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MODULE 7 DI SPLAY MODES FOR THE SCREEN
This nmodule will explain about nenu options in general and the Display nbode nmenu in
detail .

Di spl ay nodes can be used to display all the non-printing characters in your docunent
(such as spaces, tabs, ends of lines, etc.). OQher display nodes allow you to view the
document as it will ook when printed.

When you cone to the indented paragraphs with a check mark, follow the instructions.

PREREQUI SI TES

Conpl etion of Modul e 6: DOCUMENT CREATI ON.

OBJECTI VES
At the end of this nmodule you will have | earned:
1. How nmenu options behave and how to apply them

2. How to cl ose nenus.

3. What the options on the Display nmode nmenu do when appli ed.
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DI SPLAY MODES FOR THE SCREEN
There is an easy way to see the ends of paragraphs in your docunent. This is useful
when editing or manipulating text. 1In this nodule you will learn to use the various di:
nodes for the screen.
) Enter the Editor.
) Open the docunents directory; Get D SPLAY-MODES.
) Begin reading fromthe screen. The headi ng bel ow (Menus) 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.
If you have not selected the proper title, open the docunent directory, select the prop

title and get the correct document. |If you are experiencing a problem refer back to tl
sunmmary at the end of Module 3.

MENUS

There are several items you should know about nenus in general before |ooking at the
specific details of the Display node nmenu. To provide you with a neani ngful discussion
about nenus, you will need to open one that applies. To open the Display node nenu:

) Hold down the cov key while you type the letter d; rel ease the cov key

) You could al so open the display nmenu by marking the Di splay nbde comand
on the Main nmenu.

A menu (which [ooks |ike the exanple bel ow) should be visible above your docunent
wi ndow.

Di spl ay Menu

Di spl ay node nenu Appl y
Format for: Screen Printer HyTyrE 10 12 PS
Characters: Normal Formatting visible Paragraphs visible
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MENU OPTIONS G ENERAL | NFORMATI ON

Any option (on any nenu) highlighted in black is oN. This neans that options
hi ghlighted in black are in effect when the nmenu is opened.

You open nenus because you want to nmake a change to sonething in your docunent.

This means that you will mark other nenu options to switch themoN. As you renenber
fromour discussion about nmenus in Mdule 3, you nmust mark a nenu option to switch it
ON.

To mark an option, position the cursor directly underneath it, then press the LEFT
nouse button.

BEHAVI OR OF MENU OPTI ONS

Options do not take effect until they are narked and applied to a selection in the
docunent wi ndow. Before you can apply themto a selection, they nmust be switched on
(by marking them.

Thi nk of nenu options as switches on a three-way light bulb. Wth a three-way |ight bul
you have three options: 50 watts, 100 watts and 150 watts.

Turning the switch (nmarking a nenu option), turns the first option oN (50 watts,
for exanple).

Turning the switch again (nmarking a different option) turns the 50 watt option oFF
while turning the 100 watt option O\

Turning the switch again (nmarking another menu option) turns the 100 watt
option OFF while turning the 150 watt option ON

Menu options are |ike switches. By turning oN one option, another item (appearing in tf
sanme line of that nmenu) will be turned ofF. REMEMBER. (ptions do not take effect until
they are applied to a selection in the docunment w ndow.

APPLYI NG MENU OPTI ONS

Apply is a comand. Commands take effect imediately. The word Apply is found in
nost nenus. The option(s) which are currently onwill affect only the current selectior
t he docunment w ndow after Apply is marked.
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Mar ki ng Apply causes the option(s) currently onto affect your selection in the
docunent wi ndow.

CLOSING A MENU

The [ X in a nenu represents a command. THe i|sXl ocated on all menus cont ai ni ng
the Apply command. The| |WM |1 al ways appear at the extreme right margin of the menu.

Marking | X will close the menu currently appearing above the document wi ndow
and return to the Main nenu.

) Cose the Display node nenu by marking |t hen|tke right side of the nenu.

Di sPLAY MENU OPTI ONS
There are several display options which will allow you to | ook at the docunent on the
screen in various ways. None of these options have any effect on the docunent or the

way it will print.

Di splay options are applied to the entire docunent. Display options affect only the wa
t he docunment will appear on the screen.

) Hold down the cov key while you type the letter d.
) Release the cou key.
The Di spl ay node nenu shoul d now be visible above the docunent wi ndow. There are

three lines on the display nenu. Look at the last line (the one beginning with the wor!
Characters:).

Characters:............. Refers.to.the.characters in the docunment which are
shown on the screen.

VWi ch option on this line of the menu is highlighted in black (currently in effect)? N
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Normal .................. \When .t.hi.s .opt.i.on .i.s oN, none of the non-printing
characters are displayed (spaces, ends of
par agr aphs, etc.).

