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Letter from the Chairman of Amstrad

Dear New Customer

I am first of all delighted to welcome you to the world of Amstrad,
with your purchase of this new Notepad computer.

This product is known inside our company as my “BABY”. The
background to its inception stemmed from my personal desire to
be able t¢ use a computer.

Yes - I am embarrassed to say that, as the Chairman of one of
Europe’s largest manufacturers of computers, I have never been
able to use one! A while ago I called a meeting with some of my
engineering staff and explained that I wanted us to make a simple
to use computer. I explained that I am not interested in knowing
what's inside the machine and what the specification of the
machine is. I just want a machine that is simple to operate and
understand.

After many months of development and many meetings in which I
was asked to give my opinion on the simplicity of its operation,
this product evolved as what I perceive to be the first of a long
line of a new generation of simple to use ccmputers.

Although the Notepad is very simple to use, it should not be
underestimated. I decided to write the first section (Section 1)
of this instruction book to cover very simply the main functions
for the first time novice user. The second section of the book
has been written by the “BOFFINS” and uncovers a vast world of
the machine’s operation. If you still have any problems in
understanding the Notepad, see page 215 for details of our
telephone hotline support.

I am sure that if you have never used a computer before that once
you have started to use the Notepad, you will be delighted with
the results - so remember that it was AMSTRAD that put you in
touch with the world of computing.

If you are delighted with your new skills, please show them off
and recommend a friend or colleague. Help us to make AMSTRAD the
entry-level computer standard.

Yours sincerely

%M% . | ///,,

Alan Sugar
Chairman




'SECTION 1

The best way to follow this
section is to read a bit and
then do a bitl Have the
machine in front of you and
read carefully step-by-step.

Take your time.




Setting Up

Unpack the box and check you have the following items:

NOTEPAD ~ BAG 4 BATTERIES ~ MAINS THIS
COMPUTER 0 U, T RDAPTOR BOOK

PLEASE FILL OUT THE WARRANTY CARD AND SEND IT OFF.

This will enable us to mail you from time to time on updates and
mprovements to your new Notepad.

PLEASE KEEP ALL PACKAGING MATERIALS - BOX, STYROFOAM ETC IN
CASE YOU NEED TO TRANSPORT YOUR UNIT.

o set up the Notepad., turn the unit face down and pull the white
plastic film so that it comes COMPLETELY out of the Notepad.

Pull out white plastic tab.




Remove the main battery cover and insert the four batteries, as
shown below:

Put the battery cover back on and turn the Notepad face up so
you can see the keyboard and screen. Then press the POWER OMN
key (top right corner of the Nofepad). See diagram below.

Power on key.

(Right edge)
Brightness control

e

The machine should make a 'bleeping’ sound and the screen will
come on.

The screen display should be as below. If not, adjust the Brightness
control ( right-hand edge of the Notepad ):

= Set_the time..

- 1 Jan 1999 J | Eress 35 fo agJust the hour
/ / \ \ Press Step to exit
7 7 T 3

Hour  Minutes Date Month Year

To set today’s time and date, turn to the next page.
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On the left of the screen you will see a small dark section over the
two zeros @@, these are the hour digits.

Set today’s current hour by pressing the up or down keys (T] [1]
(you will use these keys many times in future so remember them).
Watch the screen while you are pressing the keys.

The Motepad is set
to operate as a 24
hour clock. 5o, for
example, set 5pm
as 17 or ?am as 09,

scate the (] key (you will use this key many fimes in future so
remember it! ) See diagram above and press it ONCE ONLY.

The small dark section is now over the minutes digits so use the [T]
1 keys to set the minutes. Watch the screen while you are doing
+ Once you have set the minutes, press the (<] key.

"ne small dark section is now over the date digit, so use the (TJ1)
«eys to enter in today’s date in the month. Once you have set this,
oress the [« key,

‘ne small dark section is now over the month section, now use the
T 1] keys to select this month, once you have selected this
month, press the key.

e small dark section is now over the year digits, now use the (T]
| keys to select this year. Once you have selected this year, press
me ] key.

