pﬂ

1. Stop typing. Do not close storage. ' i -
2. Do one of the following: ‘;*P
& Without closing storage, delete a storage area you no Iongar “5'7@ .
need (see “Deieting a Job through the Directory” on '
page 4-5); or F"‘f@
# Press Store to close tha storage area and continue typing. f-.b
The rest of your job wlll not be stored.

Storage Full Message

if the typewriter beeps on every keystroke and the STORAGE FULL
massags is displayed, storage Is full. Follow the instructions in
" "Storage Full Warning.”

L

4-8 Operator’'s Gulde Manu Functlons 4-9



Calculating Page Length and Bottom Margin

It you have not praviously set Page-Layout, the typewriter assumes
vou are using 11-Inch paper with a one-inch bottom margin. There-
fors, if you are using a 10-, 12-, or PS-pitch printwheal, the page
length will be 66 lines and the bottom margin will be 6 lines. For a
15-pitch printwheel, the settings will be 88 and 8. Tha typewriter auto-

matically recalculates the Page-Layout seltings when you change
pitch.

Page-Layout .
Usa Page-lLayout to describe the paper yo@u are using in the type-
writer. The only time you need to change the Page-Layout settings is
when you change the length of the paper you are using or the bottom
margin. .

Setting Page Length and Bottom Margin |
1. Press Menu. The following information is displayed: Frintwheel pitch determines the number of lines par Inch. For
e e et example, 10-, 12-, and PS-plich printwhesls print six lines of text per

vertical inch, while 15-pitch printwheels print eight lines of text per

vertical inch,
/ } Top Margin

2. Select PAGE-FORMAT. The following infarmation is displayed:

Pags Length < o T——

& 1f the current page length and bottom margin are correct,
press CRin to select the numbers,; “Calculating Page Length
and Bottom Margin® on page 4-11 explains how to calculate
page length and bottom margin settings.

4. Type the desired numbaer of lines for page length.
s i you type an incorrect number, press the Correctlon key to
" arase it, then retype the number. .

& I you do not want to change the bottom margin setting, press

CRIn to select the numbers. f
5. Press — to move the cursor to the bottem margin setting.

N

Page length is the number of single-spaced lines on a page. Page

fength is determined by muitiplying the length of the paper in inches
by the number of lines per Inch.

The botlom margin setting is the distance in lines from the last line of
text to the end of the page. |

r e ik oo £

The top margin is et by the paper bail load lever. The top margin is
set at approximately one inch unless you have programmed the
paper bail load lever differantly. If the top margin setting is incompat-

~ ible with the Page-Layout settings, the typawriter assumes a top
margin of zere during playback. : '

8. Type the desired number of lines for the bottom margin.
& If you type an incorrect number, press the Correction key to .
erass it, then retype the number.
# |{ the bottomn margin setting is greater than the page length
satting, the typewriter beeps.
7. Press CHtn to select the numbers you have typed.

LA

B
u

Page-Layout settings are saved wheh you turn the typewriter off.

i

m

=

Pos
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Common Page-Layout Settings for Paper Length

_ . Auto Page End
Paper Length | Page Length Page Length The Auto Page End functlon automaticatly separates pages of a multi-
{inchas) {LInes) {Lines) page job during playback Whaen Auto Page End ig on, the typewriter
10, 12, P§ Pitich | 15 Pitch uses the Page-Layam settings to determine page length and bottom
1 66 as margin. :
14 84 112 :

- Before turning Auto Pag End on, chack the Page-Layout settings.

Common Page-Layout Settings for Bottom Margin Seg page 4-10 1 you;nqed help.

Turning Auto Page Erid on

Bottom Margin | Botiom Margin Bottorn Margin
{inches) {Lines) ' {Lines) 1. Press Menu.
10, 12, PS Plich | 15 Pilch 2. Select PAGE-FORMAT.
Y 3 4 3. Press -+ one time to move the cursor to ON.
1% g 12 : ¥ ;
2 12 16 4, Press cmn The dlsplay is cleared and the APAGE indncator

comes on.

Playing Back a Job with Auto Page End On

Page-Layout SBHII‘IQS for Pinwheel Form Feeder When Auto Page End stops playback at the bottom of the page:

Important: Read this section anfy if you have the Pinwheel Form

Feeder Option instatied on your typewriter. 1. Tha typewriter beeps three times and the END OF PAGE

REACHED message is displayed.
2. Use the paper release lever to remove paper.
3. - Use the Paper Ball Load Lever to insert a new shest ot paper.
4. - Press End to continue playback.

When you use your typewriter as a printer for your computer, the
computer contrals the page length settings. However, when you use
the machine as & typewriter with a Pinwheef Form Feedar, you must
set the Page-Layout settings as follows:

‘HHH—IH T

-

® Set top margin {Code + Paper Ball Load Lever) where you want -
the first iine of text to print, for examp!e two lines from the top of
the page,

e Set pags length to the number of single-spaced lines per page,
for example, 86.

e Add the amount you aliowed for the top margin (two iines) to the
amount you want for the bottorn margin (six lines, for exampla)
and enter the fotal as your bottom margin (eight lines).
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Turning Auto Page End Off | E‘T‘s 'E‘_’"; _ i

1. Press Men ‘ I Tab Adiust
2 Select PAGE- FORMAT, - c—*ré ju

[ ~ N " Use the Tab Adjust function to control how text typed with tabs is
3. Press ~ two times to move the cursor to OFF. _ ) b " played back, Tab Adjust allows you to move columns and tables on
" USES~-+T0 POSITION. AMY PRESS m 79 SELEGT- O FRESS 1 T0 CANGEL . - L " the page. For example:

e

3m—wnh" ;-mpm 0 O TEETAB ADJUST: O OFF. -

4. Press CRtn. Stored Job |
& The display is cleared and the APAGE indicator goes off. IT"’ r"’
® When Auto Page End Is off, the typewrlter does not stop at the Lexington, KY 40505 606
end of a page unless a required paga end or stop code owensboro, KY 42301 502
oceurs. : Rockville, MD 20854 301
Stored Job Aftar Tab Adfust
Helpful Hints . Tab Tab
® Use the Paper Bail Load Lever to insert paper. , 1 !
e Auto Page End does not allow the first line of a paragraph to be Lexington, XY :gggi ggg
the tast line on a page, and continues playback for one line past gzz:zlﬁgg ’ ;; 5854 o1

the bottom margin to finish a paragraph, : _

& When storing a job, use a Required Page End {Code + E) after
shott pages of text to {orce a new page.

e |f a job does not play back properly, check your Page-Layout sat-
tings. Also check the top margin set by the paper bail load lever.

¢ [f tha top margin setting is incompatible with Page-Layout set-
tings, the typewriter assumes a top margin of zero during play-
back.

e The line space setting does not affect the page length setting.

e You can change pitch without resetting Page-Layout. _

® Auto Page End Is temporarily turned off it a mark occurs which
moves past the end of the page. For mors information, see
“Using Mark for Praprinted Forms” on page 5-24.

When Tab Adjust is turned OFF, the tab settings in the current format
area do not affect the tab settings of a stored job. Suppose a job was
" gtored with a left margin of 10 and tabs at 20 and 35. i you play back
thig job with the tett margin at 10, the tabs will aiways be at 20 and 35.
- When the tabs in the current format area are at 40 and 50, the stored
~ job still plays back with tabs of 20 and 35. The current format area "
does not affect the tab settings of the stored job.

The tabs in a job are stored reiative to the left margin. in the example
above, if you change the left margin at piayback to 15, the tabs will
play back at 25 and 40. The tabs are stlll the same distance from the
laft margin as when you stored the job. That is, the tabs are stili 10
and 25 spaces from the left margin. The tabs in the job have not
changed; only the left margin changed.

With the Tab Adjust function turned ON, the typewriter moves the tabs
in the job from the stored settings to the current settings.

4-14 Operator's Guide
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Turning Tab Adjust On
1. Press Manu. The following information is displayed:

Moving Tabs During Playback

-Foliow these steps tp play back a job with new tab settings. These
new settings are not permanently stored.

1. Make sure the STORE and ARTN indicators are turned off.

2. Turn TAB ADJUST on.

3. Press Frmat to chack the format area. Set the desired tabs using
TSet and TCIr. .

4. Hold down Play while you press tha number of the job to be
played back with new tabs.
e The PLAY indicator comes on and the job plays back.
# When playback is completa, the PLAY indicator goes off,
* TheTADJ indicator is displayed unti! Tab Adjust is turned off.

2. Select PAGE-FORAMAT. Press - three times to move the cursor
to ON

3. Press CRin to turn TAB ADJUST on.
® TheT ADJ indicator is displayed.

Turning Tab Adjust Off
1. Press Menu. The 1ollowlng Information is dlsplayed Movlng Tabs throughout a Stored Job

Follow these steps to store your Job with new tab settings. Thasa new
settings are perr_nanently stored.

2. Select PAGE-FORMAT.

1. You may want 1¢ copy your job before adjusting tabs. See page
3. Press -y 1our times to move the cursor to OFF then press CRin. '

- 3.14 for details. :
2. Make sure the STORE and PLAY indicators are off.
3. Turn TAB ADJUST on.
4. Hold down 8tore whila you press the number of the Job to be
stored with new tabs.
e The STORE and PLAY indicators come on,
Select Character or Delay Print. Tabs are adjusted only In Char-
acter or Delay Print.
6. Press Frmat to check the tabs in the stored job.
® Sat the desired tabs using TSet and TClr. See page 3-9 for
more information.
Press ons of the following keys to begin playback: |
& - to play back one character at & time.
® | to play to the snd of the current line.
¢ End to play to the end of the job.
Press Store when playback is compiate.
® The STORE and PLAY indicators go off,
® The job is stored with new tab settings.
® The T AL indicator Is displayed until Tab Adjust is turned oH.
8. Turn TAB ADJUST off.

mm-z&mm

It

¢ Tab Adjust is canceled and the T ADJ Indicator goes off.

’-;‘:

t

. z 7

111
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Practlce

1= Insert a 12-pitch printwhesi, then set the toliowing marglns and'-'

S+ tabe informat area §: LMar 12 RMar 72 Tabs 48, 60, .
. 2. Store the text below in storage ares 25. If storage aréa 25 al raady
'contains tsx! closa the storage area and open another

..:3_-Loxington, KY*”
. ' . Owensbora, KY.
" ,Rockville,

" 3 Close storago. then play back the mb Tl e

o 4. Clear all tabs, then play back tha job. V0ur prlnied copy wnll be
¢ identical to the first copy you printed. .

- 8et the 1ollowing tabs; 24, 36, 48, 60: Play back tha job Your
S prlnted copy will be Identical to the first copy yuu printad.. :
'8, . Clear all tabs, then set the fouowmgtabs 36, 44, Your printed._
S --_--ﬁ:copy wilt be idenﬁca! 10 the first Copy-you ‘printed.- SRR
L z.'.-:_;'l‘um Tab Ad}uai on, then play the job Tha r:oiumna an your
';- 'prlnted copy wilt move 10 tho nsw tabsh

Moving Tabs in a Portlon of a Stored Job

By turning Tab Adjust on and off during playback, yau can change ths
tab settings for a portion of the job. :

1. Make sure the STORE and PLAY Indicators are off,

2. Press Frmat to check the currant marging and tabs.
# Set the same margins you used when you stored the job.
& Set tabs at the desired new posltlons

3. Select Character Print.

4. Play the job through the tabs that are to remain unchanged.
& Uss | to play one line at a time.

5. When you reach the pan of the job corﬂammg tabs you want to
move, turn Tab Adjust ON.

6. Play those lines containing tabs that should move.
e Uss= | to play one line at a tima.

7. Turn Tab Adjust OFF.
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Pracllco

_I!nsert a 12—-pnch printwheel than sat thu fo!lowlng marglns and
tabs in format area 6: LMar 12 RMar 84 Taba 36, 80.

ontaln ' text close the storage area and opan anothar

' .'Find ' .

Playback £ Lol _-~":g'Change'

Revisa. ., Page-Format . .. Mark i :
Hyphznata . Page~Layout.. 'SDocument Assembly
BEop. Todes " ‘Ruto. Page End Justlflcation

-Deletling Joba_ _'rab l\d]ust ;jf"_-:

. Close the stcrage araa :
4, Clear all tabs. Set new tabs at 30 and 48

you stored.In step 2.
Turn Tab Adjust ON; + D e P
-P!ay the f“‘ of the iob. Notlce thai tha second and thlrd columns

Helptiul Hints

¢ Be sure to turn Tab Adjust off after using it.

e Only tabs that are actually played back are adjusted in storage.

# Only text that was typed after a tab will move. If spaces or tabs
and backspaces were used instead of tabs to separate columns,
the text will not be moved by Tab Adjust.

® Permanent tabs exist at the laft and right margins. These tabs
cannot be clearad.

Menu Functions 4-1%
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@~ Justification during Playback

oy Jobs can be played back with the JSTIFY indicator on for an even
& LA . right margin (as in &4 newspaper). You must set left and right margins
_ E » before justitying a jbb during playback. Use the Directory tunction as

; explalned on page 4-3 to view the margin settings used in the stored
-~ job.

]

Ir

E—2 Sample Justification Printout

L)

" Justified copy gives the appearance of a printed
manuscript. Extra space is added automatically
between words ge that the right marqgin is even,
Do mot press the carrier return key while typing
"lines t¢ be justified. If the last line of the
job 1a a short line and should not be justifiad,
press carriar return to end that line.

e

i

B

;

4-20 Operator’'s Guide Advanced Storage 8-t



Practice
: :nsert " 12-pitch printwheal then hold down Frmat while you

k _,':'_'f Opan smfempty storage araa and typa the sampla prmtout nn
" page [ X E
EE Space only unu tlme betwean wmds. R

3.’ Close storage...

. Press the Jstity kay
‘®_.The JSTIFY and DL PRT indicators are displayed.. L
. Hold down Play while you type the numbar whsre the }ab Ia
 stored; Playback begins immediately. -+ -

_ﬁorl

Helpful Hints

e Justification should be turnad off for portions of jobs contalning
tables.

® Do not stora footnotes, page headings, or page numbers with the

job since revisfons may cause page enqings to change.

5-2 Operator's Guide

p presa 1 touse the forrnat ynu saved r.m page 1-25 (Llﬂzr 12 RM_

o .. Do not press CRln except attl'm and of tha Iast ilne of toxt.

@ Lines which are ended by’ praasi ng! cﬁm wm nat bo Iustlﬂed .
I - When tha job has p!eyad back press Jsll!y to turn Jusmication i
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Hyphenatlon during Playback

You can hyphenzate words during playback so your job prints with a
mors even right margin.

When the HYPHEN indicater s on during playback, the typewriter
~stops printing where a word will print beyond the right margin. The
 typewriter beeps and the HYPHEN indicatar blinks several times, then
changes to reverse lettering. The cursor blinks at the first character
int the word to be hyphenated. Do one of the following when the type-
writer stops for hyphenation: _

'® Hyphenate the word.
¢ Keop the word on the same line.
&« Move tha word to the next line.

Hyphenations made with storage closed ara not stored with the job, If
tha job Is played back with storage open, the hyphenations are stored
with the job. When you play back the job with the same margins and

- the HYPHEN Indicator on, the words you hyphenated play back
hyphenated., If the margins have been changed and a previously
hyphenated word prints in the middle of a line, the hyphen Is
dropped.
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Turning Hyphenation On

Hoid down Code while you press R until the HYPHEN indicator comes
on.

® The ARTN and HYPHEN indicators are displayed

Hyphenating the Word

1. When the typewriter stops during playback, press = to play back
characters until you hear a beep. This beap Indicates that you are
.at the right margin.

2. Continue pressing — until you play to the desired hyphenation
peint,
® [f you play past the hyphenation point, use the Correction key

to erase back to the hyphenation point.

3. Type the hyphen.

4. FPress CRin.
® Ratype any characters you erased.

5. Press End to continue playback.

Keeping the Word on the Same Line

thn the typewriter stops during ptayback, press End to continue
playback.

® The word stays on tha sams line.

Moving the Word to the Next Line

1. Whaen the typewriter stops during playback, press CRin.
® The word is moved te the next line.
2. Press End to continue playback,

54 Operator's Guide
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lnsert a 12-pl'tcb prlntwhaal then hold dawn Frma: whlle you
press 1 to use tha !ormat yau sav d an page 1-25 [LMar 12 RMar

Hoid down Play white you_typs ﬂ\e aumber of the job you stored
o paga 324, Piayback begins immediately. . :

When the typewriter gtops for a hyphenation. declsion. do one oi |
the followlng ‘hyphenats the word, keep the word on the same Z__ )
tine, or move tha word {o the next line Refar to paga 5—4 If you |
Aeed he SR Lk

Notico the dlsp!ay when piayback stops tha H\’PHEN indioator _
changes 16 reverge lettering if there s a long pause whule waiti ng:

) make & hyphenation decision, The reverse lsttering isa . B
reminder o make the decisnon &ea tha exampla of rwarse !et-
mring ba!ow U R o B

HeEt

5, Rspaat this practice untli you are. non';fortable with hyphenaﬂon
he hyphens are _not__stored becausa staraga ia c!osed Lo

Eample !'rlnluui

In the late ‘Bin eenth’ century' l peried in h;s-'

. koTY marked by the beginnings bf “the ‘industrial
x.vulutian and the develqpment ‘of new tachnolo« . ”__ U
gies, Ayping contests #rew enthusiast;c spectaturs Eed bl
Angd. pmvided tree ndvnrtisinq for a struggling
ypewrlter industry. In those days, typing speeGS' o
of 40 to 45 oxd 'per minutd nre ccnsidered "
astonishing : - RN wn o
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Helpful Hinta

e {f you type a syllable hyphen to divide a word, always press CRin,
then press End to continue playback. When the job is played
back, the hyphen ig dropped If the word occurs in the middle of a
line, If you do not press CRtn before pressing End, the hyphen
becomes a permanent hyphen. The next time you play the job,
the hiyphen prints in the middie of the word,

® If a word containing & permanent hyphen must be divided at the
end of a line, play back the word until the desired hyphen has
printed, then press End to continue pl ayback,

Using Find

The Find key allows you to search for a revision paint or particular
text in a stored job quickly. Using Find, you can move directly to a
specific word or line to change, replace, delete, or add text to a jahb.
You can also use Find to advance, play, or delete to a specific point.

[
Advancing To a Find Point

1. Hold down Store while you type the number of the storage area
you want to open.
¢ The ARTN, STORE, and PLAY indicators are disptayed

2. Preas the Find key, The following messags is displayed:

TYPE TEXT 10 Ty

e

v

LI

e

AT AR,

3. Type the text that you want to find (up to 24 characters) exaclly as
' it appears in your stored job. '
® Whaen searching for the ward the, your typewriter aiso finds
occurrences of the words then, these, fathe, and so on. Use
punctuation, capitalization, or spaces before and after the
ward to make specified text unique.
¢ Use the Correction key to correct any typing errors.
4. Press End to search from the current position to the end of the
job.
® You can also press Find, |, or = o search to tha and of the
job.
¢ il you are using No Print, you can also press Home, T, or « to
search to the beginning of the job.
5. The typewriter finds the next occurrence of the specified text in
- tha diraction you indicated. When the text is displayed, make
revisions according to the Instructions in Chapter 3.

