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MODULE 5 TEXT MANI PULATI ON

Thi s nodul e i ntroduces you to text manipul ation features. These features are designed !
give you maximumflexibility with a mninumof effort.

You will be asked to performtasks. Wen you cone to the indented paragraphs, follow
the instructions.

PREREQUI SI TES

Conpl etion of Module 4: EDTING

OBJECTI VES

At the end of this nmodule you will have |earned:

How t o nove text passages.
How to copy a text passage.
How t o exchange one passage for another.

How to use Find <>.

o B W N ke

How to use Substitute <> for <> and Confirm
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TEXT MANI PULATI ON

Thi s docunent was created and edited using the Xerox Document System

| magi ne a person sitting at a typewiter, typing one of these nodules. Think of the wo
i nvol ved when the nodul e is reorgani zed and a new draft is required.

Movi ng a single paragraph fromone position on a page to another would require retyping
the entire page.

This system provi des features which allow you to nove a passage, nake a copy of a
passage, or exchange one passage for another. Al text is automatically adjusted aroun
the new space requirement. Reorganizing a docunent is incredibly easy.
There may be times when you need to nove a text passage (or several passages) from
one position in the docunment to another. GQher tines you nmay need to exchange one
passage for another or perhaps make a copy of a passage so it appears twice in the
document .

) Enter the Editor.

) Open the docunent directory; Get TEXT-MANI PULATI ON.
The next section (MowING TEXT PAssaces) shoul d be visible on the screen. If it is not on
the screen, check to see if the title in the docunent menu is correct. |f you have not

sel ected the proper title, open the document directory and get the correct docunent.

) Begin reading fromthe screen. The headi ng (Mw NG TEXT PASsAGes) shoul d
be vi si bl e.

) You will periodically have to scroll.

MOVI NG TEXT PASSAGES

You may need to nove text passages fromone place to another. For exanple, if you are
conposi ng a docunment at the keyboard, you may want to nove passages for better

or gani zati on.

) Locate the move key in the upper right-hand corner of the keyboard.

It is used when noving text passages fromone area of the docunent to another. To
nove a text passage:
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Position the insertion caret at the |ocation in the docunent where the text
passage wi || appear after it has been noved.

Hol d down the MovE key while you select the text passage you want to nove
Extend your selection to include the necessary spaces and punctuation

Sel ections nade whil e holding down the MovE key will have a dotted underline instead of
the solid underline. The dotted underline indicates a secondary selection (the
primary selection was the positioning of the insertion caret).

Rel ease the MovE key when the desired passage has been sel ected

When you rel ease the MovE key, the sel ected passage will nove fromits original |ocation
to the new location. The insertion caret will nove to the end of the noved sel ection

) Select and delete the caret marker in the exanmples below (this will position
the insertion caret properly).

) Move the hold underlined passage (do not forget the punctuation and
spaces). Use the procedure above when novi ng.

) Delete or insert spaces and replace upper and/or | ower case characters
wher e appropri ate.

| gglanced at ny nother-in-law_and pulled away fromthe side of the road,
headed over the enbankmnent.

An invisible car came gand struck ny vehicle out of amhheard,shed.

gl drove into the wong house conming hommd collided with a tree | don’t
have. Move this sentence to a position directly in front of the previous
sentence; after the nove you nust add two spaces follow ng this period.

gWen | fell asleep at the wheel and had the accident | had been driving for
forty years

M gwas legally parked aarit backed into the other vehicle.

) Practice noving text on this page, then proceed to the next section
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CoPYI NG TEXT PASSAGES
There may be tinmes when you want a copy of a text passage to be positioned el sewhere
in the docunent. When nmeking a copy of a passage, the passage renmains in its origina

position in the docunment while a copy of that passage is transferred el sewhere.

The sH FT key has two functions. It provides upper case representation of all keys on t
keyboard and it also allows you to nake a copy of text passages.

The procedure to copy a text passage is the sanme as to nbve a passage except you hold
down the sHFT key instead of the MovE key. To copy a text passage

Position the insertion caret to indicate where the copy will appear in the
docurment after it has been copi ed.

Hol d down the sH FT key while you sel ect the passage to be copied. |Include
spaces and punctuation

Rel ease the sHFT key when the passage to be copi ed has been sel ected (dotted
underline). Insert spaces and/or punctuati on where necessary.

VWhen copyi ng passages, extend your selection to include any necessary spaces and
punct uati on.

) Delete the caret narker supplied in the exanples below (this will position the
i nsertion caret properly).

) Copy the_bold underlinepgassage, Phase

) Repeat the delete and copy procedure until Phasppears before Two
t hrough Six.

Phase One: Position the insertion caret (select and delete the caret
mar ker) .

g Two: Hol d down the sH FT key as you select the passage to be
copi ed.

glhree: I ncl ude spaces and punctuation in your selection where

necessary.
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gFour: Rel ease the sHFT key when the passage to be copi ed has
been selected (dotted underline).

gFi ve: I nsert spaces and/or punctuation where necessary to finish
editing.
&Six: When copyi ng the sane passage into several |ocations, you

may use the po key to repeat the copy conmand.