= YOU MAKE A MISTAKE, PRESS THE KEY MARKED MENU (NEXT TO
THE RED KEY), THEN PRESS THE BLUE KEY 6 TIMES, THEN START
AGAIN. TO ADJUST THE TIME DUE TO SUMMER/WINTER ONE HOUR
CHANGES, SEE SYSTEM SETTINGS.

f you have any problems, see page 215 for detalls of our
telephone support




CONGRATULATIONS!

- You have now set up your Notepad.

This is how the screen should now look:

If you are not in Britain This area shows This area shows
turn to page 62 \\ today's date today's time

To use the '#s
WORD PROCESSOR alﬂ F cmn:
55 B
Press
— YELLOW & RED YELLIZIH E BLLE

G it ot oF

vELLOW B EREEN

Using the Notepad with the Mains Adaptor

When you use the Notepad at home or at work, we recommend
you use it with the Mains Adaptor provided. Simply plug the
Mains Adaptor into any 240V 13 Amp wall socket and plug the
lead into the back of the Notepad. Place the Motepad close to
the socket to avoid unnecessary strain on the lead.

NEVER use other power adaptors - only use the Mains Adaptor
supplied with the Notepad.

When vou have finished using the Notepad, we recommend the
adaptor is removed from the wall socket and the cable s
removed from the rear of the Nofepad.




NOW THE CLEVER STUFFI @

Using the Notepad

“ne first thing to do is to familiarise yourself with the six most
commonly used keys.

These keys will be referred to throughout this section of the book
as:

KEY

STOP YELLOW RED GREEN BLUE

~ some cases you will be asked to press both the Yellow and Red
«eys, or the Yellow and Green keys or Yellow and Blue keys. The best
~ay to do this is to press and hold down the Yellow key first with
ane finger followed by the other coloured key with another finger.

after pressing the POWER ON key any time in the future, you will
senerally return back to the screen shown below. There are three
~ain function areas or sections. We shall refer to this in future as the
VAAIN SCREEN.,

I Comdar [| Mon 2 Her 1352 =4 518 ]
To use the To use the > To uze the
WORD PROCESSOR CALCULAYDR | DIRRY / CLOCK
23 ADGRESS BOODK
) Press : Fress 3 ress
. TELLOW & RED & YELLOW & GREEMN YELLOW & BLUE
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To use the Calculator

.
¥

Most of us know how to use a calculator. As this is an easy function
for most of us to understand, we shall start with this section first of

all, )
&

| -

Do as the main screen says - press the Yellow and Green keys Al
THE SAME TIME.

Fse- the GEEEH nunbers on the keuboard

ress Stop to exit

As you can see from the new screen message above, you are
invited to use the green numbers/characters on the keyboard. 1o
use the calculator, use only the keys with green characters. No
others will have any effect.

We assume you are familiar with the functions of a calculator and
so we have no more to say in this section ofher than to advise you
how to get back to the main screen. When you have finished using
the calculator, simply press the E=J key (fop left corner ).

If you leave the Notepad switched on without using the
keyboard for more than five minutes, it will automatically switch
off. Simply press the power key and the screen will return.




Using the Word Processor

For those of you who have used a typewriter or computer before
we apologise now for boring you. Throughout this section of the
book we are assuming the user is a novice. _

After returning to the main screen or switching on the Notepad
again the main screen will appear.
I IS AT

To use the uze the Tg uze tha
WORD PROCESSOR ; CRLI.‘.IILGIT oR DIARY /7 CLOCK
; RODRESS BOOK
. Precs Press
YELLOW & RED E fELLEiLI & GREEH YELLOH & BLUE

To use the word processor section simply follow the instructions on
the screen and press the Yellow and Red keys.

This operation will bring you to a new screen as below:

LIST STORED

=7F START A NEW PRINT
| - DOCUMENT DOCUMENTS DOCUMENT
I Fress Press o Press
RED GREEH : BLLE

e first message on the left is to start o new document, so we will
se this first of all and ignore the other two messages for the
~oment. Follow the instructions and press the Red key ONLY.




