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Preface

Most of the claims you have heard about Lotus Manu-
script are true: it does just about everything you would
want from a full-featured word processor, and it provides a
document publishing system as well. Even if your work is
not in scientific or engineering fields, you can appreciate
many of Manuscript’s features, such as its

« Fully integrated outlining capability

« Powerful spelling checker

« Ability to save document formats as templates

 Page preview before printing

 Operation with a wide range of printers, including laser
printers

« Ability to manipulate large sections of documents
quickly

« Automatic page formatting with footnotes
« Built-in equation-generating language

» Table editor

xiii
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These are just a few of the features that the program offers.
Its real power, however, lies in the fact that you don’t have
to use any of the extras if you don’t need them: you don’t
even have to be aware that they’re there. Although the
program is feature-laden, you need to master only a few
basic techniques, most of which you’re already familiar
with, to use it as a word processor.

If you use the program only for an occasional letter
or memo, you’ll find that it works just as smoothly and its
commands are just as easy to remember as those of other
popular word processing programs. In fact, if you are
familiar with Lotus 1-2-3, you will find that Manuscript
operates much like it, although there are differences, nota-
bly in the use of the function keys and their ALT key
counterparts.

If you are part of a writing group in which individ-
ual contributors work together on a project, you’ll find
many of Manuscript’s features invaluable. You can inte-
grate the work of others into master documents and easily
format those-documents into standard styles, no matter in
what format they were input. The built-in outliner keeps
track of your documents and, as you work, lets you see at a
glance the structure of large documents.

Because Manuscript can handle very large docu-
ments (up to 800 pages, if you have enough memory), you’ll
find it invaluable if you create books, manuals, hand-
books, or lengthy reports. If you are part of a publications
group, you will probably use Manuscript to produce
professional-quality, camera-ready pages with figures and
tables in place. It can accept graphics files from a variety of
sources, including electronic scanners. If you have access
to a laser printer, you can produce documents that ap-
proach typeset quality.
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If you work in the sciences or in engineering, you’ll
appreciate Manuscript’s built-in equation language that
both sizes and generates complex equations in your docu-
ments. A graphics preview box lets you view equations
before printing so you can make any necessary changes.
You’ll also appreciate the program’s built-in capabilities
for creating and formatting notes and footnotes on pages.

Because Lotus Manuscript is designed to be used
by people with so many different needs and in such a wide
range of applications, this book has been written for sev-
eral levels of users:

- If you’ve been thinking about getting the program but
haven’t decided yet, this book gives you a general over-
view of what Lotus Manuscript can accomplish and the
quality and variety of the results you can expect.

« If you’re a new user, a short but thorough tutorial in the
basics of program operation teaches you the fundamen-
tal techniques.

« If you’ve mastered the basics and want to go on to
specialized applications, such as writing and printing
complex equations or creating master documents from
separate files, this book presents those intermediate-to
advanced-level techniques.

« If you use Lotus Manuscript regularly, this book can give
you some tips and techniques that may help streamline
your work.

If you’re interested in some of the ways you can use
Lotus Manuscript, Chapter 1 presents an overview of the
program. Chapter 2 is a tutorial in the basics —starting
Lotus Manuscript, creating a sample document, and print-
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ing and saving it. If you’ve never used the program before,
or if you have forgotten the basic commands, this chapter
is a good place to start.

To use the program most efficiently, you define
your text as blocks and then use Manuscript’s commands
to manipulate the blocks. That way you can perform oper-
ations on large segments of your document at the same
time. Chapters 3 and 4 present the basic techniques of
working with blocks. After Chapter 4 you’ll have a good
mastery of the basic techniques; you simply apply them in
similar ways as you use the program’s more advanced
features.

Chapter 5 begins to present techniques you use with
structured documents —documents that give you access to
other levels of the program’s features, such as automatic
section numbering. By using Lotus Manuscript in struc-
tured rather than unstructured mode, you have access to
many more advanced tools, such as integrated outlining
and Manuscript’s ability to keep track of notes and cross
references, which are discussed in Chapter 6.

After Chapter 6, the program’s features are pre-
sented in terms of the applications for which you’ll proba-
bly use Manuscript. For example, if you create tables, you
will want to read Chapters 7 and 8. Chapter 10 and
Appendix B present Manuscript’s equation language: if
you write equations, you’ll find many tips on how to
generate complex equations.

As the book is intended for use by different levels of
users and in many different applications, it does not pre-
sent lengthy step-by-step tutorials that create specialized
applications. Instead, instructions for using particular
techniques are given; you can combine techniques to pro-
duce the results you need in your own work. Chapter 9, for
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example, presents techniques used for page formatting: if
you need to create headers and footers or change a page
layout style, simply look up the technique and apply it to
the problem at hand.

You do not need previous word processing expe-
rience, either with Lotus Manuscript or with any other
word processor, to use this book. However, the book does
not present the basic principles of word processing — what
a document is, what cutting and pasting are, and so forth.
It assumes you have a basic familiarity with such concepts.