Note: If the typewriter stops for a hyphenation decision,
printwhee! changs, or stop code while you are using Find, the
Find functlon is canceied. Find is also canceled If you press any
key during & Find operation,
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12 "Ciqss_starage when you finish mviainq the }ob'.';_: L

Ropeating Find

1. Press Find.

& The last text you specified is displayed,

2. When the message is displayed, do one of the following:

& To repeat Find without specifying new text to search for, ¢on-
tinue with step 3. '

* Type new text to search for over the old text. The cld text Is
automatically remaved from the display when you type the
first character of the new text,

3. Press End to search from the current position to the end of the
joh.

@ You can also press Find, §, or - to search to the end of the .
ieh.

¢ [f you are using Mo Print, you can also press Home, {, or + to

~ search to the beginning of the job.
4. The typewriter finds the naxt occurrence of the spacified text in

th . ¥ -_period,
in history marked. by tha £1ut years of
:hﬂ Andustrialivevolution &nd the development
£ new-technnlogies, tYping contests drew
nthugiastic’ gpactatoxs ‘and providad frse
dvertising for a a‘l:ruggl:.ng oftice equipmen
ndustry. th - thasn days, typing apeeds af
0.4 45 words per minute were conaiderad
_”stanishinq.

Helpful Hints

® Ifthe TEXT NOT.FOUND messags is displayed:
— Make sure you typed the text exactly as it appears in the

T

M o X storad job.
- h r
tha_directlon you indicatad. When tha text is displayed, make the — Make sure the cursor is not already on the text you want to
revistons. find. '
— Repeat Find and press £nd, then repeat Find and press Home
to make sure you have searched the entire job.

Practice

_ __1: - ::!nsert a 12—pilch prlntwheal then h 'Id down Frmat whlle yo u
' ___:.prass 2 tu usa tha 1ormat you saved ©n page. 1-25 tl.!dlar 12 RMar . _

[T

® Press any key to clear the TEXT NOT FOUND massage from the
disptay. ;

® If you specify to find more than 24 characters, the typewriter
beeps and ignores sach additional character you type.

¢ Many alternate keyboards contain accent marks that are dead
keys that print without advancing the carrier to the next space. To
find text containing accent marks, type the character but not the
accent mark. For example, to find resumé, type resume.

mm

8. Prasa the Find kay.
. = Yype the word beg.\‘nnfngs
10. Press Homa. "

Delats the wor

1

8.3 Operator's Guide
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Playing to a Find Point
Combine Find with Play to play to a panicplar potnt in & stored job.

1. Hold down Store while you press the number of the job you want
to play back.

2. Press the Find key.

3. Type tha text that yvou want to play to.

4. Press End. The job plays to the text yo_u specified.

Deleting to a Find Point

Combine Find with Deleta to delete to a part:cular pointina stored
job.

1. Hold down Store while you press the numbar of the job you want
to play back.

2. Play or move the cursor to the point where you want to begin
deleting text. :

Hold down Del while you press Find.

Type the text that you want to delets ¢q.

5. Presa End. The following messaga appeara

M~

¢ Press Del to delete up to the specifiad text.
¢ Press the Correction key to cancel defete.
8. Closa storage when you finish ravising the job.

510 Operator's Quide

:

1

1

:z'—z;mfﬂmxmw

t:h__ 3 Iindnatrml xevolutitm and’ the developma'nt.
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r

"ninetaanth cantury, a period
histcry maxked- by tha first years of

) ‘industrial revolution and’ ‘the: davalopment
b E - g e teqhngloqies. typing contest- dreu _j: T
- o
D
™
-}

111

A,

Advanced Storage S-11



S e —yo—

4
i
{
:

-£-ZH-HHHﬁﬁmﬂfﬂﬂiﬂ—m{{i(5:

.8. Type the new taxt (up to 24 characters).
® Type the text exaclly as it should appear in your stored job.
& Uss tho Corraction key to cotrect typing errors.

7. Press End to search from the current cursor position to the end of
the job, or press Home 1o search from the current cursor position
to the beginning of the job.
® You can aiso press Chng, -, or | to search 1o the end of the

Job. Find may alsc be used, but onfy a Find operation is per-
formed.
8. The typewriter finds the next occurrence of the specified text in
the direction you indicated and displays the line of text along with
the foilowmg mwssage :

Using Change
The Change function is similar to the Find function. Using the Change
function, you can specify text to search for within a job, and new text
to repiace the text searched for. For example, you can change the
word dog to cat, or change the phrase dogs chase cats to cats chase
dogs. This abillty to find and change text In a single operation can
save considerable time in the revision process. Tha Change function

wprks only in No Print.

Changlng Text ) Press chng to change the text, or press Correction to cancel the

Cheange iuncﬂon

1. Hold down Stare while you type the number of the storage area
you want to open, _
2. Select No Print. The NO PRT indicator is displayed.
3. Press the Chng key. Tha following message is displayed:
o " YrT— T——

Repeating Change

i. PressChng.

&  Thae last text you specified is displayed.
2. Whan the message is dispiayed, do one of the followlng
® To rapeat Change without altering either pesition, continue
with step 3.

e  Type new te_xt over the oid text in the first position, then press
=+ 10 mova to the second position.

¢ Press - to move to the second position without aitering text
in the tirst poslnon Type new text over the old text in the
second position.

3. Press End to search from the current cursor position to the end of
the job, or press Homae to search from the current cursor position
to the beginning of the job.
¢ You can aiso press — or | to search to the end of the job.

4. When the message is displayed, press Chng to change the text,
or press the Correction key to cancel the Change function.

4. Type the text that you want to change {up to 24 characters).

¢ Type the text exactly as it appears in your stored job.

&  When searching for the word the, your typewrlter will also
tind and change occurrences of the words then, these, fathe,
and 50 on. Use punctuation, capitalization, or spaces before
and after the word to find the text you want.

® LUso the Correction key to correct typing errors.

5. Press — to move the cursor to the next message:
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Practlco

RS K lnsen‘. P 12-pitch printwheel then hold down Frmal while you
o press 2ta usa_ tha format you savsd on paga'1-25 (LMar 12 RM_
T2 "._Hold dcmn Storo while you type lho number of the job you atored
" onpage 811, 5 L
" 8., Select No Prmt-__ -
4. Press the Chng key ' i i
5. Type the word. typing. then prass oy !a movo to thu nan pcs:tlon o
. 8, :-Typa the phrase typing speed; " -
. 7-"._. -'Press End to search for the. naxt occur_ nce o! the taxt Whan the_-:'-'

SR TH
1z

3 o

14,

16.

v the tollowing.

S In the lata nineteanth century,
RN ¥ hiatury marked by the first. yéars of - e
.. the industrial revolution and the davelopment

. of advanceﬂ technologles, typinq spnad contests
S dreu enthusiastw spectators..:m thoge’ days, '
L -'_tmxch typing spesds of 46 to 45’ words per
:ﬂ,=m1nutl were cnnsidered_- tonishin -
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'messane is dlsp!ayed press the chﬁn kéy 10 changa the text.

10: Presa End to search for the next occur
.~ message is displayed pren :ha clmu kay 0 ch
“Press the Chng key. | BRI AR CRLT

Type the word new, then press -. to move to the aacond positian;_

begmnfng of the job.- When tha messago_is displayad-"prasa tha'
_ .7 Chng key to change the taxt, .

‘Type the word advanced. i
Press Hnm to saarch !rom tha currant cursor posltlon to th&

Closa’ storage when you fEnish changlng iext - T
jPIay back a copy of the jom Your pnntsd copy should resemblu L

%

'a-'pexiod o

1

S

R

;
|

s g

Helptul Hints

If the TEXT NOT FOUND message is displayed:

~— Make sure you typed the text exactly as it appears in the
stored job.

— Make sure the cursor is not already on the text you want to
change.

— Repeat Change and presa End, then repeat Change and press
Home ta make sure you have searched the entire job.

- Press any key to clear the TEXT NOT FOUND message from the
_digplay.

The following message is displayed when text you specify closely
resembles text in the job; for examp'e, when the number of
gpaces typed betwoen words in specified taxt differs from that in-

the }ob

CLRE
If you specify more than 24 characters on the Change menu, the
typewriter beaps and ignores each additional character you type.
Many alternate keyboards contain accent marks that are dead
keys that print without advancing the carrier to the next space. To
find text cantalning accent marks, type the character but not the
accent mark. For example, to find resumé, type resume.
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Form Letters

A torm {repetitive) letter is the same lotter sent to several different
people. When typing a form letter, store the repetitive Information
(the body of the letter), then play back the lettar and type variable
information (name, inside address, and so on).

1.

2.

Hold down Store while you press the number wherg you want to -
store the letter.

Type the form letter placing stop codes wherever variable infor-
mation is to appear.

Press Store to close storage.

in the example below, the variable information, such as nams,

address, salutation, and additional information in the body of the
letter, is shaded (f; 7). When you typse the letter, type stop
codes where the address, name, and other variable information
appear. You can type the shaded information in stop code com-
ments to remind you what information to type in the letter.

Note: Because the stop ecodes and stop code comments do not
print on the paper, your copy may not match the example below
when you first type it

8 CRins

Code + & (Fsida RERSE) Code + 9

2 CRins

Dear Coda + 9 (Kixe) Code + 9

Thank you for ardering an IBM Typewriter.
On Coda + § (MEEW) Code + 9 we will deliver
your new typewritar. Please call me if
you have any questions.

3 CRins
Cordially yours,
1 CRins

Paul Boler
Sales Manager

Store

5-18 Operator's Guide
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Playing Back a Form Latter

1.

Make sure the STORE Indicator is turned off before beginning

playback. If stornge is open, varlable text will be stored with the

form tetiar. '

Hold down Play wh[le you type the aumber where the form letter

i= stored.

When playback stops at a stop code, type the vartable informa-

tion.

® The lnformation you type prlnts on your playback copy only.
‘Use the Correction key to correct errers while typing the vari-
able information.

Press End to continue playback.

- Repeat steps 3 and 4 for each additional stop code.

Repeat steps 2 through 4 for each additional letter.
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Assembling Documents in No Print

Use No Print to copy an entire storage area quickly into an existing
storage area. You can also use No Print to duplicate a storage area
before extensively revising it.

Document Assembly

Documant Assembly is the process of combining storage areasto
reuse text that has already been stered. Combining jobs is a quick
way to insert recurring text such as ¢losing paragraphs, addresses,
and phrases into current jobs. Documents can be assembled on
paper (in Character or Delay Print) or only on the display (in No
Print). In No Print, the entire job is copied into an open storage area.
In Character or Dalay Print, parts of a job can be copled into an open

. 1. Hold down Store while you type the number of the storage area

where you want to copy the job.

¢ |f the storage area you have selecied already containg text,
the PLAY indicator is displayed.

storage area. Copying always starts at the beginning of the job, - 2, .Select No Print,
_ 3. Mova the cursor to the point where you want to Insert the other
Should the assembly require more storage space than is avallable, job.

4. Hold down Play while you press the number of the stored job that
~ you are copying. Release the keys,
® - The printwheel spins when the job is copied.
. 5, Close storage.

tha following message is displayed

Important: This typewriter has been desi:gnad 50 that, even H vour
jobs were stored with different margins, they will all play back with -
the same margins during document assembly,

Assembling Documents in Character and Dalay Print

- Parts of jobs can be combined using Character or Delay Print. If the
result is to be saved, open storage before beginning the assembiy,

HITTIIETLY,

)
o

If your jobs were stored with different margins and should ba azsem-
bied with their stored margins intact, use tha Indant function as
described in "Changing Margins and Tabs After Opening Storage” on
page 3-9 to set temporary margins during docurment assembly.

To assembile jobs, print the first job up to the point where the second
job should start. Begin playing the second job. If you stop printing
betore the end of the second job, the SUSPND indicator is displayed
o remind you that the playback of two jobs has been stopped (sus-.
paended). At this point, you have four options:

113

lf the job you are copying was stored witﬁ indented margins, make

sura the assembied document plays back correctly. e Type or correct text
. . F .

“;__;a ¢ Resume playback.
. * Cancel playback. Canceting the second job aliows you to resumae
o printing the first job.
w D ¢ Begin playing back a third job, Playing a third job completely
ot cancels printing of the second job. Canceling the thnrd job allows
g you to rasume printing the first job.
B e~ |
D

t
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Assembling in Character or Delay Print with Storhge Open
Fallow the steps below 1o save an assembied document.

1. You may want to make a copy of your job befors beginning docu-
ment assembly.

2. Hold down Stara while you typa the number of the first jOh that

you want to play back.

Select Delay Print or Character Print.

Press End, |, or «» to start playback.

Press any key to stop ptayback of the first job near the point

whare you want to copy the other job, then press = or Code + —

1o play to that point.

6. Hold down Play while you press the number of the second job.
¢ The job plays back from the beginning.

7. Press any key to stop playback of the second job near the point
where you want to copy another job or continue playback of the
first job, then press ~ or Cade + — to play to that point.
¢ The SUSPND indicator comes on to remind you that the first

and second jobs are suspended.

8. Do one of the following:
¢ Press Play te cancel playback of the un printed portion of the

second job.
— The SUSPND indicator is turned off.
® Press End, ~, or | to continue playing back the second fob.
When the end of the second jab is reached, playback stops
and the SUSPND indicator is turned off.
# Hold down Piay while you type the number of a third job.
— The third job plays back from the beginning.
~ The unplayed text of the second job is not included in the
document you are assembling.
= The SUSPND ind!cator is turned off.
8. Press End, =, or | t0 continue playing back the ﬂrst jeb.
10. Press $tore to close the storage area.

aewm

Assembling in Character or Delay Print with Storage Closed

Hold down Play while you type the number of the first job that you
want to play back, then continue with step 5 above. Do not prass
Store to open a storage area. Your assembled document will not ba
stored.

5-20 Operator's Guida
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sert 8’ ia«pltch priniwheel, then: ho!d_down Frmat whils you 3
-press 2 to use the fermat you saved @ page 1-25 {LMar 12 l“nlar |

in storage area 80. if'siorage areaso _,
-niraady conta{na text ctosa the atomcs_araa and open another o

”arﬁgrnph 'fter
."‘ ;'jczb_ .;1,a ztornd, you tan-tombine it with

o_ra the paragraphs be ow in storaga araa a1 " s_torage area 81
Iready contains text close the storage araa and :

'rhi.s' is nto:agu u-e $:% paxagi‘aph ':|. When
‘whe playback of ‘two ‘Johé has been stopped,.
he SUSPND indicator 4w displayed.

taraqe ayea 81, a.:agr;ph ._?ressmg
ny key . ntops playhack. When playhac.k 5.
tupped, Dress END to resume playba:k' ?xess :3;
’PLAY“to cancel "llyback. g e

-S’core me pamgrap 'balow in -s orage area 02 H storage area 32 |
E fraady taontal ns. th. elose !zhs storaga area and apen another -

is I.s atoxage area 82, parag:aph e
_"st:ap playback af a Job . you ean typa
fOrrect. Tent;: xRsume ;layhack._cance
yback, --:br begin playing a third job.

5. Gompiete the exercises oni pages 522 and $.23.
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'Exerclu 13 Comhlnlng Jobl wllh Storag. clmd' L

1. Hold down Play whlia you 1y e 80. :
2, Press any Key. to stop playback as soon ag prmtinq beglns
3, " Use | to play paragraph 1and the blank line follomnq it. Da nat :
*play the tirst line of paragraph
“ Hald down Play while you type §
Press any key to stcp playback as s001n aa printlng beglns
Lo %5 The SUSPND Indicator is displayed. SRR
" 8" Use]1o play paragraph 1 and the biank I
" play the first line of paragraph2... o
7. Hold down Play while you type 82. _
3 Press any key io stop playback as soon as printlng begin g
B ThoSUSPNQ indicator is. dispiayed —_ o
Use }to play. paragraph 1 and the biank Ilna fol lawing it Do not
) _ptay the. first line of pnragraphz v .
10, Press Play 16 cancel further playback of turag
e S Tm SUSPND: indicator i turnad off

.. Press Humo to move 1o tha bagmnlnn of storage area 88
Seloct Charactar Print. - - :

‘Uas L to play paragraph 1and the |
_play the first line.of paragraph 2. BRI
F_ollow steps 4 through 10 of Exercisn tn'play__back th ﬁrst para—.
" graph from storage areas 81 and 82. L '
Press End to resums pl nyback of storane areu 85,
i 8_ Glose the stOraga area. :

5.22 Operator‘s Guide
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Follow these steps. to eopy the first"paragraph oi atorage areas 81 and::::
82 lnto storago area 80, Since storage area B0 will be altered, you =
may want fo copy storaga area sn Into another stnrags area before
dolng  8X8rC

Open storaqa area a PR B _ c
Uss | to play paragraph 1 and tho b!ank Iine foi Iowlng it Do noi

play !he first line of paranruph 2.

Follow steps 4. through 10 of Exercise 1 io play back the frat para-?f_j

: graph from storaoa areas at and 82‘ it .
- Pross E.ml tn resume playback ot storaga area &0.
Ciost !hﬁ starage area. o - '

Helpful Hints

When storing various parts of a job in separate areas, you may

want to press CRin twice at the end of each job. This aliows one

blank line betwesen paragraphs stored saparately when thoy are

played back in documant assembly.

You cannot copy & job into itself.

if the STORAGE FULL message appears, delete a job to clear

space in storage for the job being copled.

It the typewriter beeps when you try to copy the job: )

— You may be trying to copy a nonexistent job. Make sure a job
is stored,

= You may be trying to copy a job during Cantering, Right
Flush, or Decimal Tabulation. Turn these functions off when
assembling jobs.

When jobs are suspended, the printed text can be corrected. It

you move the carrier away from the point where you stopped

playback, the typewritar wili “relocate” to that point before con-

tinutng playback.
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Using Mark for Preprinted Forms

The Mark function helps you automatically type preprinted forms.
Typing forms is a two-step process: first, store a layout of the form
using the Mark function; second, play back the form and fill ln the
blanks,

When storing the form layout, mark the form at each point where fext

Is inserted or needs to print. A mark (Code + Shift + M) identifies a
polnt en the torm to which the carrier should move.

See the sample form on the next page:

® Each M shows where to type a mark. (The M does not actually
print.) A mark automatically supplies a stop coda. During play-
back the carriar moves to tha mark and stops for you to type vatl-
able information. Variable information is text that changes for
each form and Is not stored with the job.