~ After pressing the Red key, the next screen  (as shown below ) will
invite you to give the new document/letter ¢ name. The reason for
giving it @ name is so you ccn identify it amongst a list of many
documents you will produce in the future,

[Ple-nse type & home For the new document and press ¢ M

Follow the instructions and give the document a name by typing it
in. For example, let’s call this document f£irst. Simply type in
first Dy pressing the F I R S and T keys on the main keyboard
and press the (=) key ( REMEMBER WE TOLD YOU YOU WILL USE
THIS KEY A LOT ).

As you will see from the new screen betow, the dark line at the top
shows the Document Name, and also that you are on page 1.

In the left cormner on the second line you will see a rectangular
shaped block flashing on and off. This item is called a CURSOR.
Remember the word CURSOR - we will refer to it many times in the
future.

You will also see the message:
« Start typing new text here

As soon as you hit any key this message will go away.

|

Before we go any further you will need to learn- some simple
principles to do with typing. ( For those who already know it all -
SORRY.)




Press the key fives HrnesYou-wilt sea-Hhe cursor Move: dowrn
the screen.

Now locate the keys shown below:

As you will see, they all have
arrows on them, pointing in
different directions.

Press the Green key four times
and you will see the cursor move
to the right.

Now press the [T key four times and you will see the cursor move
up the screen.

Now press the Red key four times and you will see the cursor
move to the left.

Finally, press the Blue “3) key four times and you will see the cursor
move down the screen.

f you imagine a cluster of arrow keys as shown below the cursor
will move in the direction of the arrow you press.

Now type In the following:-
amstrad

.2u will see the cursor is flashing at the end of the word.

cate the B3] keys shown below ( fop right corner ).




———— e e s L

Press the key three times and you will see three letters
disappear ( The Boffins say welre DELETED. Got it? Del is short for

DELETE).

Press the Red key four times and you will see the cursor is now
over the lefter a

Now press the B3 key four times and you will see the remaining four
letters are delefed. -

You can imagine now that all letters LEFT of the cursor will be
deleted when you press the ==} and all letters RIGHT of the cursof
will be deleted when you press the B~ key.

Now fype in the word:
amstrad

Then locate the large bar at the bottom of the keyboard as shown
below ( This is known as the space bar ).

Press the bar once and you will see the cursor jump 1o the right O
the word amstrad.

Now type in:

Notepad

You will see the two words are now spaced apart.

Any time you wish to space words apart, simply use the space ba

Now you have experienced these features it's time to write you
first document. :
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Bress the ) key and hold It down to clear thassereen.

Now off you go - DO IT!

“hy don’t you type in:- _

-hig is the first time i have ever used a computer

-2u will now see the CURSOR flashing at the end of your sentence.
*.ow press the (=) key (you must remember this key by now!) and
-ow type in:-

-+18 is the second line of the first document i have ever written on a

-ompater

13 you can see, what you have written on the second line was too
~uch for one line and it has overapped onto the third line.

" ow press the key (top left corner).

CONGRATULATIONS!

- you have written your first document on a computer.

"~ write @ second document, press the Red key and once again
~.oe in a name for the second document, Let’s call this one
second. Don't forget to press the (=) key (that key againi)

.>w type the following:

. seem to be getting good at this now
-se again press the [ key.

ow type:

. have noticed there are no capital letters in
-y sentences

1



It is true - so far everything you have-written is in lower case letters

(Boffin talk for non capital letters). On the keyboard locate the keys
shown in the diagram below. These are known as the SHIFT keys.

Shift

Press the key.

Now hold down efther of the above shift keys with one finger and
type the following with another finger:

THIS LINE IS ALL IN UPPER CASE

(Upper Case is Boffin talk for Capital letters)
press the () key again.

This time type in the following sentence but put capital letters
(upper case) and lower case letters where they are expected to
be. Do this by holding down a SHIFT (") key only when you wish
to type a capital letter, and release the SHIFT & j key when you
type lower case letters.

Now I am getting quite good on this Notepad

Press the (<) key again.

