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icroPro Software
Endownient
Program

MicroPro’s Software Endowment Program continues to help edu-
f, cators purchase powerful and sophisticated software that meets the
highest teaching standards, yet is priced to accommodate the educa-
tion budget.
Through the Software Endowment Program, MicroPro provides its
entire line of word processing software and courseware at substantial
savings. These software packages are exactly the same as those sold in the retail marketplace.
The family of products includes WordStar and WordStar Professional, the world’s best-selling
word processing software; WordStar 2000 and WordStar 2000 PLUS, for powerful word
processing that has never been easier; the new and popular EASY, which provides typewriting
simplicity and word processing power and a select group of pre-designed courseware and
assorted training aids to simplify the learning process.
For further information and to request an endowment program catalog information kit,
contact the national service center listed below:

MicroPro Educational Sales
15 Loudoun Street, SW
P.O. Box 2246
Leesburg, VA 22075

(703) 777-9110



MicroPro® International Corporation of San Rafael, CA, pioneered word processing for
microcomputers when they created WordStar® and delivered it to an eager audience in 1979.
Now, WordStar is used by millions of people around the world as a global standard. And, they
are still leading the way by offering the most advanced technology available in word process-
ing software. '

Whether you are a student, professor, corporate secretary, executive or entrepreneur,
MicroPro has the right program to help you write faster, better and more productively.

From on-screen tutorials to easy-to-follow manuals and all the “help” information you need,
MicroPro software programs go beyond power to bring you a new level of word processing
ease and confidence.

So, take a look at the MicroPro family of word processing software. No matter what your
needs may be, we think you will find just the right choice.

Even if you have never used a word processor, or a com-
puter, or even a typewriter. . . EASY ™ helps you get right down
to work. It’s a completely new program, offering the easy-
to-learn-and-use essentials of business and personal writ-
ing— plus special features not found in any other comparably
priced package. EASY™MAIL, available in the new EASY™EXTRA, expands EASY’s
capabilities by helping you create mailing lists and personalized form letters with ease.

WordStar’s power, versatility, and speed have ®
made it the world’s most widely used word proc-
essor. For experienced computer users, there’s

just no substitute for WordStar’s flexible command structure. And, helpful learning aids make
it easier than ever to master.

3 WordStar® 2000 is MicroPro’s most elegant and complete
WORDST

package. While offering the sophistication of a “dedicated”
word processor, this program is remarkably simple to learn
and use. Entirely different from the original WordStar,
WordStar 2000 lets you streamline any word processing
job—including the most demanding applications. Its powerful features offer mnemonic com-
mands, windowing, five-function math, three-column printing, same page footnotes, pro-
portional spacing and much, much more.
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Introduction

Why purchase this book? Because you will learn to use WordStar faster
if you can look up the action you wish to perform. For about the price of
a fast-food dinner for two, you can own a convenient summary of WordStar
procedures. Long after dinner would be digested, the Ready Reference manual
will still be there to assist you.

Want to know a little more about the Ready Reference Manual? It is a
convenient summary of commonly used WordStar procedures and commands,
designed to assist you in performing common word processing tasks, such
as inserting a word or deleting a line. Unlike most manuals, it is organized
by function, rather than by command. This enables you to find the action
you need to perform without knowing the specific commands used in the
procedure.

Like most manuals, this guide is intended to act as a reference tool. For
a complete introduction to and definition of word processing concepts, you
should read the word processing chapters in Marilyn Popyk’s Up and Running!
MicroComputer Applications before beginning to use WordStar.



Important Instructions
for Users of
the Educational Version

An educational version of Wordstar 3.3 is available with this manual. This
version of WordStar will permit you to do almost everything that you could do
withthe regular version of Wordstar. However, you should know the following
facts about the educational version.

1. The educational version of WordStar 3.3 cannot be run using a hard
diskdrive. It must be run using floppy disk drives.

2. The educational version of WordStar 3.3 requires a computer with a min-
imum main computer memory size of 128K.

3. This version of WordStar supports IBM printers and most other dot ma-
trix printers using a parallel printer port.

4. The maximum size document which can be prepared using the educational
version of WordStar is five pages.

5. The following MicroPro International programs are not available with the
educational version of WordStar 3.3: MailMerge, CorrectStar, SpellStar,
StarIndex, and WordStar Tutor. These programs cannot be executed from
the Opening Menu of WordStar 3.3.

6. The “run a program” command from the Opening Menu of WordStar 3.3
will not execute when using the educational version.

7. Each printed page of output will contain the following message below the
page number on the bottom of the page: “For educational use only. Not
for commercial distribution.”

Differences from the regular verson of WordStar are marked in this manual
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with a multiplication () sign. When possible, alternate procedures are given
for the programs that are not available.
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The Keyboard

IDENTIFYING KEYS

When you use WordStar to enter text, you use four types of keys:

Character keys: These are the letters, numbers, and special charac-
ters that are normally associated with typing operations. When entering
numbers, you may use either the numeric pad on the right side of the
keyboard or the numeric keys in the top row of the keyboard. If you use
the numeric pad, be sure to press the NUM LOCK KEY first. (If you just
want to enter a few numbers, hold down the SHIFT key while pressing
the number.)

Cursor movement keys: These keys are used to scroll through the
document and to position the cursor within the text. The HOME, PGUP,
and arrow keys (—) are examples of cursor movement keys.

Function keys: These keys appear either in a row at the top of your
keyboard or in two rows to the left of the keyboard. Each key is associated
with a WordStar task. Wordstar makes the task assignments shown below.
You may change them if desired.