® Each MC shows where to type a mark. Press the Correctlon key
ane time to srase the supplied stop code. After you erase the stop
code, type constant informatlon, Constant infarmation is text that
is the same for each form and is stored with the Job. The typa-
writer prints the copstant Information at these locations
you type and when you play back the form,

®

A

524 Operator's Guide
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Sample Preprinted F:orm

Newspaper Subscription Service

Contributors List

tF’Irut Name || ML

: Lant Name Comtribution Amt.
M MM M
Addreas Dote of Cartributios
M _ M
City : State Zip 10 Humber
M M M M
Talnphone Mo,
M
Distribute to: Accounting
Publlghln
Direet Meil
MC BT
Fouts Munuqer
MC BT
Newapaper
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Storing a Form Layout

1.
2.
3.

Insart a blank form using the Paper Ball Load Lavar.

Set the left margin at the feft edge of the paper.

Hoid down Store while you press the number of the storage area

you want to open,

Selact Character Print. Gharacter Print a!lows you to move the

carrier to the axact typing laocation on the form.

Turn the ARTN indicator off.

Type the form layout as follows: :

a. Move the carrier to the first point on the torm where variable
ofr constant information needs to prim Use any of the fol-
towing keys:

e Paper movement keys {Paper Up. Paper Down, Code +
Paper Up, and Cods + Paper Down).

& CRin.

s Spacebar, Tab, Backspace, or cwo + Backspace.

b. At each point where variable information is to appear, hold
down both Code and Shift while you press M.
® Theiollowing symbols are displayed at the mark point,

The symbols do not print on your paper.

|"'n"'|

|.."..| :

& If you want to add a stop code comment at the mark point,
hotd down Code while you press $, type the stop code
comment, then hold down Code while you press 9 again.
The stop code you typed replaces the one supplied by the
Mark function, but does not erage the mark.

¢. Atasach point where constant information is to appear, hold
down both Code and 3hift whiie you press M. Then press the

Correction key one time and type the constant information.

@ When you press the Correction key, the supplied stop
code is erased. During playback, the typewriter will print
the constant information without stopping.

Repeat step B for each mark point untll you finish the form.
Press Store to close storage when you finish typing the form
layout.
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Marks do not have to be inserted in any particular order. For
exampie, you may move the paper down to a previous line and
ingert & mark, However, the marks will play back In the order they
. were entered,
® Mark symbols do not print on your paper.

& Marks cannot be used when the DEC T, CENTER, or RFLUSH Indi-

cators are displayed,
¢ if you forget to type a mark while typing a form layout:
—~ Erase back to whereg the mark should be and type it; or
— Use paper movement keys to move to the point where the
mark should be and enter it; or
- Gomplete the form, then revise it. Sea "Correcting the Farm
Layout” on page 5-28 for more information.
®* Hyou type a mark by mistake, preas Corraction fwo timoes to -
arase it.

Playlng Back the Form Layout

1. Insert a blank form using the Paper Ball Load Lever.
2. Set your left margin at the left edge of the paper.

~ 3. " Use the Paper Up, Papar Down, |, or 1 keys to position the carriar

on the first line of the form, then hold down Code while you pull
the Paper Ball Load Laver forward to set a new top margin. Push
the Papsr Ball Load Lever back to the closed position and release
the Cade key

4, Turn the ARTN indicator of.

5. . Make sure the STORE Indicator is turned off before beginning

- ptayback or variable information will be stored with the form.

6. Hold down Piay while you press the number of the storage area
where you stored the fayout.
#® The typewriter begins playing back the layout.

7. When the typewriter stopa, type the variabie text to fill in the
form.
s If you make & mistake, use the Corraction key to corract it.

8. The typewriter prints the constant information without stoppling.
® If the typewriter stops at the constant information, you did not

erase the stop code when you stored the form layout.
8. Press End to continue playback.
10. Repeat steps 7 through 9 until you finish playing back the form.
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Helptul Hints

« Because you are playing back the format with storage closed, the
variable Information is not stored with the form layout.
¢ The correction memory |3 cleared each time you type or play a
- mark.

Correcting the Form Layout

S

Required Page Ends

Muitlpage jobs can be stored in a single storage area. As you store
the job, use the Required Page £nd function after short pages such as
titte pages, table of contents pages, and cover ietters. You can also
use requi r&d page ends between the pages of multipage forms.

1. Hold down $tore while you press the number of the s:oraga area E'P-[vﬁ Typing & Required Page End

where you stored the layout.
& The STORE indlcator is displayed.
¢ The PLAY indicator is displayed.
® Tha foliowing symbois are dlsplayed at each mark po!nt
b
i LI}
2. Use = to play to the point where you want to add or delete a
mark.
® Hold down both Code and Shift while you press M to add a
mark.
# Press the Carrection key once to delata onfy the stop code.
¢ Press the Correction key twice to defete the stop code and
the mark.
3. Close the storage area.

Practlce

__Make a cupy of tha aample torm on paqe 5—25 or use 2 tm'm ﬂom
your businass or home. Foliow the- steps or pages 5-26 ari 5-27 to
nracﬁr.‘:e stori ng and playlng back tha y

5-28 Opearaior's Gulde
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Hold down Code whste you press E {PgEnd) at the end of each page.

Playing Back a Job that Contains a Required Page End

During playback, the typewriter stops at the required page end and
the END OF PAGE REACHED message is displayed.

1. Use the Paper Release Lever to remove paper.
2. Use the Paper Ball Load Lever o insert paper.
3. Once papser is inseried, press End 1o continue ptayback.

Using Auto Page End and Required Page End

Use Required Page End after short pages. When you play back a job
with Auto Page End turned on, pages will end at a required page end.
if there is no required page end, pages will end according to the
Page-Layout settings. For more Information, see “Page-Layout” on
page 4-10.

Advanced Storage
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Alternate Keyboards

Read this chapier only it you have a printwheel for other languages,
ASCIl (PC), or Latin Supplemental ISO.

Your typaw;riter Has primary and aiternate keyboards. You have
already been using your primary keyboard.

& The primary keyboard allows you to typs in your own language. i'
Your typewritar automatically sets your primary keyhoard to
match the keybuttons on your typewriter.

¢ Alternate keyboards, when used with the appropriate
printwhesls, allow you to type in other tanguages such as French
and Spanish, or ASCH (PC) and Latin Supplemental 1SO.

Maiching Printwheels and Keyboards

Each printwheal for aiternate keyboards contains characters other

than those printed on your typewriter keybuttons. You can access )
characters of an aiternate keyboard by typing a keyboard change
cailed s keyboard identification (ID) numbar.

The keyboard D) is printed on all printwheels. When more than ane
set of numbers is shown, the first number is the keyboard ID; for
exampia: 001-008. The keyboard ID for tha United States is 001 or 1.
Look at the example beiow. :

L

LI

! wj

See the list on page 6-3 for alternate keyboard ID numbers.

Keyboard
10 Number

NI

’ .
5-30 Operator's Guide Alternate Keyboards  §-1
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Using Alternate Keyboards
1.

2.

Naote: Hold down Code while you préss L to gain access to your sec-
ondary keyboard (Latin Supplemaental 1SO).

Helpful Hints

8-2 Operator'a Guida

- The typewriter stops automatically for keyboard changes during

Select a keyboard and keyboard ID number for a country or

special application from the charts on pages §-4 through 8-10.

insert the country or special apptlcation printwhesl.

® The ID number on the keyboard list should match the number
on the printwhesel.

Hold down Code while you press L (Lnng} and type the keyboard

1D; for example: Code + L + 251.

e The KYBD indicator comes on, followed by the keyboard 1D
you have chosen.

® The keyboard is changed to the alternate keyboard.

Find the keyboard chart that matches your keyboard {D and usa i

to locate the character you want to type.

When vou finish typing in the altarnate keyboard, hold down Code

while you press L (Lang).

¢ The KYBD indicator gaes off,

¢ The keyboard returns to the primary keyboard.

Remove the country or special application printwheel and install

the Q01 primary printwheasl.

Many alternate keybnards contain accent marks that are dead
keys that print without advancing the carrier to the next space. To
type accent marks over aiphabatic characters
1. Type the accent mark first.

— Tha carrier will not advance to the next space.
2. Type the g!phabetic character.
The alternate keyhoard charts show some keybuttons with special
characters. See “Speciat Characters” on page 2-11.
The alternate keyboard is saved when you turn the-typewritaer off.

playback. Refer to “Playback Rules” on page 3-26 when playing
back a job with a keyboard changs.

{—iﬁmﬁﬂHﬂﬂﬂﬂﬁﬁﬁﬁ%

- o —

——— — —

Keyhoard Alphabetic Cross-Reference

Keybourd Name 1D Number Page

| ASCH {PC)2 103 L.x)
Aunirails 1 -4
Auairia o -4
Balgium 261 6810
Brazll L] 87
Canmda (Biingual) 39 85

-1 Ganadu (Engllah) 1 04
Daamark 59 88

1 Firdand 53 [
France 251 &10
Garmany (PC)2 240 810
Germany (West) o) B4
Qrascs {Oreek) 219 2]

" @reace (Latin) 207 L2:)
Hong Kong 118 [
Italy 4 8.5
Maly {PFL)R U7 &-10
Japan (English} &8 &7
Latin Amarica 25 a4
Lstin Supptemental ISO1 - e 08
Natheriands 43 &5
Naw Zaatand 1 -4
Norway 56 &8
Portugal L.~ 87
South Africa a 58
Spain 70 88
Swader 53 .2
Bwitzeriand {Franch} L] &5
Switzeriand (German) §1 ae
Turkey % 88
Unlted Kingdom [14 &7
Ltnited Kingdom {PC)2 B2 810
Uniled Binios 1 54

1 Bpeclal application keyboard chart.

2 Peraonal computer keyboards charts.

Altarnate Keyhoards 8-3



k3 oL ks ;
“D.B Bnﬂu .Bm@ 'B@@ m
D50 Q=0 G50 Oede=0 c
&) &) ML &)
L= O L) D=0 o) =)
QY5 oBYg OU=0 | a88p
8558 ShEs 2008 s
: () ) A = e
=N DY5 Ol f 0
- jUoay 1800y | 509s 900

i _
10 RN =R 1= .
dodi T R R e It
] jEEER 5558 eEes
R 10809 o8 aubn
RSN MBDM MWBDM
HOOEo0 OHER o980
{0509 1e8as [a8u0
i fobtoionbn fBooy
1 EHRoCR FoEa 2= E
L Y% 10 10 ;




8-7

arnate Kayboards

Guide

8-6 Operator's



| 3
- - - =
- :
o590 Bedn ZoEg ==l
L0y oYs0 obzo gd=g f
| S oo N :
G0 oYEeE QRO OPds0
0 O O 0O
L0y o0 obU=0 Ol¥o
)= Do o0Yg Oosn

S 309Y T R0 sEabT f 0D
0 o AP I Y .
O I R S T
SuPn U=sE oEen ehRC
Do08 90890 Habg 5005
C1eEe Imnm W0 §EERT
A @BEBm@IB G
£ @B@ 3 @D . M@@ L] 3 ,ﬂnnn
§0s Peels fe00n  Uaas
U050 1 H00y 980 [ 8aa8
2 o™ £ Hoe EHa0 10800
2 @ 3 @ .m u m @ &
g () g ] g ] 3 [ 7



Kayboard D 247 — Raty (PC)

Keyboard ID 252 — Unitad Kingdom {PC)

N0000000000E)
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Héferencé

‘Use this chapter 1o learn how to:

® Order IBM supplies for the typewriter.

® Remove and Iinstall the ribbon and printwhesl in the typswriter.
¢ Change batteries.

® ' Taka care of your typewriter.

Thia chapter also contains recommendations for ribbons and -
.printwheels for various appllcations.

‘Ordering Procedures for IBM Supplles

" Yo order IBM supplies. contact an IBM Authorized Dealer or cail IBM
Direct at 1-800-1BM-2468. in Canada, catt IBM Direct at
1-800-465-1234,

i o Typestyle Samples

The IBM Cartridge Printwheel 1l is designed for use with IBM

" Wheelwriter® Typewriters and IBM Wheslprinters, The protective car-
tridge makes instailation easy and protects the printwheet from
damage. The wide variety of typestyles and sizes allows you to select

one for readability, emphasis, or space requirements to make your
work look the way you want,

The order number which tollows each typestyle name is for the Amer-
tcan Standard Character Set. Personal computer, foreign language,
and symbol character sets are also available.

A = 10 pitch

A = 12 pitch

M = 15 piteh ;

® = proportional spacing

Note: Because of the differences between printed and typswritten

Impressions, the typestyle samples on the following pages should be
used only as a guide.’

BRSNS AR
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Typestyle Samples and Pitches

{@@

10 Pltch : 12 Pitch (continued)
D Advocate IBM's variety of attractive type E‘tna A cite IBM's variety of attractive typestyles suit

1353845 1353861
A Artisan 10 IBM's variety of attractive type - o E"‘a A Large Ellte IEM's variety of attractive typestyles suit

1353520 f QTQ : 1353017 )
A Booriace scagemic I1BM's variety of attractive type & A Letiar Gothlc IBM's variety of attractive typestyles suit

Booida: ; | h"‘gg 1353514 . ) .

1353511 ﬁ _ 1353764 .
A Dalegats IBM's variety of attractive type G-?g A%wgm I8M's variety of atbractive typestules suit

1353843 ' - 3
yyTITy IBM'S VARIETY OF ATTRACTIVE TYPE G-Fﬂ ﬁ,";‘;g%"ﬁ'“‘ IBM's variety of attractive typestyles suit

1363846 ; - s - .
AbCR-A IBM's variety of attractive type =‘€‘3 A Scribe IBM's variety of attractive typestyles suit

1353248 : 573 1353982 o ) .

¥ IBM's variety of attractive type - E o A Soni IBM's variety of attractive typestyles suit
A oche ! Li,g Yasa778

. IBM's varlety of attractive type
Ares y ; P c"g'3 15 Pitch
A Fresentor IBM's variety of att ractive type G'TQ =g — IBM's variety of attractive typestyles suit many

1353015 : N 13;3;;;

A :res‘t&g; Pica IBM's variety of attractive type _ %a B Gothic 15 1BM's variety of attractive typestyles suit many

264 _

. ; - "? : 1363718
A P:SF;@OCH IBM's variety of attractive type Ry B Frostie 15 IBM's variety of attractive typestytes suit many
1
E ~ 1353655
A Rnetoric IBM'S VARIETY OF ATTRACTIVE TYPE FT:

1353736 ' rtional Spacin
revYT IBM'S VARIETY OF ATTRACTIVE TYPE  Gmizgy 000 pacing .

1353075 j g Solctace . IBM's variety of attractive typestyles suit
12 Pliich ) ?‘3’;3.‘?5%’ waiic - {BM's variety of attractive typestyles suit
2 Advatant IBM's variety of attractive typestyles suit E ey - IBM's variety of attractive typestyles suit

1353047 i E = 53528 : , . .

IBM's variety of attractive typestyles suit .y ® Easay Halic 18M's variety of attroctive typestyles suit
A A:;'tissn 12 1353130

1353060 . . . . .

A o cite IBM's variety of attractive typestyles suitﬁ‘TQ ® Modera .IBM‘S variety of attractive typestyles suit
A Courier 12 IBM's variety of attractive typestyles Suitﬁa e+ [BM's variety of attractive typestyles suit

1363523 il @ Title IBM's variety of attractive typestyles suit
A Gourier 12 liatic  1EM's variety of attractzve typestyles suit T 1353952

1o5ad ' F * For use on typewriters and printers with proportional spacing.

A Duat Gothic 1BM's variety of aHrachve typestyles suit ﬁa
1352055 _ 7 - -
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Printwheel Application Recommendations

-3 3-8

Carbon | Carbon Rold
Typosiyie Coples | Copies | Bencile | Print
10 Plich:
Advocate A A A
Artisan 10 A A A A
Booklace B C B A
Acadomic
Courler 10 A A B A
Delegate A A B 8
Manifold A A 8 A
Plca A A A C
Prestige A B B A
Pica
Ahetoric B C B A
Rhetoric 8 C B A
Pregentor
Symbaol 10 B v c B
12 Plch:
Adjutant A A B B
Artisan 12 A A B A
Auto Elite A A A A
Courier 12 A A a8 A
Courlar 12 A A 8 A
halic
Dual Gothic A B B C
Elite A A A C
Large Elite A A A c
Letter A A 41 A
Gothic
Light Hallc A A A B
Olde Warld A c MR A
Prestige A B A A
Elite
Seribe A A A B
Script B G C A
Symbol 12 ¢ [ c =}

Ratings:

A~Good; B—Fair; G- Marginal; NA — Not Racommandad
(Based on proper selection of ribbon, carbon paper, and stencils)

74 Operator’s Guide

1

Typustyle

i

Btoncits

15 Phch:

Courler 15

Gothic 156

Prastige 15

Symbot 15

Ojr|aj» g

ODl»@iw

WO | »i»

| P& Pltch:

Baldiace

h

Boldface
kalic

b

Eogay

- Essay Halic

Madern

Thesis

Title

117

B>

:
wleivlajal olo| |o|alels 393
it

PIi|»]p

Ratings:

A~Gouod; B~ Fair; G- Mfarginal

{Rased on proper selection of ribban, carbon paper, snd atancils)

Note: Thera are 3 s}mbol printwheels: Symbol 10, Symbol 12, and
“Symboi 15. For best results, use a symbol printwheel that matches

the pitch of your regular printwhee!. For example, use Symbol 15 with
15-pitch typestyles. '

_ Refarance
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Removing the Printwhee! ;‘_Fg lnstalllng the Printwheel
CAUTION Important: Remove the yellow shipping seal from the center of a
To prevent unwanted carrier motion, mako sure the paper bail Is new printwhes| before you install it.
against the platen.

1. Pull the print hammer all the way toward you and hold it.
While you are holding the print hammar. grasp the printwheel
tab.

3. Lift the printwhee! straight up and out of the slot. Ba careful not to
scratch the ribbon.

4. Release the print hammar,

i

Ramows this gant.
Retirea nsttw cepsuls. Remove Thig
Disasn Varschiyl abriehen. Shipping Seal

Retirar aste imlnho.

2

1

CAUTICN
‘To pravent unwanted carrier motion, make sure the paper bail is
“against the platen,

1. Hold the printwhesl so the letters IBM are in the upper left

"~ corner,

2. Pull the print hammer all the way toward you and hoid it.

3. While you are holding the print hammer, lower the printwhesl into
tha sliot. Be careful not to scratch the ribbon.

After the printwheal touches the bottom of the slot, release the
print hammer.

"~ 5. Press the Code key.

¢ The primtwheel spins.

Hammer

D EOONRDBDRRRRARAL,

}
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Ribbon Casselte System

- Installing the Cassettes

1.

After you remove the cassettes from your typewriter, press on the

~top of the center latch, stide the cassettes apart and throw away
-,.the used cassetts.