Each non-printing character can be displayed on the screen (each non-printing
character has a visible representation for the screen). Having these
representations visible on the screen makes editing them easy.

To see the end of all paragraphs in the docunent:

Look at the display nenu and find Paragraphs visible.

Par agr aphs visi.bl.e..... When. this. option is oN, the ends of paragraphs will
becone visible on the screen and will be
represented in the shape of a paragraph synbol .

) Mark Paragraphs visible. Paragraphs visible should now be highlighted in black

) Notice that Normal is no |onger highlighted. Switching one option oN swtches
all others in the same line of the nmenu oFr.

Not hing wi Il happen until you mark Apply.

) Mark Apply.

) Confirmthat paragraph synbols are displayed at the end of each paragraph.

You can see how this docunent was typed.

) Look closely at this paragraph. There is a single RETURN (represented as a
par agr aph synbol) before the first character in this paragraph and a single
RETURN fol l owi ng the | ast character in the |ast sentence. A paragraph is a unit
with a RETURN above and bel ow

) Select the paragraph above. Al the lines within that paragraph shoul d be
sel ect ed.
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What do you think will happen when you switch Formatting visible oN?

Formatting visible..... When. applied, this option allows all non-printing
characters to become visible on the screen.

RETURNS .. .........0.uu... l.ndi.cat.ed .by .a .par.agr aph synbol .

SHFT RETURNS . . .. ... ovvn. I.ndi.cat.ed .hy. .an arrow, curved and pointing
downwar d.

SPACE . ot ii I.ndi.cat.ed .hy .twa .underlined dots ( ).

TAB . . e I.ndi.cated .hy. .a thick,. .vertical bar with a thin
hori zontal line in the mddle (;-).

) Mark Formatting visible. Fornatting visible should now be highlighted in bl ack.

) Notice that Paragraphs visible is no | onger highlighted. Swtching one option oN
switches all others in the sane |ine of the menu OFF.

The docunent will be difficult to read because all the non-printing characters will bec
visible on the screen.

) Mark Apply.

Noti ce that the paragraphs (with the exception of the exanple below) do not contain any
endof line nmarkers ( SHFT RETURNS). The system ended all |ines automatically except the
defi ned paragraph which ended with a single RETURN (paragraph RETURN).

Thi s paragraph contains two short |ines.
Each short line has a SHFT RETURN at the end.
The sH FT RETURN forces the characters following it down to the followi ng line.

) Select the paragraph in the exanple above. Notice that all lines within the
par agr aph are underl i ned.

) Select the first endof Iine narker (downward pointing arrow) as a character.

) Replace the first end of line marker with two spaces.

Your paragraph should now | ook |ike the exanple below. If it does not, try the procedul
agai n.
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Thi s paragraph contains two short lines. Each short |ine has a SH FT RETURN at
t he end.
The sH FT RETURN forces the characters following it down to the |ine bel ow.

) Select the remaining endof |ine marker (as a character).

) Replace the remaining endof line marker with a single RETURN

You shoul d have two separate paragraphs |ike the exanple bel ow

Thi s paragraph contains two short |ines. Each short |ine has a SH FT RETURN at
t he end.

The sH FT RETURN forces the characters following it down to the |ine bel ow.

) Mark Normal on the third line of the display nmenu

) Mark Apply.

You shoul d be reading this docunent without interruption fromall the non-printing
characters.

Di spl aying non-printing characters is val uabl e when editing a docunent. After working
with the system you will know where these characters are in your docunent without
openi ng the display nenu and changi ng the options.

The | ast character in any paragraph is the RETURN (paragraph synbol). \Whether it is
di spl ayed or not, you know it is the |ast character you can select in any paragraph
prove that:

) Hold down the MDDLE nbuse button as you nove the cursor underneath the
| ast visible character in the paragraph bel ow.

) Continue noving the cursor to the right (still holding the button down) unti
you cannot get the underlined selection to nove any further. Rel ease t he

mouse button but do not nove the nobuse.

) Mark Paragraphs visible.



) Mark Apply. The paragraph synbol you selected in the instructions above
shoul d be underl i ned.

) Mark Nornal .

) Mark Apply.

PRI NTER Di SPLAYS
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You have been | ooking at documents which are displayed on the screen for input or
editing. The type size is 20% Il arger on the screen than it will be printed on the page

Di spl ayi ng docunents as they will |ook when printed is controlled by the nddle |line of

Di spl ay node nenu,the |ine beginning with Format for

Format for:............. The.opti.ons.foll.owing Format for allow you to view a
docunment on the screen as it will |ook when printed.

VWi ch options on this Iine of the nmenu are highlighted? Screen and 10.

Screen. ... L, Screen.is.the. preset option for the screen. The
docunent is displayed in a type size 20% | arger than
will actually print. Until another option is narked
and applied, Screen will be in effect.