Look at the dark line at the top of the screen and you will see it
$Qys Press STOP to finish or print.

It should be noted at this time that the key (top left cornen
is going fo be a very good friend to you. Qs pressing it will always
take you out of what you are doing and back to the previous
screen. _

so press B now, then press it again. You will see you dre now
back af the original main screen. '

12
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Now press Yellow and Réd ™ (af e samé fime). As you will see, ydu™
are back to the second screen in the word processing section. You
~ave used the Red key message to the left to write two documents
and we have so far ignored the other two messages.

2 will now explore the middle message so press the Green key as
- asks.

~a screen shows a list of the two documents you have written.
-zate the [T (1) keys (bottom right cornen).

-, pressing the Blue (3] key you will see the dark band move from
—a word first onto the word second.

-, pressing the [T key once you will see the dark band move back
‘= the word first. If you have lots more documents in the
“wtepad ¥ou can move the dark band up and down this screen
.t the (TJ (] keys to locate on any of your document names.

~e dark band is now over the word first so press the (2] key
s - me againf ) and you will see your first document appear.
w press the = key (life saver) and you will come back to
—e second word processor screen,

-~2s5 the Green key again and this fime move the dark band down
~.er the word second by using the Blue (1] key and then press
~e =) key and you will see your second document appear.

--a%s the Blue (3] key four times and read on.

Some Useful Tips

. * & yOU can practise writing a new document, After reading these
25 go back to page 7 and do it all again, but this fime write what
-o want, call the documents what you want and generally find

13



your way around these areas. Remember, the key W' brAng'
you out to the previous screen message.

One other tip to remember is that by using our good old friend the
key you can skip lines and space ouf your sentences in any
document you wish 1o write. For example, as soon as you getinto
the new document section where the cursor is flashing in the corner
and you are invited 0« start typing new text here yOU
can press the (2] key a few times first. This will mean that when
you finally print cut your document the writing will not start right af
the top of the page/paper. Similarly, after you have typed in a few
lines, if you want to space the next paragraph away from the first,
you can use the [ key. Try it now!

Another useful ip is if you wish to type everything in capital letters
and you don’t want tc hold your finger on the SHIFT key all of the
time, simply press the key marked CAPS LOCK once ( third from
the boftom on the left } and everything you type will appear in
upper case letters (capitals ).

To get back to normal lower case use just press the fer ) key
once again,

The final tip is to advise you how to use the characters which are
printfed above the number keys on the top row of the keyboard, or
indeed how to use any character that is printed on the top of a
key.

These can be used by pressing the SHIFT key with one finger and
pressing the character you wish to use with another finger.

For example, let’s say you wish to use the & sign, which is jocated
above the figure 7 on the. top row of the keyboard. Simply hold
down the SHIFT key with one finger and press the &// key with
ancther. Do this a few times. Now release the SHIFT key and press
the &/7 key again and you will see it prints 7. Holding down a SHIFT

) key makes another key print the character shown on its top
section.

Now press the key twice to exit to the main screen.

14



If you leave the Notepad switched on without using the
keyboard for more than five minutes, it will cutomatically switch
off. Simply prass the power key and the screen will return.

5o far the instructions you have been given for the word processor
section have been very basic. There are many other functions and
wonderful things that can be done within this section. All of the
features of the word processor are explained in greater detail in
the second section of this book.

If you have any problems, see page 215 for details of our telephons
hotline support.

Using the Spellchecker Dictionary

Inside the micro chips and mernory of this machine there is a 48,000
word dictionary and function which allows you to check if you have
spelt words correctly. This facility alse allows you to spell a word
correctly whilst you are in the middle of writing o document.

To demonstrate the spellchecker and dictionary function, return to
the main screen by pressing the key. As usual press the Yellow
and Red keys fogether, foliowed once again by the Red key only
and type in the name of this new document spPELL and press the
] key.

Now type in the text shown below, which as you can see has many
spelling mistakes. Please type it in exactly as you see it below and
do not alter it at all.