Ribbon Cassette Slide the ribbon cassette onto the tape cassette.
& Be sure the center latch atches onto the corraction tape.

Color-Codad 3.- Press the gray tabs {on both ends of the correction tape) o be
Toke- Up Wheel "~ sure the tape and ribbon cassettes are latched together.

-4,  Before installing the ribbon in the typewriter, tighten any siack In

- the ribbon by turning the take-up wheets to move the color-coded
Tope Cassette - leaders past the center.

Color- Coded B
Tau::Up ded 5. .Inatall the cassettes in your typewriter.

: _8. Push down on the upper right corner of the ribbon cassette to

snap it into place.

The ribbon and tape cassettes fasten together. Each type of ribbon
and tape cassette has a colorcoded take-up wheal. In most cases,
the wheel color helps you match the ribbon to the correction tape.
{See "Ribbon Cassette Reorder Numbers” on page 7-11.) The color

alac tells you which type of ribbon you are using.

Removing the Casseltes

Space or tab to the center of your typewriter.
Raise the typewriter cover.

Makae sure the paper ball is against the piaten.
Push the ralease lever until the cassettes release.
Lift the cassattes up and out of the typewriter.

S ol

Paper Bail

748 Dperator's Guide
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Ribbon Application Recommendations

. Use the table baiow to find the recrder number for the matching cas-

: Superiar v E“a settes you need.
Muhl- High Yiald Wreits . . ) : you od
purpose Correctable Fabric Correctable ”
Ribbon Ribbon : fithon | Ribbon . E Ribban Take-Up Take-Up
Typing Applications Cassotie Cassotte Cassotte | Canautie ﬁ"r@ ' Wheel Corraction Wheel
Lagai Correspondence - . . NR * e Color Tape Colo
T . - R . E‘i“‘g IBM Easystrika® High Yleld Orange | IBM Easymtrike® LI-Off Orange
p : ke Carraciable Ribbon Caspette? Taps Cassetts -
General Correspondencs o * » . ET“ :toorcm E::u:kbor:l ) Reorder Number:
Hard-te-image Originatal ol NA . o » LS 293846 ack only] 1337785
OCR s NR NR NR 6 t ; {BM Eesystrike @ Corractabls Orange IBM Ensysirike® Lit-Of Orange
; ' Caasetty Taps Cassette
: : - . 3 Ribbon ps
Speech Writing2 * NR ! 3 ] feorde“rg:ﬁ:‘erm Raordar Number:
Negctiable instruments — . NR . b NR f e 3 1337788
{checka, stocks, and 8o on} : f ‘:ggg }:;::}ﬂ}
Erasable Bond? . NR NR *
&?3 [BM Easysirike® Superlor Purple IBM Easystrika® Lift-Oft Orange
Quality of Original . & Write Gorrectable Ribbon Tape Casgette
1 - 3 Carbons Good Qood Good Good &r‘! g::?m —— :is%rder Number:
4 -5 Carbons Fair Marginal Fair Fal E.,FB 1380999 (black only) 3a1786
- IBM Easystrike ® Myl Blue IBM Easystrike® Cover-U, Blua
® « Recommended NA = Not Recommended s‘r; Dnurpt;u Eibbg: Casselte Tapa Cassatie P
- sordsr Number: Aeorder Number:
F“IQ 1237764 {black only) 13377686
; 1 IBM Eanysiriks & Fabriz Red Nons None
; Ribbon Caanatte
[~ Reorder Number:
l"a 1356000 (Biack only)
- 1
&.u.?a
e
. i
. )
1 The recaptivity of the surface of these materiaia varies widely, and care must be used in - # ""a,
the selaction of a4 specific matatial to ba typed an, typestyle, Impression control, and M
ribbon to produce the best result, The (BM Easystrike® Superior Write Correciable Ribbon i
is recommended for moat hard-to-image applications. p-lowmr, thara ars aoma spaclally M
coated or treated suriaces whera the multipurpose ribbon must be used. Whea in doubt, i
prepare gamples first. ﬁ F-'n-.g _
e, i ¥ Long-lite correctable film ribbon; recommended for ganaral correspondence.

7 Buost rasulis with Rhetorlc and other large typesiyle printwheels are obtained by using lhg
IBM Easystriked® Multipurpose Ribbon.

i

710 Qparator’s Guide
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4 Hecommended for bold and dark print, especially on difficult-to-i/mage papers.
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Batierles

important: Do not turn the typewrlter off while replacing batteries. It
you do. margins and stored jobs will be lost.

Your typewriter uses three size AA aikaline batteries. These batteries
are used to save stored jobs, margins, tabs, and other settings when
the typewriter is turned off. Thay must bea instatted correctly and
changed at teast once every year (before they run down).

The foilowing settings are saved whan you turn the typewriter off it
you have properly charged batteries Installed:

Top Margin

Activa Farmat Area

Line Spacs Setting
Automatic Carrier Return On or Off
Hyphenation On or Off
Justification On or Off
Active Keyboard

Actlive Print Mode

Auto Pags End On or Off
Tab Adjust On or Off
Keyboard Clicker On or Off
Page-Layout Settings

L B B BN BN BE B BN BE NN BN BN

When changing the batteries, use only size AA alkaline batteries (for
axample, Duracel!s typa MN 1500, Everesady* type E91, Ray-O-Vac’
type 815, or squivalent). Do not use rechargeable batteries.

”

§ Trademark of Duracsll, inc.
¢ Tradamark of the Union Carbide Corp.

7 Trademark of the Ray-O-Vac Corp.

7-12 Operator’s Guide
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Checklng the Batterles

. H the becper signaia three times and the LO-BAT indicator is dis-
played when you turn the typewriter on, check the following while the
typewriter is on:

1. Look at the batteries for correct installation.
~ 2. Hthe batteries are instalied correctly, the batteries may be weak
' or dead.
3. 'Replace all three weak or dead batteries.
4, Do not turn the typewriter off while replacing the ofid batterfes. I
you turn the typewriter off without batteries Installed, margins
. and storad ]obs wm be lost. {See page 7-15 for correct installa-
tion.)

Relerence T-13
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Removing Oid Batterles | _ o

Warning: Do not turn the typewriter off whlle repiacing the old bat-
teries. If you turn the typewriter off without batterias installed,
margins and stored jobs wiil ba lost.

Installing New Battories

1." Install three (3} new batteries in tha hoider by placing the flat and
"~ of the batteries against the springs.
® Make sura the plus (+) signs on the battarlas match the plua
, _signs inside the holder.
2. Place ths battery hoider back into the typawriter.

1. Makae sure the typewriter Is turned oni

2. Raise the typewriter cover.,

3. Locate the black plastic hattery holdar on the right tront side of
the typewriter.

4. Remove the holder by putting your ﬁngar under it and pushing up.
Then caretully puil the holder out as far as It can go.

--Note: The batteries wili not save margins, stored jobs, and othar
sottings uniese the plus sign on each battery matches the plus

5. Push the batteries against the spring enda of the holder and pap

them out.

- slgn inside the helder,

Y

Fuaan
e
L L Lt-h
-
EL LTS

A= HEA |

Iowon
oooogon

A0oac]
Mocoaseoo

| ——
=
4L 1

-{r | _ _ A \

= PEO it oo
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Care and Maintenance | . ~~® Problem Determination
Cleaning the Typewrler Cover P

Important: Use only a damp cloth and mitd detergent o clean the
typewriter cover and keybutions. Certaln cleaning fluids may be
harmtul. Do not use IBM cleaning fluid.

'How to Use This Chapter

. This ¢hapter describes probiems or questions you may have while
using your typewrlt@r. i a proablem occurs while using the typewriter,
refer tc this chapter for hefp. You may be able to correct the problem
. yourself, saving service costs and avolding unnecessary downtime.

Serial Number

Before you call for sarvice:

1. Find the probiem in the following index.

2. Turn to the page referenced.

3. Gomplete as many steps as needed to correct the problem. Do
not attempt any disassembly beyond the instructions given. For
assistance, cail your iIBM Authorized Dealer.

arpgdd Dedd
aQEOGR _#EaS

B Sarlal Number

To locate the serial number on your typewriter, raise the typewriter
cover and look on the right of the ingide bottom cover. The serlat
number {8/N} is shown on the voltage labe! behind the batteries.

BRI

. e

‘_‘.
L L
p
L L
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Problem Determination Index

Typewriter Problems ............... P 8
Display Problems ............... v e .. 83
Erase Problems .............. et e 8-3

Correction Key Does Not Erase Ail of the Character or
Carrection Leaves Shadows ... ................... 8-3
Printwheel Spins instead of Erasing ................ . 8-3
KeyboardProblems . .......... . .c;ciiviiieiiiiiennnan, 8-4
Keyboard Locked, Display Blank .................... 8-4
No Clicking Sound . .......... e et eanasday e 8-4
Paper Problems ................ .................... 8-4
Paper Not Loading .......... PN 8-4
Primt Quality Probiems .. .. .....c0iveinineenireenann 8-4
Characters Da NotPrint . ..... e e esaa s 84
Characters Print Too Lightly ... ................... 8-5
Characters Unclear .......... e . 88
Typing Problems . .............. e e e 85
Typeawriter Operates Hot ... ... e e an e 8-5
Typewriter Too Noisy ........ e 8-5
Line Spacing Aligns Incorrectly .................... 8-6
Paper Feeds Incorrectly ...... PP 86
Wrong Characters Print or Charactera Space incorrectly 5§86
Carrier Stops Before Reaching Leﬂ Margin ........... 8-7
Spelling FunctionProblams .................. ... ..... 8-7
Spelling Function Does Not Work .................... 8-7
Diskette Option Problems ........ e e 8.7
Diskette Functions Do NotWork . ........... SO 8-7

Messages and Error Codes withBeep Signals ............... 8-8

Messages and Indicators without Beop Signais  ............. 8-10

Display Symbols ................... et aaaaaeaaas 8-15

Display indicators . ................ et m e 8-16

Typewriter Messages . .............. aaraae e .. 817

Spelling Function Messages ......... e a-18

Diskette Option MeSSageSs ., ... .. i v renrveainoriansas 8-18
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Typewriter Problems
s oS e _

M Display Problems

UL

1. Turn tha contrast knob on the side of the display.

2. Tilt the display to adjust it to the lighting conditions in the room.
See page 14 if you need help,

3. Make sure the display connections are not loose.

4. If the display ia attached correctly, turn the typewriter off. Wait 30
seconds, then turn the typewriter on again.

Erase Problems

Correction Key Does Not Erase All of the Character or Correction

- Leaves Shadows

1. Make sure the ribben and correction tape casseties are fastened
“together correctly.
& Make sure the center latch is latiched securely. {See
“Installing the Cassettes” on page 7-9.}
® Make aure the gray tabs are pressed in.
2. Make sure the correction tape matches the ribbon. Maka sure the
ribbon and correction tape cassettes are instalied In the type-
“writer correctly,
Try a lighter impression setting.
Try a new corraction tape and type any character to reset the cor-
rection system.
Try platn bond paper.
Look for folds in the paper,
Make sure the typewriter s on a level surface.
Make sure you are using the same printwheel for both typmg and
erasing,

Eall o

b

" 9. Make sure the Bold function Is on if you are erasing bold ¢charac.

ters,
printwheel Spins Instead of Erasing
The character is outside the correction memoary and must be arased

manually. See “Erasing Manually in 10, 12, and 15 Pitch” on
page 1-29.

Problem Determination 8-3



(eybuard Problems M ~ Characters Print Too Lightly
' Koyboard Locked, Display Blank g I'ﬂ ;
1. Make sure the ribbon is Installed correctly.
1. Turn the typewriter off. [ 2 2. Look for folds in the ribbon.
2. Walt at least 30 seconds, then turn the typewriter back on. 3. Change the impression control, See “Impression Control™ on

No Clicking Sound
The keyboard clickar may be turnad off.

- 1. Hold down Cade while you press 8.
2. Try typing and listen for the clicker.

 Paper Problems
Paper Not Loading

1. Make sura the paper rsleass lever is pushed all the way back.
2. Make sure a printwheel 1s installed.

Prlnt Quality Problems
: _characlars Do Not Print

1. Make sure you are using the correct pitch or language.

2, Make sure the ribbon ig instatlad correctly.

3. Maks sure the printwheel is Instafled correctly.

& ook at the printwheel for broken parts,

Try a new ribbon.

Make sure the piaten is latched down at both ends.

e Full the paper release lever all the way toward you.

® Push down firmly on each and of the piatan. Then push the
paper release laver ail the way back.

8. Try a new printwhesl.

o
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page 1-15 for more information.

4. Look for folds in the paper.
5. Try anawribbon. |
8. Try plaln bond paper.

"~ 7. Try a new printwheel,
Characters Unclear

1. H excess ink particles from the ribbon appear on the paper, try a
lower impression control setting.

2. Try a new printwhesl.

3. Try anewribhon.

&3 Typing Problems

b~ Typewriter Operates Hot |

Fw 1. Make sure nothing ia blockmg the top, rear, or bottom typewriter

_""--_n-.a vents,

G- i 2., Make sure the typewriter is at least 75 mm (3 in) from the wall on
all sides.

Make sura the typewnter is not near a heater,
Typewrlter Too Nolsy

i 1. Make sure the cover Eand soundhood, i you have a soundhood,
are closed tightly.

Move any objects touching the typewriter cover.,

Look for objscts in the typewriter,

Remove any material placed under the typewriter,

Check the typing table or desk. Metal tables can make the type-
writer sound noisy.

1
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Line Spacing Aligns Incorrectly Carrier Stops Before Reaching Left Margin
1. Look for objects inside the typewriter,%

2. Look at the number of carbon copies being used (flve maximum,).
3. Make sure the paper release lever is épushed all tha way hack.

The carrier probably caught on something when raturning to the left
margin.

Turn the typewritar off,

Look for objacts in the path of the carrier.
Remove tha object from the typawriter.
Turn the typewriter back on.

Paper Feeds Incorrectly

pno

1. Check the number of carbon coples baing used (five maximum).
2. Whan inserting loose carbon copias, pull the paper release lever
forward, insert the copies; then push the lever all tha way back.
3. Look for labels or paper caught under the platen,
4. Make sure the paper release lavar is pushed all the way back.
& Make sure the platen is latched down at both ends.
® Pull the paper release lever ait the way toward you,
& Push down firmly on each end of the platen. Then push the
paper release laver all the way back,
6. It you change the paper ball load lever setting at any time, make
surs it is checked before feeding papor See “Changing the Top

Spelling Function Problems :
Spelling Function Does Not Work '

It the Spelling function does not work, it might be caused by one of
the fellowing:

® The function is off,
® Another tunction is active on the typewriter which pravents the :
Spelling function from being used (for example, the Printer i

Margin" on page 2-22. Option).
: You did not end the word with a word ending (space, punctuation, |
Wrong Characters Print or Characters Space incorrectly and so on).
: & You ara trying to add a word that is already in one of the diction- ‘
1. Turn the typewriter off, walt 30 ssconds, then turn the typewriter “aries.

on again and try typing again. & You are trying to delete a word from the main dictionary.

2. Make sure tha LANG indicator is off, i
3. Try anew printwheel. Diskette Option Problems "
4. Look for objects in the path of the carrier
5. Make sure the printwheet i changed when there is & language Diskette Funclions Do Not Work

change.
8. W you are playing back, make sure you use the same pitch 1. Turn the typewriter off, walt 30 seconds, then turn the typawriter

on again.

2. Try the diskette operation again.

3. If errors continue, make sure the diskette has bean preparad.
4. Try a diffarent diskette that has been preparsed.

printwheal you used when you typed the text.
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Messages and Error Codes with Beep Signals

If your typewriter fails to operate properly, an error code or message
may be displayed. The typewrlter basps sevaral times when an srror

code appears. The following table lists error codes and messages
and tells you what to do when they appear.

Error
Code Conditlon Action
END OF End of ribbon {Sensor-aqulpped machines only.)
RIBBON,
3 beeps 1. Hemove tha ribban and instal a new one. (See
Chapter 8 for heip.)
2. Resums typing or playback.
4. {f the message recurs, check that the ribbon Is
: goud and that it Is properly installed.
4. Resuma typing or playback,
5. W the measags recurs, call your suthorized
sarvica rapresentative.
LO BAT, L.ow batteries 1. Make sura the hatiarles are not corroded.
3 beaps 2. Make sure the batteries are instailed correctly.
3. RAsplace the batteries. For instructions, ses
Chapter 8,
Note: You should replace batteries as quickly as
possible. i the batieries run down and you turn the
typawriter off. everything stored [a erasad.
STORAGE Storage cleared; { 1.  Repiace the belterias.
CLEARED, bad batteries 2. Turn the typewrlter off.
LO-BAT, 4.  Wail 30 seconds, then turn the typewriter on
3 beaps again,
P 4. Withe errors recur, call your authorized service
raprasemative.
OUT OF Out of paper {Sensor-squippad machines only.}
PAPER,
3 beaps insert 8 new shewt of paper, than continus typing.
011, Storage altered | Jobs stored may have been aliered.
€ beaps
1.  Press any key.
® The STORAGE CLEARED message s dis-
playad.
2. . Typa oneg line of texi into a storage area.
3. Turn the typewriter off.
4. Wait 30 saconds, than turn the typewriter on
again.
§. . i the error recurs, or siored text was cleared,
cell your authorized asrvics represantative.
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Code Condition MAtion
Spelling Supptemental The supplemental dictionary has been erased from
beep dictionary error | memary. if you selected a spelling beep tons, it has
soundad : baan raset to the default value and must be seiected
thrae times agaln,
when you
turned the
typowriter
an ;
101, Program error Contact your authorized service representative.
8 boaps :
1, uUnsupported The keyboard that you are using is not supporied by
8 beapa keyboard your typewriter, or the keyboard is defective,
1.  Make sure you are uaing the primary kayboard.
2. Turn the typewriter off.
3. Wait 30 seconds, then turn the typewriter on:
4. Hthe arror recurs, call your authorized service
reprasentative.
140, Spelling Contact your suthorized service reprosentative.
5§ baaps functlon .
error i .
180, Diakstta option Contact your authorized service representative.
# beeps arror : '
161, Dlaketis drive 1. Chack the connection betwaen the diskette
& besps improperly . drive and the typawriter. Maks sure tha cable ix
connectad to . sacurely sttached,
typewritar 2. Turn the typewrtiar off. Wait 30 aeconds, then
turn the typewriter on again.
3. i the arror recurs, contact your autharized
service represantativa.
1482, Diakstts opllon Cantact your aythorized service representalive.
8 beeps aror : ]
215, Printwhasi not 1. Turn the typewriler off.
& beeps Instakted prop- 2. MWake aurs the printwhaal was instaliad cor-
orly rectly.
3.  Turn the typewrlter back on.
4. litha error recurs, contact your authorized
aarvica raprasantative.
All other Various 1. Turn your typewriter off. Wait 30 seconds, then
| codes, turn your typawriter on.
_6 hee_ps 2. H the arror recurs, call your authorized service

rapragsentailve.