To see a docunent displayed on the screen the way it will | ook when printed (using a

xerographic printer), mark Printer

Printer.........oovuu... When. this.option.is.oN (and applied), you can see
how nuch space each paragraph or line will use on
the printed page. The docunent will condense on
the screen; the type size will beconme 20% smal | er

The main purpose of this option is to see how nmuch space each paragraph or line wll

on the printed page.

us
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Your main concern is space and the placenent of words on a page. On the printed copy
the characters will be clear and | egible; however, on the screen they will appear to be

slightly pushed together.
) Mark printer. PpPrinter should be highlighted.

) Notice that Screen is no |onger highlighted. Switching one option oON sw tches
all others in the same line of the nmenu oFr.

) Mark Apply.
Characters | ook much smaller.
) Turn to this page in your manual.

) Notice where lines and paragraphs end (how much roomthey take on the
page) .

) Conpare that with what you see on the screen. It is a fairly accurate
representation of the printed page.

It is possible to edit a docunent using this display option or any other option.

If you wanted to see how this docunment would look if printed on a HYTYPE printer, which

option would you mark? HYTYPE.

Nurmber 10 on the Display node nenu renmai ns oN even though the Printer option is O\

This is because the HyTyPE all ows you to print using any one of three type sizes (on the
print wheel). Wen the HyTYPE option is switched oN, you nmust al so specify which size
wheel will be used (10 pitch is the preset option).

HYTYPE: 10...............MWhen these two. options are oN and applied, the
docunent will be displayed as it will | ook when
printed on the HyTyPE using a 10 pitch wheel.

10, . Refers. to the type size on the print wheel for the
HYTYPE printer.

)  Mark HYTYPE.
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) Mark 10. HyTYPE: 10 should be highlighted .

) Mark Apply.

The docurent will look Iike this if you printed it on the HyTYyPE printer using the 10 pi
print wheel.

) Notice that the check marks have been replaced with dashes. They are special
characters not found on any print wheel used with the HyTYPE

Check marks and ot her special characters print only on the xerographic printer; they w
be repl aced by dashes when printed by a HYTYPE printer.

) Mark Screen. Screen should be highlighted.

) Mark Apply.

HYTYPE: 12............... Wien.these.two.options are oN and applied, the
docunent will be displayed as it will be printed on
the HyTYPE printer when using a 12 pitch wheel.

) Mark HYTYPE.
) Mark 12. HyrYyPE: 12 shoul d be highlighted.

)  Mark Apply.

The docunment shoul d | ook nore condensed than when you di spl ayed in HyTYPE: 10. The
reason is sinple: Wth a 10 pitch wheel, 10 characters are printed per inch; with a 12

pitch wheel, 12 characters will print per inch.

HYTYPE: PS............... Wien.these.two.options are oN and applied, the
docunent is displayed as it will be printed on the
HYTYPE printer when using a proportionally spaced
print wheel.

)  Mark HYTYPE.
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) Mark PS. HYTYPE Ps shoul d be highlighted.

) Mark Apply.

Noti ce the change of the special characters. The dashes appear as thick vertical bars
(which will not print at all) rather than check marks.

) Mark Screen

) Press (and release) the po key. Pressing the po key will apply the option(s)
you turned oN and cl ose the nmenu autonatically.

) Save this docunent.

) Quit.
If you are not confortable with the infornation covered, DO NOT CONTI NUE WTH THE

NEXT MODULE.

Return to the nmodul es you do not understand and read themagain. It is inportant that
you understand this information before you continue.
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SUMVARY DI SPLAY MODES FOR THE SCREEN

To open the Display node nenu. Hol d. down the covm key while typing the
letter d. (cov d)

To close the Display node nenuMark | X

TO SEE NON- PRI NTI NG CHARACTERS REPRESENTED ON THE SCREEN:

Ends of paragraphs only....... Mar.k .Rar.agr.aphs visible, Apply.

Al'l non-printing characters...Mark .Formatting visible, Apply.

Di spl ay the docunent normal...Mark.Normal, Apply. (This is the preset option.)

TO DI SPLAY THE DOCUMENT ON THE SCREEN AS I T WLL LOOK WHEN PRI NTED:

Mark Printer, Apply........... Di spl ays. the. document as it will | ook when
printed on the xerographic printer.

Mar k HYTYPE, 10, Apply........ Di.spl.ays .t.he document as it will | ook when
printed on the HyTyrE using a 10 pitch
print wheel.

Mark HYTYPE, 12, Apply........ Di.spl.ays .t.he docunent as it wll | ook when
printed on the HyTyrE using a 12 pitch
print wheel.

Mark HYTYPE, PS, Apply........ Di spl ays.the docunent as it will | ook when

printed on the HYTYPE using a
proportionally spaced print wheel.