D2z LISt S pes o [~ !
e are going o femo L de e mista £0

tan use the 5pe| Ichecker He are Gls 90| ng ':D urlte |r'= a vord uhlch
«ot only is spelt wr‘on? Bk iz ‘m"u:a! }g the Ie-F“F“t word ue mearn to use
n thizs particular senferce written on the NC1@ 2.0
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NGw place one finger on the Yellow key and press the 1key located
next to the key. You will now see the screen as shown below.

= P i i
lie ore Joing memo LI

o rote mlstakkes !n?lq;l )
con use the spel g wite in a|Selecst option

el | 1De
going t

! checker, L& are also 5]
not ohnly is spelt urong but iz actually thé |efFt word we L - Lookup word:
in this particular senfernce written on the NC12d . § - Store word,
I- Ianore word:
£ - Edit word:

On the right-hand side of the screen you will see the word
writte highlighted in a dark bar. On the left-hand side of the
screen you can see the same word writte also highlighted. This
is the first mistake in your document, What the spellchecker is doing
is asking you a list of questions which can be seen on the right-hand
side of the screen.

ele ticn
! | EE ap

L - Lookur word.
§ - Store word,

I- Igmore vord:
E - Edit word: B

Obviously this is an Incorrectly spelt word and the first question L
invites you to look up a word which you meant to use. Therefore
press the letter L on the keyboard. As soon as you press the letter L
you will see on the right-hand side of the screen that the Notepad
is looking for words which are similar but spelt correctly and as you
can see from the display beltow, the Notepad has given you a
choice of three words which it thinks you really meant to use.

T e p to FInl Sl G
[le are going to & 5] del] iberate m|stokkes|Press 4 to select
can use the spetlchecker. He ars also gaing to write in n|Press Step to exit
rot only i=s speit uronE but is oactually the lekFt word we

e

in this particular senfence uritfen on the HC18O. written

Obviously we meant to use the word write. By using the Blue (4]
key you can move the dark bar down onfo the word write, Once
you have done this press the (=) key. You wili nofice on the
left-hand side of the screen in your document the word  write

16
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has been coitactad Bul a newnesrectiy-spelt word has been
found.

Cnce again press the letter L to ook up the word. As you will see,
the Notepad has found the correct speling of the word
deliberate. Once again pressthe (=) key. You will see the word
deliberate has been corrected in your document and the
Notepad has found another spelling mistake. Once again, press the
L key and as you will see, the Notepad again finds the correct
spelling so press the key again to correct the word in your
document. '

You will now see from the diagram below that the Notepad has
stopped on the word spellchecker.

Ll Uns it = o ‘ne  Fresg p_ T
lie Ol"e going O 4| L O meﬂﬂ [A)] de | 1berqale RIS

akes
con use the Ne are also gojng to wei te |n ol
not only is spa g is actualia  the IePFt wvord we |L - LookuP uord:
in this portlculur sen ence wuritter on the HC1@ s - Stnre word,

I - Ignhore word!
E - E it word: |

You may be wondering why it has stopped on this word, as clearly
it seems to be spelt correctly. The reason for this is that spelichecker
is not really a word usually found in a dictionary. It is @ name given
to something. similar to your own name or your company’s name
which, of course, you would not expect to find in a dictionary.
However, the dictionary inside the Notepad will always stop on
*hings that it cannet recognise. Two of the questions on the
ight-hand side of the screen; 8 - Store word Of I - Ignore
word can be used in these circumstancas. If the word spelfichecker
s something very common 1o you and you are always going to use
t in your documents in the future, then what you can do is to store
t in the memory of the Notepaad so that if you ever use it again the
Notepad dictionary will ignore it if it is speff correctly.

et us in this instance decide to store the word spelichecker in the
dictionary for future use. Press the letter S. The word spelichecker
nas now been stored in the dictionary. If you ever use it again in
sne of your documents it will be ignored if spelt correctly. This
tacility is very useful if you are going to use a name or term many
“imes in your documents which is not normally found in a dictionary.
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As you will see, the spellchacker has now found amother Incorrectly

spelt word ( 1efft ). However, when we wrote this sentence we
did not really mean to use this word, Not only is it spelt incorectly
but it is not the word we wanted to use. In this case you can use
the question on the right-hand side E - Edit word, Press the E
key. As you will see the cursor is now at the end of the word lefft.
By using the =3 key, delete the whole word lefft and then type
in the word wrong, then press the (=) key.