*
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Messages and Indicators without Beep Signals

Indicators may blink or appear with other symptoms to signal a par-

ticular condition. Indicators displayed In reverse lettering (white
jetters on black background) usually mean that the typewriter is
waiting for you to take action.

Mossage Condilion Action
BUSY The typewriter Is prog- ® Do not type while BUSY s on.
agging an instruction you & Do not turn tha typewriter ot while
gava it. Far axampla, BUSY is on.
BUSY appears while the :
typewriter finds texi. :
RISKETTE A disketts operation Is In ® Do not remove the diskeite from the
BUSY progress. For example, drive while the DISKETTE BUSY
DISKETTE BUSY eppears message is displayed. -
while a job ia copied to ® Do not turn the typawriter off while
typawritar starage from the DISKETTE BUSY message ig
the diakette. The message displayed.
goes off when the :
operation i complete. .
DISKETTE An arror occurred while ® Trythe same operation again; or
ERROR; regding from or storing on ®  Insertp diffarant diskette and
REQUESTED | tha disketta. The diskaits repaat the operation.
FUNCTION may nat have besn pre- .
NOT pared, the diskette may
FERFOAMED | have been damaged, or
the selected job may
contaln invalid data,
DISKETTE This message appoars ii the diskette was not removed, try
NOT only during tha PREPARE a naw diskatts.
USABLE: aparation. Requirad infor- if the disketis wes removed, pul it
INBERT NEW | mation could not be back ih the disketle drive and
DIGKETTE piaced on the diskette, or repeat the PREPARE aparation.
ANC PReEsg | the diskette was ramoved 5
CRInOR bafora PREPARE was
PREES < completod. The disketle
T CANCEL | must be & 3.5 inch 1M8
diskette. Using the wrong
typs of diskatie will caurs
this errar. :
DISKETTE Diskette preparation was Prass any kay to clear the measage from
PREPARA- proparly camplatad. the display;
TION .
COMPLETE
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maks a hyphenation dech-
slon,

Masaags Condition Action

) DISKETTE You have attempted to To chack the contants of the diskatis:
TEXT WILL prepare a used diskotie,
BE LOST: The diskette may have 1.  Preas the Correction key.

| . PRESS ' jobs atorad on K or may 2. Press the Manu key.

CRIn TO only have been prepared. 3. Sulect DISKETTE.

CONTINUE 4, Select DIRECTORY to visw the

OR PRESS dlakette directery and sse what jobs

RT10 are stored on the diskette,

CANCEL i you want 1o prepars the diskette
anyway, press Correction, then repeat
the Prepare aperation. Any jobs stored
on the diskette are erased as the diskatte
is prepared.

DISKETTE A different diskette was H ihe message relales to playback, place

‘WAS placed In the diskette the corract diskette in the diskatts drive

EXGHANGED: drive since diskette and preaa Chin to continus or presa the

1 PRESS mvlrg:n or playback was Corraction key fo cance! playback.

e | 1 the job Is being stored on the diaketts,

' OR PRESS preas CRin to procead with storing the

BTO Job. Preas the Correction key 13 return to

CANCEL revision.

Note: i the typawriter is turnsd off with
a disketts job open for revizion, it is
stored on the disketle when the type-
. writor is turned on again.
{ DISKETTE The write-protect tab on 1. Do one of the following:
1 WRITE- the diekette in opan. & Close the write-protect
PROTECTED: window; or
| REQUESTED @  Insert an unprotactad disketts.
T FUNCTION 2.  Try the opsration again.
NOT
PERFORMED Note: To quit the job without storing
- revisions on diskedtts, ses page B-14.
| erom” This massages ia displayad Do one of the following:
-STORAGE anly durlng the GOPY

DOES NOT function. The spacified ® Specify an exiating documant; or

EXIST; USE “FROM™ number cannot ® Praea tha Correctlon key to canced

ANOTi-&EFI be found. the COPY function,

STORAGE

NUMBER

OR PRESS

ATO

CANCEL

HYPHEN You are playing back a job See “Hyphenation during Playback”™ on

{Revarse with HYPHEN o, The type- paga 5-3 for infarmation.

Lettaring) writer stoppad playback

. and is waiting for you to

SRR
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Meossagw Condltion Actlon
INSERT You have selected & Insert the proper disketie and press CRin
HESKETTE diskatta function and no to periorm the opaeration, or press the
AND PRESg | diskette Is in the drive. Correction key fo cance| the operation.
CRin TO
CONTINUE
OR PRESS
IT0
CANCEL
INSERT You are trying to store a Do ona of the following:
DISKETTE job on diskette and no
AND PRESS | disketle I in the drive. ®  nsert the proper disketie and prass
CRin TO CRtn 10 stare the job on the
CONTINUE diskette,
& 16 ' Prass ihe Correction kay to return
CANCEL {o revision.
OR Del TO & Pross Del twice 1o and the job
DELETE without sioring revisions.
Nota: H the typewriter s turned off with
a diskette job open, it is stored on the
disketie when the typewriter is turned on
again.
INSERT - You have salscted the Insert the diskette you want lo prepare in
DISKETTE disketie prepara function. tha giskette drive &nd press CRtn. i you
AND PREES do not want to prapara tha digkette,
CRn TO presa the Carrection kay.
PREPARE OR
PRESE &
TO CANCEL
INSERT You hava selected & fung- Press the Correction kay to cancel the
SCRATCH tion intended for the use of operation. Do not press CRin; this may
DISKETTE service parsonnei. result in the loss of jobs stored on the
AND PRESS diskette.
CRtn TO
CONTINUE
OR PRESS
aTo
CANCEL
INSUFFI- There is not shough Do one of tha following:
CIENT siarage space on the .
DISKETTE diskatte to hold the job you ®  Use another digksatte; or
STORAGE; are trying to store, ®  Use the deiete function to make
USE Del TO additlonal raom on the diskette.
RELETE
STORAGE
AREAS
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Gondiilon Actlon
INSUFFI- There Is not enough Baleta typewriter storage areas to free
CIENT wtorage space in the type- snaugh storags apace to ravisa the job.
FYPEWRITER | writer to hold the jobr you
STORAGE; are irying to revise. Note: You can copy the typawriter
LSE Dal TO : storage areas to a diskeite belore you
DELETE dalate therm from typewriter storage.
| STORAGE
AREAS ;
8PELL The Speiling functlon dic- Hold down Code while you press L
(Reversa tlonary doea not support {Lang).
Lettering} an akernale language hay-
board; :
Or
The Spelling function Turn off the second function, and the
Iz on, but Is not Spelling tunction will again be active.
¢hecking for misapatlad
words, You are using
another typewriter
| funttion that makes the
Spalling function
Inmctive temporarlly.
For exarnple, you may be
printing a stored job. .
STORE Storage Is atmoat full, Ses “Storage Full Warning” on page 4-8.
Reveras .
ring) -
To" Thia message s displayed Do one of the fallowing:
BTORAGE only during the Copy func-
ALREADY tion. Tha specified “TO" ® Use a new "TO" number that does
EXISTS; USE | numbar alrsady exists, not aiready axist; or
ANOTHER : ®  Dalste the "TC" numbar and try the
BTORAGE Gopy tunction egaln; or
NUMBER OR ®  Press the Correction key o cancel
PRESS &8 the Copy function.
TO CANCEL :
UBE IndL This measags is displayed Do one of the following:
OR PREEE when you press LiMar
LMar AGAIN | while storage is open, ®  Sot s temporary left margin as
TQ REGET : instrucied on page 2-12; or
DOCUMENT ®  PFress LMar to change the Isft
-MARGIN CR margin lor the antire job: or
& TO ¥ Preas tha Corractlon key to cancel
CANCEL : the message.
UEE IndR This message is displayad Do one of the follawing:
OR PRESS whan you press RMar
RMar AGAIN | whils storaga {a open. ®  Sel atemporary right margin as
- TO RESET ; inatructed on page 2-12; or
DOCUMENT ®  Press RMar to changea the right
MARGIN OR margin for the entire job; or
|10 ®  Press the Correction key to cancel
CANGEL the messags.

Problem Datermination
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Message Condltion Actlion : e.T_’
WHEEL ®  You are attampting to 1. install the printwhes! pitch indicatad b Dlsplay symbOIs
{Reverse type without o by the numbaers lollowing the e
Lettering) printwhest installed WHEEL Indicator. _ The following symbols may appear during normat operation of the
in the typawrhar; ar 2. Resumetyping or playback. o typewriter
®  You ware piaytng a : . 1. .
job or using Delay or FT.S
Print, Centering, : 3 Meaning :
Decimal Tabulatlon, 1. If you ngad to print & character from G‘Ta .
ar Right Flueh. The an altarnais keyboard, rr:n:: ?IUI'; Bold. This symbol is displayed above each character typed using Boid.
incorrect pich the praper printwheesl is installed. - -
printwheal s cur- 2. Press End. g:w::r;g This symbol ig displayed at the baginning and snd of cen
rently installed; or : '
& An atternate key-
board |s going to be Decimat Tab (Bagin}. Thie symbol shows where the decimal tab text
selectad, begins.
=T 229177 | Information from diferant In ordar to galn access to the Informa-
equipmaent is stored on the | tlon, you must use the diskette with the Decimat Tab (End). This symbal showe whare the decimal tab text #nds,
disketta, aquipment on which it was entered.

118

!

o SR 1] Q0 £ P

7
0

Indent Clear. This symbo! is displayed when you hold down Code while
you preas CRin to and indenting. The symbol |s dispiayad only when
reviaing a stored job,

indent Left, This aymbel ia diaplayed when you hold down Code while
you press Tab to set a temporary left margin.

mm%x#m:i

indant Right, This symbol is displayed when you hoid down Code whiis
you prass RMar to set a temporary right margin.

Line Spaca. Thia symbol is displayed next to the currant line space
sotting (1, 1%. 2, or 3). :

e

L/
C42
C4D

Murk. These symbola are displayed when you hold down bath Code and
Shiit whils you press M to mark a form tayout, These symbols are dia-
played oniy when revising a storesd |oh. :

Piich Changs. This symbol is displayed when you resume typing after
changing pltch.

Required Carrier Feturn. This symbol shows & carrier return that always
plays back. Far example, If you press CRin bafare the right margin, the
carriar raturn is raquired. The iypewriter always plays back that carrier
refurn ot that point in tha job. If several symbots are displayad togathar
andior a symbol ia dispiaysd al the beginning of & line, one blank lina
will play back for each symbol.

Aequired Page End. Thia symbol is displayed when you hold down Code
while you press E 1o end a page of 2 multipage job. This symbol is dis-
played only when revising a storad job,

fiight Flueh. This symbol shows you whare right flush text begins anc
onds,

| =]
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Symbaol

Meaning

Subscript. This symbol is dlsplayed when you hold down Code while you
press H to type & subscript.

Superscript. This symbol is displaysd when you hold down Code while
you press Y ta typa a superscript.

™

Stop Codle. This symbol is displayed before and after a stop coda
commant. if you did not type a stop code comment, two symbals appear
1o show the posiion of the stop code.

--> {--

Stop Code, During playback, these symbola are displayed when piay-
back atops or & stop code and you have not typed e stop code comment.
i you typed a stop cods camment, K is displayed between tha symbols.

Tab. This symbol is displayed when you press Tab.

Display Indicators

Display Bescription Page
ARTN Automalle Carrter Balum on Fal
APAGE Auto Page End on 13
BOLD Bold Print on 2-1
BuUsY Typewritar Busy 13, 8-10
CAPS Caps on 17
GCENTER Canlering on 2-8
CONT Conlinucus Undarline on 24
DEC T Decimal Teb on 2-14
DL PRT Oelay Print Mode on 2-17
HYPHEN Hyphenation on -1, 54
IMPR n impression Level (1, 2, 6r 3) 1-15
JETIFY Justitication on 2-18
1,1 %.2.3 Line Spacing -9
KYBL nnnt Keyboard {number} 82
LO-BAT Low Battary &3

NO PRT Ma Print Made on 2-17
PLAY Play . -5
RFLUSH Right Flush on 27
SHIFT Bhitt +=17
SPELL Spall Verification on A3
STORE Storaga open : 2
BUSPND Suapended Playback 5-20
TADJ Tab Adjust on =17
WHEEL nn Inetsll Wheel (numbar) 2-21, 3-26
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Typewrlter Messages
Mmsage : Pags
-CALOME MATCH FOUND; PREGE CHg TO CHANOGE OR PREGE <8 TO CANCEL 515
END OF PAGE REACHED : 13
END OF RIBBON (sansor-oquippsd machines only} . [T
INSUFFIGIENT TYPEWRITER BTORAGE: USE Del TO DELETE BTORAGE AREAS 518
OUT OF PAPEA (nensar-aquipoed machinas only} [ %]
PAGE LENGTH: A BIOTTOM MARGIN: e 410
PREDS CRtn TO SELECT OR PREEE < TO CANCEL
FREBS CHng 10 CHANGE OR PREERS Gl TO CANCEL 5-13
PHEBS Dwei AGAIN TO DELETE ALL BTORAGE AREAS CF PREGE X TO CANCEL 20
PRESG DM NAANN TO DELETE QR PREGS O TO CANCEL 817
PREEA Dol AGAN TO DELETE GTORAGE mn OR PRERG <@ TD CANCEL 828
PRESS End TO CONTINUE DR PREBS 8 TO CANGEL 48
ETORAGE GLEARED 13
BTORAAGE EMPTY i
BTORAQE FULL =
TEXT NOT FOUND x
TYPE DIE TEXT: TYPE MEW TEXT: :::
TYPE BTOP CODE COMMENT;

“TYPE STORAGE NUMBER: >
_TYPE YEXT TO FIND: . ﬁ
LA AL OR PAESE Lidar AQAT TO REBET DOCLMENT MARGIN OF Gl TD CANCEL EX)
USE IRt O PRESH Mliar AQANN TO REBET DOCUMENT MARGIN OR <8 TC CANCEL 33
"LME a——+T0 PORITION AND PRESS CRIN TO BELECT OR PRER CANCEL 410
PAIE-LAYOUT ALITO PAGE END: OM OFF mamum:ouorfqm 418
WM?WMWMnWGEﬁmMBQWWL a-2
vat T | 10 POSITION AND PRESE Biore. Piay OR Dat KEY 3
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Spelling Function Messages
MRS PFage
HO WORD AVAILABLE AT
OPERATOR ACTION REQUIHED A8
SUPPLEMENTAL DICTIONARY EMPTY A
vt — 1 ; = 10 POSITION, CODE +3 TO DELETE WOAD FAOM SUPPLEMENTAL DICTIONARY A
WORD SPELLED CORREGTLY : AT
Diskette Option Messages
Masgage Fage
CORY "FROM” STORAGE MUMBER: “TO" STORAGE NUMBER: 3148
DISKETTE BUSY 210
DISKETTE ERAGR: REQUESTED FUNCTION NOT REREDRMED 10
DBKETTE NOT LSABLE; INGERT NEW DNEKETTE AND PREBS CRtn OR FREEE <8 TO CANCEL &1
DISKETTE PREPARATION COMPLETE 810
DISKETTE TEXT WILL BE 106T; PREBS CRin TO CONTINUE OR FREBE <] TO CANCEL 511
DIBKETTE WAS EXCHANGED, PREGE CRIN TO CONTINUE OR PRESS <B TO CANCEL L)
DIBKETTE WRITE-PROTECTED; REQUESTED FUNCTION NOT PERFORMED B-11
FROM® GTORME DOEE WIT EXIBTE: UEE ANOTHER STORAGE NUMBER OR FRESS B TO CANCEL &1
INGERT DISKETTE AND FRESS CRtn TO CONTINUE, I TO CANCEL, OR Oal TO DELETE B4
INSENT DISKETTE AND FREBE CAtn TO CONTINUE OR PRESE B TO CANCEL 812
INGERT TISKETTE AND PRESS CRIn TO PREPARE OR PRESE < TO CANCEL 812
WBERT BCRATCH DIGKETTE AND PRERS CRIn TG CONTINUE OR PREES <l TO CANCEL 812
INSUFFICIENT DSKETTE STORMIE; USE Del TO DELETE STORAGE AREAS 812
“TO" GTORAGE AREA ALREADY EXIETS, UBE ANCTHER BTORAGE MUMBER DR PREBE < TO EancEL | 813
TYPE DISKETTE TITLE: [
LIBE 4— —» TQ POBITION AND FREBS CRin TO BELECT OR PREBE A 7O CAMCEL -8
DIRECTORY LIBT TITLE PREPARE 2
=17 TITTTTY - i 814,
B-1%
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Appendlx A. Spell Check il

Spetl Check i atiows you to check the spelling of words as you type.
In addition, you can choose an alternate word for one you have typed. i
After you type a word, the spelling is checked against & main dic-

“tiohary and a supplemental dictionary. The main dictionary contains
approximately 120,000 words. The supplemental dictionary can
contain up to 300 words.

You must end the word before it can be checked. The end of a word is
recognized, and the word is chacked when you type a space or other
word ending after the word.

"_Nhen you type a word that does not match a word In sither dic-
tionary, you will haar a beep. This beep, called the spelling beep, has
a differant tone from the normat typewriter beep. Only words of 23

_ characters or fewer are checked. The Spelling function beeps to indi-
cate an error when a word with more than 23 characters Is typed.
Soma corractly spelled words may cause 4 spelling beep because
they are not in elther dictionary; for example, proper names, abbrevi-

- ations, and technical terma. You will learn how to create a supple-
mental dictlonary so that these words ara not treated as spefling
Srrors.

BT BT
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Capitalization ia checked in both the main and supplemental diction-
aries. If the word Ingerman [s in the dictionary, typing the word
ingerman causes Spell Chack Il to besp. Compound words, such as
mother-in-iaw, are checked as one word.

Spell Check H aliows you to ask for assistance with a word. Both the
main and supplemental dictionaries are searched for similarly
spelled words. A line of up to six words [s dispiayed so that you may
choose one to replace the word you typed. :

Use the 4, 1, 2, 3, and 4 keys with the Code key 1o activate the
various functions of Spell Check 11, The words labeted above the keys
are printed in green to show that these keys are used with the Code

kay.

A-2 Opserator's Guide
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Using Spell Check Il

“You can use your t&pawrlter with the Spelling function on or off. The

Speliing function setting is saved when you turn the typewriter off as

- {ong as the typawriter batteries are good. In other words, if the func-

tion is oft when you turn the typewriter off, it will be off when you turn
the typewriter back on.

To turn the Spelling function on, hold down Code while you press 1.

-The spelling beep sounds and the SPELL indicator Is displayed.

