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To my parents, Lillian and Joseph Press.
First they made sure that I learned how to do it,
then they said, ‘“‘Be a good boy and write a book.”
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Preface

You probably already have some idea how a word processor might help
you. It might increase office efficiency by cutting down on typing and re-
typing, or by helping to automate mass mailing. Perhaps you are thinking
of using a word processor to write a screenplay, term paper, technical re-
port, poem, novel, letter to a friend, or a business plan.

If you spend much time writing, you cannot afford to ignore word pro-
cessors. You owe it to yourself to take a look at them, even though you
might conclude that you cannot give up the smooth feeling of a #2 pencil
on a yellow pad after finishing your research. The same advances in elec-
tronic technology that gave us Pac Man and $10 calculators have brought
the cost of word processors down to the point where individuals are buy-
ing them and corporations are putting them (like telephones) on every
desk.

There are two ways to get a word processor. You can buy a dedi-
cated system from a traditional ‘““word processing” company, or a per-
sonal computer that has been programmed to do word processing. We
will discuss both alternatives, but in either case, a word processor is a
computer that has been programmed to do word processing. Therefore
this is a beginner’s book on computers as well as word processing.

I have written the book for anyone interested in low-cost, single-user
word processors. Other than curiosity, there are no prerequisites. Al-
though it is a beginner’s book, it is complete and it does not patronize you
by glossing over technical concepts. Whenever a new technical term is
introduced, it appears in boldface and it is explained in that section. In-



Preface

stead of relying on a glossary, you can look up a term in the index and
find it explained in context.

The most important step in choosing a word processor is to decide
how you will use it (the best system for one person may be inappropriate
for another), so Chapter 1 gives a general introduction to word proces-
sors and their applications. Chapters 2 through 6 concentrate on hard-
ware and will give you a good start at understanding small computers, re-
gardless of how you plan to use them. Each of the components of a com-
puter system is described and explained. Your options are spelled out
and, by the time you finish this section, you will know what computer
hardware is and what you need.

The most difficult choices will not be in choosing hardware (your ap-
plications will roughly dictate that), but in choosing a program—the soft-
ware. Chapters 7 through 9 deal with word-processing software. First,
overall design characteristics are discussed, and then available features
and options are spelled out. This section lets you know what is available
so that you can choose a word processor that provides the functions you
need.

Since a word processor is a computer, it can be programmed to do
things other than process words. It could be used to check for spelling
and style errors, or to generate an index and table of contents for a re-
port. These are closely related to word processing, but others, for in-
stance, financial modeling or maintaining data files, are not. Chapter 10
discusses these other ways to use your system, and the other types of
software that are available.

Chapter 11 covers factors that go beyond your word processor. You
may extend your reach by using it for remote communications or to pre-
pare input for a typesetter. There are even portable machines you should
look at. Practical things like shopping, maintenance, costs, benefits, and
tax savings are also covered in this chapter.

When you have finished all that, you will have an understanding of
what a computer is, what hardware and software you will need for your
word-processing applications, and where and how to get it. My guess is
that you will never go back to your #2 pencil and yellow pad again.
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CHAPTER

Whatls

Word Processing?

Have you ever worked with a word processor or seen one demonstrated?
If not, this chapter will provide a general description of what a word pro-
cessor is and how it works. Once you have read this introductory chap-
ter, you should arrange to get a hands-on demonstration of a word pro-
cessor. Even if you have seen one in action, you should skim the chapter
in order to pick up the terms and concepts that are defined.

The phrase word processing was coined by IBM in 1968 in conjunc-
tion with the introduction of their magnetic tape selectric typewriter (see
Figure 1.1). Those machines were similar to standard office typewriters,
but when you typed, the characters were stored on magnetic tape in addi-
tion to being printed on the paper. Once a document, perhaps a letter,
was completely keyed in, the operator could print it out as often as de-
sired. Furthermore, if corrections or changes had to be made to a portion
of the document, it was only necessary to enter those changes onto the
tape. The modified document could then be printed out without having to
retype the unchanged portions.

Figure 1.2 shows a photograph of a modern word processor, which
evolved from IBM’s early machines. As you see in the accompanying dia-
gram, Figure 1.3, it consists of six functional units: the keyboard, video
display screen, printer, disk drive, memory, and CPU. Each of these is
discussed in detail in subsequent chapters, but for now let’s take a gener-
al look at how they would be used.
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Photo courtesy of IBM.

Fig. 1.1 IBM introduced their magnetic tape selectric typewriter in 1968. Information
that was typed was captured on magnetic recording tape in addition to being printed,
and the phrase ‘“‘word processing’ was coined. The model shown here was used to
compose material for printing.
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A

Courtesy of Toshiba.

Fig. 1.2 This photograph shows a modern word processor. You can see the keyboard,
printer, video display screen, and disk drives. The CPU and memory are inside the unit
with the disk drives and display.

CPU Video
t Display
Screen

Memory

Keyboard

Disk Drive Printer

Fig. 1.3 This diagram shows how the various components of a word processor work
together. As text is keyed into the memory, it is displayed on the video display screen. It
may also be printed. For permanent storage, text may be transferred from memory to
disks and subsequently reloaded. The CPU controls the operation of the system.
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How Does a Word Processor Work?