If you have not installed Lotus Manuscript and
configured it to work with your equipment, you will find
instructions in Chapter 2. If you are using the program on
a system in which it is already installed, you can skip the
installation instructions and go directly to the practice
exercises in Chapter 2, or you may turn directly to an
applications chapter in which you are interested.

The examples in this book have been kept brief so
you can quickly master a technique and see its use, and you
will no doubt find that the examples give you ideas for
applications of your own. While you will probably be using
more complex examples and working with longer docu-
ments in your day-to-day work, there are sufficient instruc-
tions and examples here to start you thinking about how
you could use this program to advantage. You will find that
you can learn techniques most quickly if you have a specific
project to which you can relate the techniques in this book.
With Lotus Manuscript, as with any other program, the
best way to learn it is to try it out.



Table of Contents

Preface

Chapter 1: Lotus Manuscript —
A Document Processor

Lotus Manuscript as a Word Processor

Lotus Manuscript as an Outliner

Lotus Manuscript as a Page Formatter

Lotus Manuscript’s Equation Language

Lotus Manuscript’s Printing Abilities

How You Work with Lotus Manuscript— The User
Interface

Structured and Unstructured Documents

Hardware Requirements

How This Book Is Organized

A Final Word

Chapter 2: Starting Out

What You’ll Need — Hardware Requirements
Preparing to Use Manuscript

xiii

17



Loading Manuscript

Setting Up Manuscript

The Basics — Creating a Simple Document
Refining the Memo

Accelerator Keys

Summary

Chapter 3: Building Blocks 61

Creating a Document with Blocks
Editing Blocks

Manipulating Blocks

Saving and Printing Your Report
Changing Options

Summary

Chapter 4: Advanced Block Techniques 81

Manipulating Blocks
Formatting Blocks

Global and Local Formats
Block Accelerators
Building a Template
Summary

Chapter 5: Working with Multilevel Documents 107

Sections, Subsections, and Levels
Formatting Sections

Numbering Sections

Using Boilerplate

Summary



Chapter 6: Using Multilevel Documents to Create
Outlines and Notes 139

Getting an Overview of Your Document
Reorganizing Your Documents
Working with Notes

Using Cross References

Creating an Index

Summary

Chapter 7: Working with Columns 171

Adding Columns to a Document
Entering Data in Columns

Formatting Columns

Moving Columns

Copying, Cutting, and Joining Columns
Summary

Chapter 8: Creating Tables 185

Laying Out a Table
Using the Table Editor
Building a Sample Table
Summary

Chapter 9: Page-Formatting Techniques 205

Global Formatting
Global Page Formats
Local Formats



Formatting Techniques
Sample Layouts
Summary

Chapter 10: Equations, Formulas, and Special
Symbols

Using Equations

Sample Equations
Previewing Equations
Using Special Characters
Summary

Chapter 11: Printing Techniques

Draft Printing

Final Printing

Previewing a Document Before You Print It
Summary

Chapter 12: Advanced Printing Techniques

The Backslash Commands
Merge Printing

Creating a Master Document
Selecting Typefaces
Proportional Spacing

Other Printer Attributes
Printing to Disk

Copyfitting

Changing Printer Drivers
Summary

251

277

299



Chapter 13: Spell Checking, Searching and
Replacing, and Comparing Documents

Using Manuscript’s Spelling Checker
Spell Checking a Document
Searching and Replacing

Preparing Documents for Review
Summary

Chapter 14: Exchanging Files with Other
Programs

Importing Lotus 1-2-3 and Symphony Files
Importing ThinkTank Files

Importing Graphics

ASCII Format

DCA (Revisable) Format

Summary

Appendix A: Using Manuscript with Long
Documents

Appendix B: Manuscript’s Equation Language

Index

331

363

389

393
403



Chapter 1:

Lotus Manuscript—
A Document
Processor

If you’ve compared Lotus Manuscript to other word pro-
cessing programs, you've probably become aware that it is
more than just another word processing program. Its
manufacturer, Lotus Development Corporation, calls it a
document-processing system because of its ability to han-
dlelong documents and produce finished pages with graph-
ics in place.

But what does this mean to you in terms of how you
will use Lotus Manuscript in your work? The program is
designed so that it can be used as a tool in a wide range of
situations, not just as a scientific and engineering tool.
Even though Lotus Manuscript is a sophisticated pro-
gram, its techniques are easy to master.

As a word processor, Lotus Manuscript provides
all the features of the full-featured word processors that are
on the market, plus a few. It has a full-screen Edit screen,
unencumbered by prompts and menu bars until you spec-
ify them. The program can also provide automatic back-
ups for you to safeguard your work. Accelerator keys speed
up such routine tasks as saving and retrieving. You can
move through documents faster in Manuscript than in