- To turn the Spelling function off, hold down Code while you press 1.
“The printwheel spins and the SPELL. indicator goes off.

it you type a word notfound in either the main or supplemental dic-

- tlonary, the spelling beep sounds. You can:

& ignore the heeb and continue typing.

-+ Correct the misspelled word.

& Decide that the word is not misspeslled and should be added to.
the supplemental dictionary. (You will learn about this cholce in
“Adding a Word to the Supplemental Bictlonary” on page A-4.)

® Ask for assistance with the word. See “Spell Assist” on page A-7.
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Supplemental Dictlonary

The supplemental dictionary |8 a dictionary you create for your own
needs. It contains special words that you use often which are not
found in the maln dictionary; for example, proper names or technical
terms. The contents of the supplementat dictionary are saved when
the typewriter is turned off as long as you have good batieries
instalied in the typewriter. ‘

Uniike the main dictionary, the supplementai dictionary can only
check a word exactly as you typed It. The word |a not chacked for
plurals, prefixes, or suffixes. For example; if you add the word frog to
the supplementat dictionary, frogs will still cause the speiling beap to
sound as if It were a misspelled word.

Each time you add a word to the supplemental dictionary or type a
word already in the supplemental dictionary, that word becomes the
firat word in the dictionary. Al other words move back one piace.
Therefore, the words that are used most often are in the front of the
dictionary. The Spelt Gheck It supplementaf dictionary can hold up to
300 words or 3,000 charactars, whichever is Iess. When the dictionary
Is tull and you add a word, the tast word in the dictionary is deleted.

Adding a Word to the Supplemental Dictionary

If the last word you typed or moved over caused the spelling beep to
sound and it is 23 characters or fewer, you can add it to your supple-
mental dictionary. Remember, you must end the word with & space or
punctuation (or mave over the word ending) before adding it to the
supplemental dictlonary.

it you are moving through a job, the last \:vord checked can be added
to the supplementati dictionary If the spelling beep sounded after the
word. The cursor will be to the right of and not on that word.

Hold down Coda while you press 2 to add the tast word you typed or.

moved over to tha supplemental dictionary. The printwhesl spins
when the word is added. z

A-4 Operator's Guide
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i ,Q -Déletlng Words frorn the Suppiemental Dictionary

If you accidentzlly add & misspelled word 1o the supplemental dic-
tiohary, you can delete it. You must end the word with a space, pune-
tuation, or other word ending before you can delets it.

Hold down Code whiie you press 8 to delfete the last word 'you typed
or moved over from the supplemental dictionary. The printwheal
spina when the word is deleted.

1

i

L V!ewl.ng and Deloting Words from the Supplemental
¥ Dictionary

)

U

“In-Spelt Check 1, you can view the words in the supplemental dic-
tionary on the display and then delete them. The words are displayed
in the order thay are stored in the dictionary.

1. Press the Menu key. A list of functions is displayed.
2. Select SPELL. The following message is displayad along with the
- first word(s) in the supplemsental dictionary.

AL T
m<

3. Usethe «, 1,1, and = keys to view the words in the supple-
mental dictionary.
e Flve asterisks (*****) indicate the end of the list of words In

the supplemental dictionary.
4, To deleta a word, move the cursor to the word to be deleted. Hold
" down Code while you press 3. Tha printwhael spins when the

word is deleted.

5. Press the Carrecilon key to resume normal typing.

JIRIEEEEE

Note: You can press the Home key to view the first words in the sup-
plemental dictionary or press End to view the last words. The SUP-
PLEMENTAL DICTIONARY EMPTY message is displayed if there are
no words in the suppiemental dictionary when SPELL |s selected.

j
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Checking All Words in a Job

In addition to checking the spalling of words as you type, you can
check the spelling of a job that is aiready stored, This is calied batch

Spell Assist

' Spell Chaeck i aliows you to ask for assistance when you type a word

H check -that causes the spelling beep to sound. However, the speiling beep

spe ) - does not hava 1o sound hetora you can ask for assistance with &
. word. Any time you want to choose an alternate spelling {not a
1. Make sure the SPELL indicator is on.
2. Hold down Store whiie you press the number where the job is . synonym) for & word, you can uge Spell Assist. When you ask for
" stored. The Store indicator comes on agsistance, hath the main and supplemental dictionaries are

3 Select.No Print ' - soarched for words similar to the one you typed. If there are simllar
4: Prass Play to 1|:|rn the PLAY indicator on, 'Wda in either dictionary, they are displayed.
5. Press End. Notes '

# The display goes blank and the BUSY indicator blinks while -

the job Is being checked. _ -

6 Ha rnisipellod wo?d accurs, the spelling beep sounds and the 1. The Spelling function does not have to be on to use Spell Assist.

text is disptayed. You can do one of the following and then press 2. Pressthe WIOD key to cancel Spell Asstst at any time.

£nd to continue: :

¢ Ignore the misspelled word. S

e Correct the misspelied word by using the Correction key. -Using Spell Assist

& Hold down Got_!e whiie you press 2 1o add the word to the sup- 1. Use the Spacebar, +, or - to move the cursor to the word or

. il:ﬂg:“:;;::z::?‘spa" Gheck If 18 Installed. (See “Spell immadiatety to Iho right of the word with which you want assist-

- © ance.
Assist” on page A-7.) 2. Hold down ccda while you press .
Repeat steps 5 and 6 untii the job is chaqked. :

A-6 Cperator’s Quide

¢ The BUSY message is displayed to et you know that the dic-
tionaries are being searched for alternate words. Then one of
the foliowing is displayed:

— The NO WORD AVAILABLE message Indicates that there
is not an alternate word available. Press any key to con-
tinue.

- The WORD SPELLED CORRECTLY message indicates
that the word matlches one already in the main or supple-
mental dictionary. Press any key 1o continue.

= A list of alternate words, similar to the ona you typed,
trom both the main and supplemental dictionaries is dis-
played If the word is speiled incorractly or is not in one of
the dictionaries.

SRR
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3. To choose one of the alternate words. move the cursor to the
word and press CRin.

Appendix B. Diskette Option

' Tha Diskettae Option gives the typewriter virtually unlimited storage
space. Each diskette will hold approximataly 720,000 bytes {about 240

" to 360 pages) In up to 98 storage areas. Since diskettes are remov-
able, starage capacity i3 limited only by the number of diskettes you
have. You can usa a diskette to hold several large jobs, to store confi-
dential Information, or to group jobs by their type (such as Mr.
Smith’s lettars, wills, or forms). Use a diskette to store jobs that must
be kapt for & long period of time so that typewriter storage is avall-

" able for current jobs. Jobs on a diskette are saved even when bat-
tarles run down. Contact your i1BM Authorized Dealer to purchase a
Diskette Option for your typewriter.

# If the Incorrect word can be automatically replaced, it is
" erased on the paper and on the display. The new word
appears on the display as It is typed on the paper.

e Ifthe OPERATOR ACTION REQUIRED message is displayed,
foliowed by the word you chese, you will have to correct the
word yourself. Make & note ot the ward s8¢ you can corract it
later. Press any key 1o continue.

4. If you do not chocse one of the alternata wards, you can press the

Correctlon key to cancel Spell Assist.

Changing the Sound of the Spelling Beep

You may want to change the sound of the spelfing beep to a tone that
is differant trom the typewriter naxt to you, or to & volume that is
more suitable to the level of noise In your work area,

Uslng the Diskette Option

All of the functions of the typewriter arp available when using the
Diskette Option. When a diskette job is being revised, the entire job is
copied into typewriter storage. For this reason, store most jobs on
diskette to ensure that typewritar storage is availabte for ravising
large diskette jobs. Revisions t0 diskette Jobs are saved on the
-diskette after you close diskette storage. There is even a way to dis-
regard the 1atest changes when you do not want to save them.

Hold down Code while you press and release # until the spelling beap
has the sound you desire. There are several choices. Ths tone you
salected is saved when you turn the typewrlter off as long as the type-
writer batteries ara good.

1
¢

1

APDORN
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Diskette Functions

‘Choosing DISKETTE from the Menu enables you 1o select from
severa! diskette functions. You can view or list the diskette directory,
view or change the diskette title, or prepare a new diskette for use.

The Copy function allows you to copy jobs wherever they are needad,
You can copy any diskette job to diskette or to typewriter storage, or
you can copy a job from typewriter storage to another storage area of
to a diskette,

Befora you use this section, read the first five chapters of this book.
Review the sections explaining typewrlter storage, playing back and
ravising stored jobs, and using the Menu function.

3.5” External
Diskette Drive

Eject

Button\

In-Use

Light ~~—__|,

B-2 Operator's Guide

- Setup Procedures

Befora you use the diskette drive for the first time, make sure that the
shipping cardboard has been removed from the drive.

Removing the Shipping Cardboard
' Press the eject button to remove the shipping cardboard.

Eh]pplhn
Cardboard

Attaching the Diskette Option

LRI

Make sure the typewriter is turned off.
Push the Diskette Option cable plug into the socket located in the
rear of the typewriter. Use the shape of the plug as a guide for
attaching it property.

3. Tighten the screws.

4. Turn the typewriter on.

Note: Han errbr code is displayed when you turn the typewriter
on, see Chapter 8 for help.

Appandix B. Diskette Option 8-3

bILTEE



Placement of the Diskette Drive

Place the diskette drive on a flat surface, Quch as a desk top. Do not
piace the disketta drive on top of books or papars.

The diskette drive may be placed in aither a vertical or horizontal
position. ;

/‘.f::::f::,

Horlzontal
Position

B4 Opsrator's Guide

: Deflnltlon of Terms

Hoad the followlng tarmsa and definitions to become tamlliar with
tham.

- Diskette. A diskette Is a magnetic storage medium (3.5 inch) on
which Jobs are storad. it may also be referred tc as a disk, floppy
digk, or minidisk. The term diskette is usad in this manual.

& Diskelte Drive. A diskette drive is a device used to gain access to

" the jobs stored on a diskette.

'@ Job. A Jab is anything you type and store on your typewriter. A
... job can bs a word, Hna, sentence, paragraph, page, or sevaral

.. pages.

® . Write-Protected. Write-protactad means the write-protect tab is

“ locked so that you cannot delste or store over jobs already stored
. pnthe diskette.

Uslng and Handling Diskettes

. Use only 3.5 inch double-sided, double-density diskettes, such as IBM
1MB capaclty disketta (PN6404107),

- Handla ydur diakettes with care at all timss to kesp from damaging
" them or losing jobs stored on them. The following pracaulions will

»-*IH{H*I-H%“E H I

[ | help you take care of your diskettes:

L}

. a;a- -+ Do not place diskettes near food, drink, or ashtrays.

#~-3% e Donotplace diskettes near materiais that might be magnetized.-
-‘-“~§: ... Al of the jobs stored on the diskette will be lost.

Rl - # . Kesp the diskettes away from heat greater than 125 degrees
L maac " Fahrenheit (51.5 degrees Celsius) or direct sunlight.

= s:"'" |

— F .

r--P

.y
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Write-Protecting Diskettes G-Tag hseﬂing a Diskette
. important; Never insert a diskette while the in-Use light Is on. If you

-do, stored jobs wili ba inst. Sea page B-2 for the tocation of the In-Use
Ilqht

You can write-protect a diskette 5o that jobs cannot be stored on or
srased from the diskette. Follow these steps to check whether a
diskette is write-protected:

@ack  Eject
View Button

1. Hold the diskette in your hand so the label Is away from you.

2. Notice the write-protect tab and the small opening in the corner of
the diskette, as shown below. i you can see through this opening,
the disketts is write-protectad.

& To permit storing on the diskstte: slide the write-protect tab
to the closed (unprotected) positlon.

o To write-protect the diskette: slide the tab to the open (pro-
tected) position. You can see through the tab opening.

& _ h . ¢ Unprotactad
o o (Closad)
: 1. ‘ingert the diskette into the drive 8o that the printed iabel on the

F“P L  disketta faces away from the biue eject button on the diskette
Protected 1 o " drive.

| H—!H-J-HJ ]

{Open) - ' :
— _ E " . & Make sure the diskette clicks into place.
2 ( ) @ 2 Turn the typewriter on. The Diskette option automatically comes
\ - ) - ; : on when you turn the typewriter on.
Writa- :
Label _
Front View Baok View e

& I Hemovlng a Diskette

) lmporlant: -Do not remove a diskette while the in-Use light is on, or
_ when the DISKETTE BUSY indicator ia displayed. If you do, stored
. |obs will be lost. See page B-2 for the location of the In-Use light.

Preés the blue eject button on the front of the diskette drive to remove
the diskette. The diskette ejects from the drive.

ix B. -
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Preparlng a Diskette

Before you can use a diskette for the ﬂrst tsme you must prepare It. A
diskette only needs to be prepared once. Praparing a disketta again
deletes all jobs on the disketts. Preparing the diskette allowa you to
store jobs on the diskette. You start the PREPARE function through
the manu. '

1.

2,

3.

B-8 Operator's Guide

Press the Menu key. The {ollowing Inf!r.trm ation is displayed:

L LT e e e R e e
I r

b
b

e

i

2

LILLLLIIIIL,

If the diskatte was previously praparad the following message is
displayecl

S

Note: Pressing CRtn will erase all jobs previously stored on the
digkette. If you do not want to prepars the diskette, press the
Corraction kay 10 cancel.

The DISKETTE BUSY indicator is disﬁlayed during preparation.

L]

-l
s
G-Ta
=72

E

It a diskette probiem occurs during diskette preparation, the fol-
lowing messaga is displayed:

" a. Press the Corraction key to cancel; or

b. Insert a different diskette, then press CRIn to continue.

. When the foilowing message is displayed, type the title of the

cligketta.

& A digkette title is not required, but naming helps you ldent;fy
the diskette.

® A title may have 1 to 50 characters; for examptle, it may
consist of a letter of the alphabet, a number, a day of the
week, or a specific job name (Wilis, Lease Agreements, Form
Letters, The Welman Report, or mailing list).

Press CRtn. The DISKETTE PREPARATION COMPLETE message

is displayed.

Press any key to clear the message from the display, then

ramove the digkette. You may tabel the diskette using any writing

instrumant.
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Diskette Storage

Before you begin this gection, you should be familiar with using
storage on your typewriter as discussed in Chapters 3 and 4, and with
the use of the Menu key. For details on storage and the Menu key,
see pages 3-1 through 4-19.

This sectlon explains how to use the Diskette Option for storing jobs.

Important: Do not turn the typewriter off or remove a diskette while
the In-Use light is on, or when the DISKETTE BUSY Indicator is dis-
ptayed. i you do, stored jobs will be lost. See page B-2 for the
location of the in-Use light.

When you revise a job on the disketis, the diskette job is temporarlly
kept In typewriter storage. Therefore, the amount of space available
for revising a diskette job is determined by the amount of unused
typewriter storage. The foliowing message is displayed if the diskette
jeb Is too large:

Storing ail jobs on diskette provides the most space in typewrlter
storage for revising diskette Jobs. if you aiready have saveral jobs
stored in typewriter storage, you may want to copy them to diskeite
before deleting them from typewriter storage. See “Copying Jobs” on
page B-18 for more Information.

8.10 Operator's Guide
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Diskette storage is similar to typewriter storage in that all operations

-described for typewriter storage are functional in diskette storage.

¥You may find 1t useful to think of diskette storage as an extension of

- typewriter storage. For exampte, you can store a job in storage area
- 1 onthe typawrltar.:‘(ou can also store a job in storage area 1 on the

diskette.

You jearned to opeﬁ a storage area on your typewriter by holding
down 8lore while you type a number (1 through 88). For example, to

‘use storage area 5 on the fypewriter, press:

80+ U

To store on a diskette, hold down Slore while you press = (sgqual)

" ‘and & number (1 mmuqh 89). For example, to use storage arsa 1 on &

diskeiie, press:

0+8+0

. Nete: You do not ﬁeed 1o keep holding the = (equal) key down white

typing the job number.
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Storing a Job on a Diskette

1. Hold down Store while you press = (equal} and a number {1
through 89) where you want to store the ]ob

2. Release all keys.

3. Type the job. .

4. Press Stors to close disketie storage. :

Note: See pages 3-1to 3-3 for mora information on storing jobs.

Playing Back a Job Stored on a Diskette

1. Press Frmal to check margin and tab settings before playing back
your job. ;

2. Hold down Play while you press = (equal), then type the number
{1 through 99) where you stored the job

3. Release the keys.
& Playback begins lmmadiately

- Note: See pages 3-4 to 3-7 for more Informaticn on playback.

Identitying the Current Diskette Storage Area

As you store ar revise a Job on the diskette, you may want to know
which storage area is open. To ldentify a diskelte storage area, use
the Menu function as you did to identity a typewriter storage area.

The only difference in the display message is that an equal (= ) slign
appears with the diskette storage area. For axample =5, H you need
help, see page 4-1.

Diskatte
Storage
Aroa

B8-12 .Qperator's Gulda
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Revising a Job Stored on a Diskette

_ old down Store while you press = and the number whers you
_ “stored the job.
- 2. -Release all keys.
3. Revise tha job.
4. - Press Store to close disketts storage.

:b"tbf::: See pages 3-14 10 3-24 for more detalls.

- Deletlng a Job Stored on a Diskelts

o _'..1.. Hold down Del while you press = and the numbar of tha
S * diskette storage area you want to delete,
.. 2. Press Del again to delete the disketts storage area.

_ Note: For more information about deleting stored information, see
- .. page 3-17,

Canceling Delete

Preaa the Corroction key to cancel delete when the following
- message is displayed:

~ Deleting Alt Disketts Storage Areas

- Uss the PREPARE functlon to delete all information on a disketts. See
* “Preparing a Diskette” on page B8-8for mors Information.

I

f

¢

1

Y
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Quit Revision without Storing

Follow the steps balow to quit the job you have been revising without
storing any revisions on the diskette.

1. Remove the disketts from the diskette drive. .
5 Press Stors to close storage. The following message is displayed:

3. Press Del.
4. Press Del again.

Using More than One Diskette

When you revise a diskette job, the typewriter remembers the
diskette where the job was stored. It you place a different diskette
containing & job with the same number in the drive and press Store to
close storage, the following message is displayed:

Do one of the foltowing:

e To stors your ravisions on the original diskette, insert the correct
diskette in the drive and press CRin.

e Press CRin without changing the diskette to stors your revisions
on the diskette in place of the job on that disketts.

® Press the Correctlon key to return to Iraviston without storing the
job.

The typewriter aiso ramembers the diskette from which aJob s
played. When diskette playback is stopped, some of the displayed text
is read from the diskette. If a difterent diskette is In the drive when
the typewriter updates the display, the message above Is displayed.
To continue, you must insert the correct diskette in the drive and
press CRin. Pressing the Correction key canceis ptayback.

B-14 (perator's Gulde
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Diskette Dlrectory and List

- Diskette Directory and Diskette List work in much the same way as
the Directory and List functions discussed in Chapter 5.