Look at the keyboard in Figure 1.2. It is quite similar to a typewriter key-
board, and, in order to prepare a document, you would begin by keying it
in, just as you would with a conventional typewriter. However, as you
typed, nothing would print. Instead, each character would be displayed
on the video display screen, which looks and works like a television
screen. The characters would also be entered into the system memory as
you typed them. In fact, if you check the arrows in Figure 1.3, you will see
that what you type is transmitted from the keyboard to the memory, and
the video display screen merely shows what is in the memory at any given
time.

Let’s see what would happen if you decided to type in the text of the
Gettysburg Address for your first test of a word processor. After you type
the first sentence, the screen will look like Figure 1.4, and the memory
will contain those same characters. As you are typing, you will notice two
curious things. First, it is not necessary to hit the carriage return key at
the end of each line. The displayed text automatically moves to the next
line whenever necessary. This is called automatic word wrap, and virtu-
ally all modern word processors perform this function. At first it might
seem awkward, but you will soon grow to like automatic word wrap. You
will also notice that there is an unusual symbol, perhaps a blinking rec-
tangle about the size of a character on the screen, at the end of the sen-
tence. This symbol is called the cursor, and it always shows where the
next character you type will go. It continues to move as you type in new
characters.

If you continue typing a bit more, you might make an error or two. In
order to fix the error, you simply move the cursor to the place where you
made the mistake and type in the correction. Then, to continue entering
the text, you move the cursor back. How do you move the cursor? The
method of cursor movement will vary from system to system, but many
word processors add special function keys to the standard typewriter
keyboard. Some of these may be used for cursor movement and others
may be provided for other common word-processing operations. Figure
1.5 shows five function keys that might be used to move the cursor up,
down, left, right, and to the upper left-hand corner of the screen. Using
these keys, you can point to any place on the screen. By the way, there
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Fig. 1.4 This is what the video dis-
play would show after the first sen-
tence to the Gettysburg Address
had been keyed into memory. Each
line would be automatically broken
after the last word, and the cursor
would show the operator where

Lincoln's Address at Gettysburg tho naxt chavacter wonld be e
tered.

Fourscore and seven years ago
our fathers brought forth on this
continent a new nation, conceived
in liberty, and dedicated to the
proposition that all men are
created equal.

L |

Fig. 1.5 Special function keys are
often added to the standard type-
writer keyboard for moving the
cursor up, down, left, or right on
the screen. The ‘““home’’ key would
usually be programmed to move
the cursor directly to the upper
left-hand corner of the screen.
Some systems may have ten or
more special function keys for cur-
sor movement and other operations

that are specific to word process-
ing.

will probably be other special function keys; for example, for moving the
cursor directly back to the end of the document after you have made a
change.

As you continue keying in the Gettysburg Address, an interesting
thing will happen—the screen will fill up. If you continue to type after the
screen is full, the new characters will be displayed at the bottom of the
screen, and, in order to make room for them, everything else will be
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shifted up one line. This obviously means that the top line will be lost.
This apparent movement of the screen is called scrolling.

It is important to note that everything you type is entered into the sys-
tem memory, even though only part of it fits on the screen at any time. As
Figure 1.6 illustrates, the video display screen may be thought of as a
window through which a portion of the text is seen. As you enter text,
scrolling occurs automatically; however, your word processor also pro-
vides some means by which you can control the ‘“movement” of the
screen, for instance, moving back to a prior page or skipping straight to
the first or last page.

This sounds great so far, but what happens if you fill up the memory?
At that point, the disk drives come into play. The text that did not fit in
the memory would be written out on a disk. In some systems this proce-
dure occurs automatically, and in others some operator action would be
necessary. But wait—just what is a disk drive and what is a disk?

Fig. 1.6 The video display
screen may be thought of as
a window through which the
operator can see part of the
text in memory. Moving the
window in order to see a dif-
ferent portion of the text is
c_alled scrol}mg. Once the de- Ciifsp Video Display
sired text is on the screen, Ao “Window”
the cursor may be moved to
point to any character.
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A disk drive is similar to a tape recorder, but instead of recording in-
formation on a tape cassette, it records it on a magnetic disk. The disk is
made of material similar to that used in recording tape, but it is round,
like a small phonograph record, instead of long and thin like a tape. Fig-
ure 1.7 shows a disk inside its protective cover. When using a disk, you
merely insert it into a slot in the front of the disk drive and close the door.
The disk rotates in the drive, and information is read and written through
the opening in the cover.

In reality, the memory on all word processors is large enough to hold
the entire text of the Gettysburg Address without ever filling up; how-
ever, you still need a disk drive in order to save permanent copies of doc-
uments that you have keyed in. For example, if you wish to stop work in
the middle of typing in the Gettysburg Address, you can copy the text al-
ready in memory onto a disk, turn off the machine, and go home. The next
day, you can turn the machine on, insert the disk into the drive, read the
text back into the memory, and resume work where you left off.

Fig. 1.7 These are magnetic
disks, sealed in their protec-
tive covers. During opera-
tion, the recording media ro-
tates inside the cover. Note
the opening through which
the read-write head contacts
the disk.