Using the Do key to repeat deleting the caret marker and copying the sanme passage into
several |ocations woul d have decreased the tinme you spent by 50%

) Press the cancl key. This will cancel the |last delete and copy sequence. The
caret marker should now appear before Six in the exanpl e above.

) Select and del ete Phasand copy the caret marker back into its origina
location. This is a reversal of the original exercise.

) Use the Do key to repeat the deletion and copy sequence.

Practice copying text, then continue on to the next section.

EXCHANG NG TEXT PASSAGES

Exchangi ng passages involves the use of both the move and sHFT (copy) keys. Wen
exchangi ng one passage with another, you must select them both, but you cannot sel ect
them at the sane time. Exchanging passages involves two sel ections.

Sel ect the first passage.

Press and rel ease the Move key. The cursor arrow should have a box at the
bott om

Hol d down the sH FT key while you select the second passage (the one you will
exchange for the first selection).

When the passage to be exchanged is selected (dotted underline), rel ease the
SH FT key.

) Exchange the bold underlingrhssages within each sentence in the exanple
bel ow. Use the four steps above to wal k yourself through the exercise.
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| pulled away fromthe side of the road, glanced at the enbankaedt
headed over_ny nother-in-|aw

Exchange this sentence with the one follow ndgxchangi hg passages i s
quite easy!

) Exchange RED with BLUE in each colum (word selection) in the follow ng
exanpl e.

) Exchange YELLOWwi th GREEN

) \When you have finished, the colums should read BLUE GREEN YELLOW

RED
o —————————————————————————————————————————————2222222tt©©5t5Dt5tPDDR5RA55DDP5552505050505258582585255252552585525D52555525582555585552552£©©EEE—————E——]

RED YELLOW GREEN BLUE
RED YELLOW GREEN BLUE
RED YELLOW GREEN BLUE

Practice copying, noving and exchangi ng.

When you are confortable with the information covered in this exercise, continue.

SEARCHI NG

Look at the Main nenu and locate the word FIND. This comand is used when you want

to find specific characters or strings of characters, perhaps to locate a position with
docunent rapidly. Wen this command is used, the docunent is scrolled to the first
occurrence of that word or string. The character or character string specified will be
under | i ned.

To wuse the FIND comand, scroll to the position in the docunment that you wi sh the
search to begin. The search will start at the selected point indicated and proceed

t hrough the rest of the docunent. Select sonmething (ie. a word) within the area you w
the search to begin to place the blinking caret in front of the text to be searched.
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In the blank after find, type the word(s) to be found. Mark FIND. |f you want the sys
to continue finding, press DO

) Select the title SEARCHI NG to nove the blinking caret in front of
SEARCHI NG

) Type the word "the" in the blanks after Find. <the>

) Mark Find.

) When the systemfinds the first "the", DOto continue the Find

) Move the blinking caret in front of SEARCH NG agai n.

) Find <systenp.

) When you understand Find, press CANCL to discontinue the Find comand.

SEARCH AND REPLACE

Next to the Find command in the Main nenu you see Subst <> for <> and the word

Confirm You can have the system search for a word or series of words and repl ace
themw th other words. This is called global search and replace. If you mark Confirm
the systemw Il wait for you to Confirmthat you want the substitution to occur in that
instance. Oherwi se the systemw |l substitute in every place it finds the word(s).

If you use Confirm you will press DOif you want the substitution to occur; you will p
NEXT if you do not want that word(s) changed; you will press CANCL if you want the
substitution to stop.

When you use Subst, you nust highlight the part of the docunent you want to be
searched. |f you want to Subst throughout the entire docunent, you would hold down

the Com key and touch the E

) Select the above three paragraphs

) Type the word THE in the blank follow ng Subst <THE>. Type the word the in
the blank following for <the>. Mark Confirm Mark Subst.

) Wien the systemfinds the first the, press Next.

) Wien the systemfinds the next the, press DO
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DO or NEXT.

) Practice Substituting throughout this docunent. Wen you understand it,

t ouch CANCL.

VWhen you have conpl eted Substitute:

) Update this docunent to retain its present condition. |f you have forgotten

how to update a docunent,

refer to the summary at the end of Modul e 4.

) Quit fromthe Editor and turn off the system
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SUMVARY  MOVING A PASSAGE

Moving a passage.......... Position.the. insertion caret to indicate where the
passage will be positioned.

Hol d down the mMove key while selecting the
passage you wi sh to nove.

Rel ease the movE key when the dotted underline
i ncludes all of the passage to be noved.

SUMVARY  COPYI NG A PASSAGE

Copying a passage......... Position the insertion caret to indicate where the
copy will be positioned.

Hol d down the sH FT key while selecting the
passage you w sh to copy.

Rel ease the sHFT key when the dotted underline
i ncludes all of the passage to be copied.




SUMVARY

EXCHANG NG PASSAGES

Exchangi ng passages

Sel ect . a.passage whi ch you want to exchange for
anot her passage.

Press and rel ease the Mmove key (the cursor

shoul d have a small box on the end of the arrow).

Hol d down the sH FT key while selecting the
passage you w sh to exchange for your initial
sel ecti on.

Rel ease the sHFT key when the dotted underline
i ncludes all of the passage to be exchanged.
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