Diskette Directory and Disketta Lisat may look stightly different from
‘the actual contents of your disketta [ob. For example, text which has
been typed using the Bold, Underline, Superscript, and Subscript

functions wil! be displayed as normal text.

Rote: infarmation from other equipment, such as an IBM Personal

‘Typing Systemn or an IBM Personal System/2®, can be stored on the

diskette. The following text is displayed just before the diskette title to
indicate the presence of this Information:

=27 PIRPPIR

You must use the diskette with the appropriate equipmaent to gain
access 1o the information.

Diskette Directory

The Diskette Dirac{ory function displays a list of the contents of the
diskette currently in the diskette drive. The directory atso displays the

- amount of storage space remaining on the diskette and the amount

usad for each job. AII typewriter Directory functions are available
with the diskette directory.

Viewing the diskette directory is similar to viewing the typewriter
directory: :

Press the Manu key,

Select DISKETTE.

Select DIRECTORY.

Read and follow the instructions that appear on the display. i you
need help, refer to steps 2 through 6 on pages 4-3 and 4-4.

Note: The diskeﬂé title is displayed as the last item of the Disketts
Directory. Press End to view the diskatte title,
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Diskette List

The Diskette List function is used 1o print a copy of the diskette direc- -
tory. The printout is the same as the List function printout, with two
exceptions: ;

: 'i'ou have already lsarned that you give a disketie a title when you are
greparing the diskette. You may want to change or check a diskette
title without erasing the jobs on the diskette. To check or change a

h th -
® An equal sign (=) appears with tha number of each diskette © diskette title:

storage area.
¢ The diskette title (if any) is printed at the top of the liat.

“ 1. Press the Menu key.
2. Select DISKETTE.
Printing a List of the Diskette Directory f 3. Select TITLE,

1. Make sure paper is in the typewriter. : 4. After a few seconds, the foliowing message Is displayed, tollowed

2. Pross the Menu key. by the current diskette titla.

3. Select DISKETTE. B k]

4. Select LIST.

»  The printed list shouid be similar to the example below. o
' : . 5. Press the Correction key to keep the current title,
682158 TITLE: The Welman Report - 8. 1t you want to change the disketta title, type the new titls. When

= 1 (Proposal} © 0124+:085 20000

; " you baglin typing the new tit!e, the old title is automatically erased
= 2 In the late nineteenth cemtur .  D020::090 10000

from the display.
¢ If you declde not to change the title after you have typed part
' of a new title, press the Corraction key until the it!e is blank.
Than prass the Correction key once more to cancel the Title
functlon,
7. Press CRin to store the new titie on the diskette,

Note: For more information about listing j'obs. see page 4-6.

lzﬁ

i

zill‘

!

]

L

i
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Copying Jobs

With the Diskefte Option installed, you can copy Jobs in many different

ways, for axample:

*
]
L]

From diskette to typewriter storage.

From typewriter storage 10 diskette.

From one diskette storage area o another diskette storage area
on the same diskette.

From ons typewriter storage area to another typewriter storage
area.

When copying to diskette, make sure the diskette you are copying to
has besn properly prepared. See page B-8 for more information.

1.
2.
3

4.

5.

Press the Menu key.

Select COPY,

When the copy message appears, typa the number of the storage
area to copy “FROM”.

Press the Tab key to mova the cursor to the next position.

Type an = (equal) followed by the number of the storage area
you want to copy “TO". '

Press CRin.

For exampte, to copy from typewriter storage area 1 to diskette
storage area ©:

B-18 Operator’'s Gulde
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Copylng from One Disketie to Another Diskette
: 1.

Open the diskeﬂe storage area where the job you want to copy is
stored.

- Remove the fi _rst diskette from the diskette drive.
“insert the second diskette into the diskette drive.

Copy the diskette storage area onto the second disketie.

" Remove the second diskette from the diskette drivs.

Press Store to close storage.
When the INSERT DISKETTE messags is displayed, press Dal twc
times,

He!pful Hints

i

LR

# Hyou have an !BM Personal Typing Systemn or an iIBM Personal

‘Systam/2®, you can copy an entire diskette at one time. For
details, see the manual that came with your aystem.
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N (é;éi:ﬂon) 'k‘ymbol 2-1

' -f(birﬁq‘raph) symbol 2-11

accent marks 6-2

} . adding text in No Print  3-22

" adding textto a stored Job  3-16, 3-20

"=¥ adding words 1o the supplemental dlc-

" tlonary A-4

e Bdjusting keyboard height 1-10
- adusting the display 14
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" advanced operations  2-1
. advanced storage 5-1
_ddvancing to a find point 57

alighing text to the right margin  2-7
allowing hyphenated words to separate

- ataline ending 312
. alphabatic keyboard

creas-reference 6-3
alternate keyboards  6-1
- ASClI (PC) 6.8

© Austratia 6-d4

. Austria  6-4
Beltglum &-10
Brazil 6-7 .
Canads (Billngual) -5
Canada (English) £-4
Denmark 6-6
Finland 6-6

fFrance 6-10
Germany (PC) 6-10
Germany (West] 64
Greece {Greek) B-9
Greece (Latin) 6-9
Hong Kong 6-8
ltaly &5

ltaly (PC) 6-10

Japan (Engiish} 6-7
Latin Amoarica 6-4
Latin Supplemantal ISC B-B

MNetheriands 6-5

New Zagaiand 6-4

Morway 6-6

Portugal 6-7

South Africa 6-8

Spaln &-8

Sweoden 6-8

Switzerland {French) &-5

Switzorland (German) 6-8

Turkey 6-B

United Kingdom 6-7

Unitad Kingdom (PC) 8-10

United States 6-4
altarnate spellings, choosing A-7
APAGE Indlcator 1-7, 413, B-16
applications, printwhaels 74, 7-5
applications, ribbons 7-10

ARTN indlcator 1-7, 2-1, 4-17, 5-4, 5-7,

5-27, 8-16
ARin key 2-1
ASCIH (PC) kayboard 6-9
assembling documents 5-18
Character and Delay Print 5-19
during playback 520
No Print 518
storage 518
Augtralia keyboard 6-4
Austria keyboard 6-4-
Auto Page End  4-8, 413
cancellng 4-14
ptaying back jobs 4-13 -
using with Requirad Page
End 5-29
Automatic Carrier Return  2-1
revising tables, columna, and
forms 3-16
turning on and off 2-1
typing tables, columns, and
forms 2-1, 3-25, 3-30
automatic erase 1-27
automatic pitch selection 1-19

Index
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B
B {Bold) key 2-11
Backspace {Bksp1) key
basi¢ operations  1-1
batch spell check A-B
battaries
checking 7-13
installlng 7-15
ramoving 7-14
battery recommandations 7-12
beep signals, messages and etror
codes 8-8
beep signals, messages and Indicators
without 8-10
beginning playback 3-6
Balgium keyboard 610
Bkep! key 1-31,1-32

1-31, 1-32

BOLD indicator 1-7, 2-11, 8-16
Bold key 2-11
bold print 2-11

gymbol 1-6, 2-11, B-15

bottom margin
calculating 4-11
common ssettings  4-12
satting 4-10

Brazi} keyboard &-7

BUSY indicator 1-3, 1-7, 8-16

C

C (Cr) kay 2-5
calculating page length and bottom
margin  A-11
Canada (Bilingual) kevboard &5
Canada (English) keyboard 6-4
cancel

Auto Page End  4-14

delete 3-28

Dirgctary 4-4

List 4-6

Meny 4-2

playback 3-7

Right Flush before characters

print 2-8

Tab Adjust 4-18

temporary marging  2-13

X.2 Opsarator's Gulde

CAPS indicator  1-7, 1-17, 8-16
Caps key 1-17
carbon ¢oples, Inserting  1-12
cargholder 1-16
care and malntenance 7-18
carrier limits, marging at  1-22
carrier movemeant keys  3-14
carriar return, automatic 2-%
carrier returns, deleting extra 3-23
CENTER Indicator 1-7, 2-5, 8-18
centered text, srasing 2-8
centered taxt, revising in No
Print 3-27
centering 2-5
at any pointon a line 2.8
petwaen margina 2-6
changing printwheels 220

symbal 1-6, 2-5, 815
centaring marks  1-20
Changs

repeating 5-13
revising stored jobs 5-12
changing line spacing 1-8
changing plich  2-21
changing pitch or typestyta In justified
toxt 2_—19
changing printwhesls during
playback 3-26
changing printwhes!s in delay print,
centering, right flush, or decimal
tab 2-20 _ -
changling printwheets while
typing 2-20, 3-31
changing ths apelling beep sound  A-8
changing top margin 2-22
changing typestyle 2-20
_character erase 1-27
Character Print mode 2-17
assembling documents 5-19
changing from No Printin
reviglon 3-14, 3-27
revising stored jobs 315
characters per horizontal inch  1-18
charis, keyboard 6-4
checking &ll words in e job  A-6
checking batteries 7-13
Chng key 5-12,5-13

 ghaosing & print made 217

- - choosing & printwheel 118

" ¢hoosing aiternate spellings  A-7
_sleaning the typewriter cover 7-16

D glearing alt taba 122

- plearing tabs © 1-22
* - clearing tamporary margins  2-12

f v clearing the correction memory  1-28

“and [ (§) 2-11
and - (hyphen)
~and 1% 211
cand £ A7
and % () 2-11

end " (M) 2-11

hd B {Bold) 2.11

and Backspace (Bkapl)
and C(Cr) 2-8 :
and CRin (lndCir) 2-12
and D (DecT) 2-14
“and E (PgEnd) ' 5-29 -
“and + (Word} 1-14,3-21
andH (% |} 29
mnd { (Line) 113

2-3, 3-12

1-31, 1-32

o and) (Word) 24
. andl(Lang) 62
. and N (Caps} 117

. and| {Line) 1-13, 3-21
and O {RFish} 27
. and Paper Ball Lomd Lever 2-22

- and Paper Bown (Micro) 113

and Paper Up {Micro) ' 1-13, 2-16
.- and Q {lmpr) 116

and R {ARtn) 2-1, 54

- and Reloc {Line Bpace) 1-9

and RMar (indR} 2-13, 3.10 .
- and 8 {keyboard clicker) 1-11
“and 8hift + Dal 3-28

and Shitt + M (Mark) : 5-24
and 8pacebar 2-3

and = {Word) 1-14

and Teb (IndL) 2-12, 3-10
and U (Cont) 24, 2-18

and¥ () 210
and1 A-3
and 2 A-4, A-§
and3 A-5
and4 A-8
and 9 {Stop)
columns
double underlining 2-18
moving 4-15
storing 3-25
typing with decimals 2-14
typing without decimals 2-15
underiining 2-16
combining Find with dalets 5-10
combining Find with Play 5-10
combining jobs #-18
common page-iayout settings 4-12
constant text, typing in a form 5-24
CONT indicator 1-7, 2-4, 8-16
Contkey 2-4
continuing playback 3-§
continuous underline 2-4
contrast knob  1-4
copying jobs for revigion 3-14
correcting a form layout 5.28
corracting arrors with storage
closad 3-20
Correction (Word) key $-27
correction memory 1-26, 5-28
tloating 1-26
erasing outside 1-29, 1.30
correctlon point, playing back to  3-20
correction tape, matching with
ribbon 7-8
carrections
adding text 3-20
deleting text 3-20
cross-refarence, kayboard
aiphabetic 6-3
CRin (IndClr) kay 2-1, 2-12
Cirkey 2-5
current carriar posltion 1-23
current storage area, identitylng 41
cursor movement keys 1-14
cursor, definsd  1-5

2-20, 3-29, 5-26
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D
D {DecT) key 2-14
dead keys 6-2
DEC T indicator  1-T, 2-14, B-16
decimal tabulation 2-14
begin symhal 1-8, 8-15
changing printwheels  2-20
end symbol 1-8, 8-15
DecT kay 2-14
Del and Find 5-10
Del key 3-17,3-22,.B-13
Deiay Print mode 2-17
assembling dogumants 5-19
‘changing from No Print in
revision 3-14,3-27
changing printwheels 2-20
revising stored jobs 3-15
delets
all storage areas 3-28
canceling 3-28
jobs using the Directary
function 4-5
stop codes 3-30
stored jobs 3-28
text from a job  3-17, 3-20
text In No Primt  3-22
to a find point 510
words trom the supplemental dic-
tionary A-5
deleting extra carrier returng  3-23
Denmark keyboard 6-8
determining problems 8-1
dictlonary, supplemantal  A-4
adding words A-4
deleting words  A-5
viewling and deteting words A-5
Directory 4-3
canceling 4-4
defined 4-2
deleting jobs  4-5
locating job numbers  4-3
moving through 4-4
playing back jobs 4-4
printing copies 4-6
reviging jobs 4-4
using Find with  4-5

X-4 Operator's Guldsa

Disketie Optien  B-1
atiaching the diskette drive B-3
. chacking and changing disketta
titte. B-17
copying jobs B-18
copying jobs from diskette to
diskette B-i8
definition of terma
diskette 8-5
disketta drive B-5
job  B-5
wrlte-protectad B-5
deleting all storaga areas B-13
deteting stored Jobs B-13
Directory B-15
DISKETTE BUSY indicator 8-7,
B-8:
diskatte drive placement B-4
exchanging diskeftes B-14
functlons B-2
identifying the currant storage
arasa B-12
insarting a diskette B-7
List . B-15, B-18
messages 8-18
ptaying back joba B-12
preparing diskettes B-B
problams 8-7
quit revision without storing B-14
removing & diskette B-7
removing the shipping
mataria! B-3
revising stored jobs B-13
setup procedures B-3
storlng jobs B-10, B-12
using and handling diskettes B-5
using more than one diskette B-14
wrhe-protecting diskottes B-6
display ' 1-5
adjustmant 1-4
indicaters  1-7, B-16
problems 83
‘symbols  1-6, 8-15
displaying margin and tab
formats 1-23, 3-8
DL PRY indicalor 1-7, 2-17, 8-16
document assembly 5-18 '

Chare ter snd Dalay Print

Neo. Prin’l 5-19

oumlde of storags

storag& 5-19

double undcrilning numbars in &
., colume: 218

. drawln‘j vartical fines  1-16

6-19

5-20

‘centerad text 2-6
character ..1-27
‘manuatly in proportional

spaolng -3

‘manuaily In 10, 12, 15 plich  1-28
‘outside the correction

memary 1-29, 1-30

problems 8-3

- _proportlunai spacing 1-30
cword  1-27

- _.arror todes and massagas with beep

" signals * 8-8

-__f"arror messages 8-10

. errors, correcting with storage

i glosed  3-20

evqﬁ. lett and.right margins, typing text
Cwith - 2418

~evensightmargin 2.7

- exira carriar returns, deleting 3-23
_exir& character, inserting  1-32

W':.Find 57

. combining with delete  5-10
| combining with hyphenation  §-7
©.. combining with Play 5-10
© . repeating 5-8
. . used with the Directory
- function 45

Find key 4-5, 5-7
Find point
advancing to &7
delatingto  5-10
playlngto &-10
Finland keyboard 6-6
tlush right 2-7
form layouts.
correcting 5-2B
playing back 5-27
storing 528
typing constant text  5-24
typing variable text 5-24
using Mark 5-24
form letters  3-31
playing back §-17
storing with stop codea  5-16
typing 5-16
format areas
saving 1-24
salecting 11-25
formats
defined 1-23
displaying 1-23, 3-8
mergin and tab 1-23
margin and tab, in stored jobs 3-8
getacting settings 1-24
storing  1-24
France keyboard 6-10
Frrnat key 1-23, 3-8
Frmat key, pressing while storage is
open 3-8
function keys 1-8

G

Germany (PC) keyboard 6-10
Germany (West) keyboard 6-4
glars, reducing on display 1-4
Greece {Greok) keyboard B&-9
Greace {Latin) keyboard 6-9
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H{% |y key 29

Home key 57

Hong Kong keyboard 6-8

HYPHEN indicator 1-7, 2-1, 3-12, 5-3,
B-16 :

Hyphen, turning on and off  2-1

hyphenated word, keeping en one
tine 312

hyphenated words, separating at a tine

ending 3-12
hyphenating a word  5-4
hyphenation
during playback 5-3
keeping & word on the same
Hne 5-4

moving & word to the next line  5-4

turning on and off 5-4
nyphenation combined with Find  5-7
hyphens

permanant 3-12

required 2-3

syllable 3-11

typing in a stored job  3-11

I {(Word) key 2-4
IR number, keyboard 6-3
Identifying the current storage
area 4-1
ldentitying the printwheel 1-18
[Hustrations
calculating Page-Layout
- sattings 411
Center symbol 2.5
Coda + the Correction key 1-27
coded kays  1-8
Correction key 1-27
diskette Diractory listing B-16
diskette drive B-2
disketta drive placement BE-4
Diskette Option installation B-3
Diskaite Option shipping material
removal B-3
diskette write-protect tab  B-8

X-8 ©Operator's Gulde

erasing manually in proportional
gpacing 1-31
inzerting a diskette B-7
inserting an extra character 1-32
inserting paper 112
installing batierles 7-15
installing ribbon cassettes 7-8
inatalling the printwheel 7-7
kayhoard height adjust
jevers 1-10
keyboard identification
number 8-1
kayboard layout 1-2
margin/piich acate 1-20
Mark symbol  5-26, 5-28
opening a disketle storage
area B-11
opening a typewriter storage
area B-11
page end Indicator and scale  1-11
paper, carrier and curaor move-
meni keys 1-13
paris of the typewriter  1-1
Print Mods key 2-17
printwhesl identification  1-18
printwheel pitch  1-19
Ratoc key 1-28 .
removing a diskette 8-7
ramoving patteriea  7-14
removing ribbon cassettes  7-8
ramoving the printwheel 7-8
romoving the printwheel shipping
seal T-7
ribbon cassatie system 7-B
sample of justified text 2-19
sample preprinted form 525
Spall Check keys A-2
stopping playback while printing
iait to right  3-G
temporary left and right
margins 2-12
typematic keys 1-8
typostyle samples and
pitches 7-2,7-3
typewrlter sarial numbser 7-16
using stop codes far torm
lotters 5-18

o

T——

IMPR Indicator -7, 1-15, 8-18
“"“-. impresaion controt  1-15
impression level, setting  1-15
indent 2-12, 3-8 :
clear symbol 1.8, 2-13, 8-15
laft symbol  1-6, 2-12, 8-15

right symbol 1-6, 2-12, B-15
index, problem dalermination 8-2
indicators

APAGE 1-7, 4-13,8-16
ARTN 1-7.2-1,8-16
goLn 1-7,2-11, 8186
BUSY 1-3,1-7.8-16
CAPS 1-7.1-17, 8-16
CENTER 1-7, 2-5,8-18
CONT 1-7,2-4, 8-18
DECT 1-7,8-16 :
DL PRT 1.7, 2-17, 2-18, 8-16
HYPHEN 1-7, 2-1, 3-12, 5-3, 8-18
IMPR  1-7, 1-15,8-16
JSTIFY 1-7,2-18, 5-1, 8-16
KYBD 1-7,8-2, 818
LO-BAT 1-7, 7-13, 8-16
NO PRT 1-7, 2-17, 8-16
PLAY 1-7,3-5, 8-16
RAFLUSH -7, 2-7, B-18
SHIFT 1-7,1-17,8-16 .
S5PELL. 1-7,B-18, A-3
S8TORE 1-7, 3-1,B-16 .
SUSPND  1-7, 519, B-16
TADJ 1-7,4-18, 8-16 -
WHEEL 1-7, 2-21, 3-26, B-16
Indicators without beep signals &-10
indicators, definad 1.5
indicators, display 1-7, 8-16
indL key 2-12 f
indR key 2-12
Inserting an extra character 1-32
inserting carbon copies  1-12
Inaerting paper 1-12
installing new batteries 7-15
instaliing printwheels 7-7
installing ribbon cassettes - 7-9
Italy (PC) keyboard 6-10
ltaly keyboard 6-5

PR PR PR PR RN PR P RR RN A

J

Japan {English) keyboard 6-7
Job numbers, lecating in the
directory 4-56
Joh titles  3-31
JSTIFY indicator
Jdutily key 2-18
justification 2-18
changing plch or typestyle
during 2-19
during playback 5-1
muitipage jobs §-2
sample printout  5-1
turning on and off 2-18

1-7, 2-18, 5-1, 8-16

K

keaping a hyphanated word on one
line 3-12
kayboard

changes 3-3t

charis 64

identification number 6-1

layout 1-2

probjems 8-4
kevhoard alphabetic
cross-reference 6-3
kayboard glicker  1-11
keyboard height adjust levers 1-10
keyboards

alternate 6-1, 6-2

matching with priniwheels 6-1

primary 6-1
kays

Backspace {Bkapt} 1-31, 1-32

cC{Ctry 2.5

Chng 5-12,5-13

Correction {(Word) 1-27

CAtn {IndCIr) 21, 2-12

D {DacT) 2-14

Del 3-14, 3-17, 3-22, B-13

End 3-8, 3-21, 5-7

Find 4-5 57

Frmat 1-23, 3-B

H{“]) 29
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Homs 3-21,5-7
| (Word} 2-4
Jsility 2-18, 5-1
L (Lang) §-2
LMar 1-21
Lock 1-17
Menu 4-1 A5
N (Caps) key 1-17
O (RFIsh) 2-7
Paper Down (Micro) 1-13
Paper Up {(Mlero) 1-13
Play 3-5
Print Mode 2-17
Q (impr} 1-15
R [ARIm} 241
Reloc (Lins Space) 1-14, 128
RMar (IndR) 1-21, 2-12
Shift 1-17
Store 3-2
Tab (indL) 1-22, 2-12
U (Cont) . 2-4
Y{%hh 210
koys, dead B-2
keys, function 1-8
keys, paper, carrier and cursor move-
ment 1-13
keys, typematic 1-2
KYBD indicatar 1-7, 6-2, 8-16

L

L{Lang) kay &2
last typing position, returning  1-28
latching the ribbon cassettos
together 7-9
Latin Amarica keyboard 6-4
Latin Supplemental 13O keyboard 6-8
left and right temporary margins  2-12
latt carrlor limit  1-23
left margin, releasing 1-21
fine space in stored fobs  3-4, 3-30
Line Space key 1-9
line space symbol 1-8, 1-9, B-156
ines psr vertical inch  1-18
List 4-6
List dafined 4-2
listing jobs stored 4-3, 4-6

X-8 Operator's Guide

LMar key 1-21
L Mar, prassing with storage open 3-9
LO-BAT indicator 1-7, 7-14, 8-18
loading paper 1-12
locating job numbers in the

directory 4-5
Lock and ShIt keys 1-17

maintenance and care 7-16
manuga! erase 1-28
margin and tab formats 1-23
margin and tab formats in stored
Jobs 3-8
margin retease key 1-21
enargin/pitch scale 1-20
margins
centering between 2.5
changing after opening
storagas 3-9
digplaying 1-23
releasing 1-21
setting bottom  4-10
setung eft and right  1-21
sefting temporary 2-12
setling top 2-22
Mark |
corracting the form layout 5-28
playing back the form layout 527
preprintad forms 524
storing a form layout 5-28
symbal  1-8, 5-28, 8-16
MarRel key 1-21 _
matching printwheels and
keyboards 3-26, 61
matching ribbon and correction
tape 7-8
memory, corraction  1-26, 6-28
menu functions  4-1
Auto Page End  4-13
Directory 4-3
List 4-8
Page-Format 4-8
Page-Layout 410
Spalt A-B
Tab Adjust 4-15
Menu kay 4.1, A-5

LGLILIILILLILILLLEL L

u, canceling 4-2
\ani, salecting functions  4-2
essages
- defined  1-8
.. Disketta Option &-18

Spelling function 8-18
typawritar  B8-17
with beep signais B-8
without beep signals  8-10
micro-down 1-13
micro-index defingg  1-13
micro-up  1-13
moving & word to the next lina 5-4
moving paper in tha typewriter 1-13
moving tabs

during playback 417

in a portion of a stored job  4-18

" in a stored job  4-15

throughout a stored job  4-17
moving the carrier and cursor 1-14
moving through storage . 3-21
moving through the directory  4-4
muitlpage jobs, justifying 5-2
multipage jobs, aaparating

pages 4-13, 5-29

N

N {Caps) kay 1-17
Netherlands keyboard B6-5
New Zsaland keyboard B-4
no marging and tabs set 1-23
Na Print mode 2-17
adding text 3-22
assembling documents 5-19
changing to Character or Delay
Print In revigion 3-14, 3-27
deleting text  3-22
revising n stored joty 3-21
NO PRT indicator  1-7, 2-17. 8-16
Norway keyboard B-8
numbers [n & column,
underilning 2-18

O

O (RFish) kay 2-7
onfoff switch  1-3
opening storage 3-2, 3-21
ordering supplies 7-1
overview, playback 3-4
overview, revision 3-14
overview, storage 3-1

P

page end indicator  1-11
page snd scale 1-11
page ond, auto  4-13
page end, required 528
page length, calculating 4-11
page length, setting 4-10
Page-Format 4-9
Page-Format dafined 4-2
Page-Layout 4-9, 4-10
Page-Layout sattings for Pinwhee!
Form Feeder 4-12
paper
inserting 1-12
problems B-4
removing 1-14
Paper Bail Load Lever
2-22
Paper Down (Micrp) kay 1-13
paper edge indicator 1-12
paper length, common settings 412

1-12,1-14,

paper movament keya 1-13
papar releass laver 1-12, 1-14
paper scale 1-12

Paper Up (Micro) key 1-13

parts of the typewritar 11
permaneni hyphen defined 3-12

permanent tabs 1-22
Pinwhea! Form Feadsr 4-12
pitch

automatic selaction 1-19
change symboi  1-8, B-16
changing 2-21

changing in justified text 2-19
dafined 1-19, 2-21
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identified an printwheel label - 1-18
symbols 1-18, 7-1
WHEEL indicator 2-21,3-26
PLAY Indicator 1-7, 3-5, 8-16
Play key 3-5
playback
assombling and atoring 5-20
baginning 35
canceling 3-7
continuing 3-6
defined 3-4
hyphenating 5-3
Justifying  5-1
moving tabs 4-17
rutes 3-26
atopping 36
storage closed 3-4
storage open 3-15
1o a corraction point  3-20
to a find point  5-10
to a ravision peint
piaying back
form laycuts 5-27
form letters  5-17
jobs containing required page
ends 5-29
jobs containing atop codes  3-30
jobs with AdJust-Page on 4-13
jobs with Tab Adjuston 4-17
lobs with the Directory
junction 4-4
storage open 3-15
mtorad jobs  3-4
with sterage closed 3-4
Portugal keyboard &-7
power en/off  1-3
preprintad forms, using Mark 5-24
prassing Frmat while storage i=
open 3-8
pressing LMar with storage open  3-9
prassing AMar with storage cpen 3-89
primary keyboard 8-1
print hammer 7-8
Print Mode key 2-17
print modes 2-17
print quality problems 8-4
printing & copy of the directory  4-6
printing iine  1-16

3-16
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printwheal
applications 74, 7-5
echanging during playback 3-26
changing while typing 2-20
choosing 1-18
identitication 1-18
Identification numbers
installing 7-7
matching with keyboards 81
pltch chart 1-18
pointer 1-16, 1-18, 1-31
removing 76
reorder number 1-18
problem determination  8-1
Diskatte Option messages 8-18
display 8-3
display indicators 1-7, B-16
erase 8-3
arror codes 8-8
index 8-2
keyboard 8-4
messages without baeep
slgnals 810
print quality 8-4
Spell Chack &7
Spell Check and Spell Check i
massages B8-18
typewriter messages #-17
typing 8-5
proportional apacing
defined 1-30
erasing In  1-30

Q

Q (imprikey 1-15

R

recommended batteries 7-12
reducing display glare 1-4

refarencs 7-1

releacing the left margin  1-21

Reloc (Line Space] key 1-8, 1-14, 1-28
removing batteries 7-14

ramaving paper 1-14

removing printwheels 7-8

51

COCLLLLLELLELLLEEEEETTT0ILL

Lla

removing ribbeon cassettes - 7-8
reorder numbers, ribhon
cassettes 7-11
repeat keys 1-9
repeating Change 35-13
repeating Find 5-8 :
roepetitiva lettars, playing back 5-17
rapetitive lotters, typing 5-18
requirad carrier return symbol  1-6,
8-15 :
requirad hyphan 2-3
Required Page End 5-28
playing back jobs 5-29
symbol 1-8, 8-15
typing 528
with Auto Page End 5-29
required space 2-3 :
resatting top margin  2-22
returning to the last typing
pasition 1-28 '

_revision

adding text 3-18, 3-22
changing from No Print to Char-
acter or Delay Print  3-14, 3-27
copying jobs 3-14
deleting text 3-17, 3-22
In Character or Delay Print
in No Print  3-21 '
rules 3-27
using Change 5-12
" usingFind 87
uaing the Directory function 4-4
revision peint, playing to  3-15
AFLUSH indicator  1-7, 2-7, 8-16
ribbon :
applications 7-10
cassotie system  7-8
installing 7-9
{atching cassettes together 7-8
maiching with correction tape 7-8
removing 7-8 :
raorder nhumbears  7-11
take-up wheel color code  7-11
ribbon release lever 7-8 -
right carriar limit  1-23
right flush  2-7 '
at any position on a Hne 2-7

315

cancaling belore characters
print 2.8
changing printwheels 2-20
revigsing text in No Print  3-27
symbols 1-6, 2.7, 8-15
typing to the right margin  2-7
right margin
aligning text  2-7
automatic return  2-1
ending lines befcra 2-2
typing right flush text to  2-7
right margin beep 2-1
RMar {IndR) key 1-21
RMar, pressing with storage open 3-8

safety information iv

sampla Justitication printout 5-1

sample preprinted form 5-25

samplas, typestyles 7-t

saving format settings 1-24

selecting a menu function 4.2

selecting format areas 1-25

selecting format settings  1-24

separating pages of a multipage
job 4-13, 5-29

serial number 7-16

sefting bottom margin with Page-
Layout 4-1{

getting Impression level

setting margins  1-21

setting page length with
Page-tayout 4-10

sefting tabs 1-22

setling tempuorary margins  2-12

seatting top margin  2.22

Shitt and - {(hyphan} 2-16

Shit and Lock keys 1417

SHIFT Indicator 1-7, 1-17, B-16

skipping blank lines  1-13

South Africa keyboard &6-8

space, required 2-3

Spain keyboard 6&-8

special characters 2-11

8pell Check and Spell Chack t

changing tha speliing beep A-8

1-1§

index  X-11



checking all words in a job A-8

messages 8-18

ovarview A-1

problems 8-7

Spell Assist A-7

spelling beap A-B

supplemental dictionary A-4
adding words  A-4
delating words A-§
viewlng and dalsting
words A-B

turning on and off A-3

stop codes  2-20, 3-29

applications 3-30

deleting 3-30

playlng back 3-30

storage 3-29

storing form letters  5-16
aymbol 1.7, 221, 3-25, 818
typing 3-28

stopping playback 3-8
storaga 3-1

assambling documents 519
changing margins and tabs 3-8
closing 3-2

contents 4-3

defined 3-1

identifying current storage
araa 41

moving through 3-21
opaning 32, 3-21
overview 3-1

playing back 3-4

pressing Frmalin 3-8
pressing LMar 3-9
pressing RMar 3-8

ruiez 3-25

stop codes 3-29
typing 3-2
storage areas, deleting atl
storage closed, assembling
documents  5-20
storaga closed, correcting errors  3-20
storage full warning 4-8
storage opan, assembling
documents  5-20
STORE indicator  1-7, 3-1, 4-17, 4-18,
e-7, §-17, 5-27, 5-28, 8-16

3-28
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Store key 3-2
stored jobs
adding text 3-16, 3-20
checking all words  A-6
combining 5-18
copying for revigion 3-14
deleting 3-28
deleting text 3-17, 3-20
delating through Directory 4-5
displaying list 4-3
margin and tab formats 3-8
moving tabs  4-15
moving 1abs in a portlon 4-18
moving tabs throughout 4-17
playing back 3-4
playing back through
Dlrectory #4-4
piaying back with Auto Page End
on 413
playing back with required page
end 5-2¢ ’
revising 3-14
revising in Character or Delay
Print 3-16
ravising in No Print  3-21
revising through Directory 4-4
revising using Change 5-12
revising using Find 57
typing hyphens 3-11
storing 4 form layout 5-26
storing & job  3-2
storing a Job with Tab Adjustan  4-17
storing form latters with stop
codes 5-16
storing margin and lab formats
subscripte  2-9
symbot  1-7, 2-9, B-18
typing 2-8
underiining 2-10
superscripts  2-8
symbol 1-7, 2-10, B-18
typing 2-10
underlining 2-10
supplemental dictionary A-4
adding words A-4
deleting words A-5
viewing and delating words A-§
supplies, ordering procedures  7-1.

1-24
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S

SUSPND Indicator -7, 5-18, 8-16
Sweden kayboard &-8
Switzarland (French) keyboard &-5
Switzarland (German) keyboard §&-8
syllable hyphen defined 3-11
symbals

bold 1§, 2-11, 8-15

caentsring 1-8, 2-5, 8-15

decimal tab (begin) 1-6, 8-15-

dacimal tab {end) 1.8, 815

display 1.6, 8-15

indent clear 1-8, 2-13, 8-15

indent left 1-6, 2-12, 8-15

indent right  1-8, 2412, 8-15

ine space 1-G, 1-9, 8-15

mark 1-6, 5-28, 8-15

pitch 118, 7-1

pitch changa 1-8, B-15 ]

required carrier return  1-B, 8-15

requirad page end 1.8, 8-15

right flush  1-8, 2-7, B-15

stop code 1-7, 2-21, 3-29, 8-16

subscript 1-7, 2.5, 8-16

superscript  1-7, 2-10, 8-1§

tab 1-7,8-16

T

T AL indicator  1-7, 4-16, 8-16
Tab (IndL) key 1-22
Tab Adjuat 48, 4-15
playlng back jobs 4-17
storing jobs 4-17
turning off  4-16
turning on  4-18
tab and margin formats In stored
Jobs 3-8
tab symbol 1-7, 8-18
tablas and columns  3-25, 3-30, 4-156
1abs
changing after opening
storage 3-9
ciearing 1-22

clearing all - 1-22
displaying 1-23
moving during playback 4-17
moving in a portion of a stored
job 4-18
moving throughout & stored
jab 417
permanent 1-22
satting 1-22, 3-8
TCir + CARtn  1-22
temporary margins 2-12
canceling 2-13
clearing 2-13
sefting 2-12, 3-9
taxt, |ustification 2-18
top margin position 1-12
top margin, changing 2-22
Turkey keyboard 6-8
type
elite (12 pitchy 1-20
micro elita (15 plich}
pica (10 pitch} 1-20
proportionat spacing {PS) 1-20
type size, on printwheel label 1-18
typematic keys 1-9
typestyle
changing 2-20, 3-31
changing In Justified text 2-19
daflned 2-21
typestyie name, on printwheet
labed  1-18
typestyle samples 7-1
typawriter
carg and maintenance 7-16
cover, cleaning 7-18
messages 8-17
paris  1-1

1-20

typing line
typlng problems 8-5

problems  8-3

sarial number 7-16

turning on and off 1-3

using Pinwheel Form Feeder 4-12
1-18

Index X-13



U

U (Cont) key 2-4
underlining
continupus  2-4
numbers in a column  2-16
subscripis  2-10
superscripts  2-10
word 2-4
United Kingdom {PC} keyboard 8-10
United Kingdom keyboard 67
United States keyboard 6-4
uppercase characiers, typing 1-17

Vv

varlabie text, typing in a form 5-24
vertical columns, typing  2-14
verticul inch, lines per  1-18
vertical lines, drawing  1-16
vlewing and deleting words from the

supplemental dictionary A-5
viewing formats 3-8
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W

warning, storage full 48

WHEEL indicator 1-7, 2-21, 3-26, 8-16
word backward 1-14

word erase  1-27

word forward  1-14

Word key 2-4

word underling 2-4

words, hyphenating  5-4

2

2 (exponeﬁt 2) 2-u

3

3 {axponent 3) 2-11
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-~ iBM Wheelwritera 30 szies Il Typewriter 6787

Reader’s
Operator's Guide : Comment
&~ 8 Order Number 5544-4108-0 Form

You may use this form tofcommunicate your comments about this publica-
M tion, with the understanding that {BM may use or distribute whatever infor-

mation you supply In any way it belteves appropriate without incurring any
obligation to you. :

1. Did you find the book well organized?
Yos [J No OO
2.  Was the content of the book accurate and complete?
vYos [ No O
3. | Was the book easy Iaa use?
Yes [J No O
4,

What can we do to iinprove the book?

,,,,, . What Is your job title?

Questions or commaents about supplies, service, applications, and 80 on
wiil slow reaponse time considerably. Plaase refer those questions or
comments to your IBM Authorized Dsealer or IBM Direct.

FEddi

Note: Pleass direct all requests for copies of IBM publications to your IBM

Authorized Dealer, Publications are not stocked ai the location to which -
this form Is addressed.
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Free Manuals Download Website
http://myh66.com
http://usermanuals.us

http://www.somanuals.com

http://www.4manuals.cc

http://www.manual-lib.com

http://www.404manual.com

http://www.luxmanual.com

http://aubethermostatmanual.com

Golf course search by state

http://golfingnear.com

Email search by domain

http://emailbydomain.com

Auto manuals search

http://auto.somanuals.com

TV manuals search

http://tv.somanuals.com
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