Finally, you will now see that the Notepad has found we 100 The
reason is obvious - this is the prefix of a model number of the
Notepad and no-one would expect fo find this In a dictionary. You
may decide that you wish to refer fo this prefix many fimes in future
documents that you write, in which case you can decide to store
it in the dictionary by pressing the S key as we did before with the
word spefichecker. However, it is unlikely that you would wish 1o use
a mode! number such as this again and therefore you can simply
advise the Notepad’s spellchecker te ignore it by pressing the 1 -
Ignore word. As you will see, after pressing 1, the Notepad’s
spelichecker has completely checked the entire document.

As usual, press B°9 to exit and press [d  again to return to the
main screen.

If you have any problems, see page 215 for details of our
telephone support

Using the Spellchecker to assist you in spelling a
word correctly whiist writing a document.

it is annoying sometimes when you are writing to find that you have
forgotten how to spell a certain word. The next demonstration will
show you how to use the Notepad’s spellchecker to assist you in
finding the correct spelling of a word whilst you are wrifing a
document.

Starting from the main screen. press the Yellow and .Red keys
together, followed by the Red key only. Type in a name for the new
document; let Us use HOWSPELL, then press the (4] key as usual.

18



Type in the foHowing text:

The library has many versions of Ehe encyclopaedia

Zor those clever ones amongst us, you will see from the above that
~e have indeed spelt the word encyclopaedia cotrectly. There
Jre, however, those of us that are not so confident in our ability to
:pell correctly. With the cursor flashing at the end of the word
encyclopaedia hold down the Control key with one finger (the
~ontrol key is next to the Yellow key on the bottom row of the
.eyboard) and press the 1 key (next to the B=d key) and you
«ill see that the top ( dark ) line of the screen states - Word is in
dietionary. This means that the word is spelt corectly and,
-~erefore, you can simply carry on typing.

*.ow carry on typing and add the following (exactly, do not affer y:-

There does not seem to be enough space to
accomodate

Once again, for those of us who are not so sure, the word
sccomodate may be spelt incorrectly. With the cursor flashing at
~a end of the word accomodate hold down the Control key with
-~e finger and press the figure 1 key. As you will see from the
-~reen, the word has been picked up by the Notepad's
-aellchecker as incorrect. Simply press the letter L to ook up the
-omect spelling of the word. When the Notepad has found the
“srrect spelling of the word, press the key. The word
sccommodate has now been corected and you are able to
-ontinue typing the rest of your document.

~s usuol, press the =9 key to exit and press the key again
-3 return to the main screen. _

e suggest that you experiment in this area and we are sure that
. 3u will find the spelichecker section a great help in the future use
-f this product.
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How to print out your Documents e

The matter of printing out documents can become very
complicated and is covered in much more detail in the second
section of this book ( page 99 ). This may be obvious, but we’ll say
it anyway ( Sorry ). To print a document you need a printer.

These days, most printers have a socket on the back of them
named PARALLEL. :

You will see on the back of the Notepad that it also has a PARALLEL
socket.

With the Notepad switched off the first thing to do is fo connect
the Parallel socket on the Notepad to the Paraliel socket on the
printer with a cable ( known as a printer cable, usually included

with a printer ).

To progress any further the next advice is maybe also obvious but
we will say it anyway! SORRY AGAIN. '

Make sure the printer is switched on with paper in it and it is set up
ready to print, according to the manufacturer's instructions.

Once connected to the printer press the Notepad's POWER ON
key.
Then press the Yellow and Red keys, followed by the Blue key and

“your list of stored documents will appear as you will see from the
screen below:

Using the [T) (L) keys, move the dark band over the document you
wish to print and press the key. .
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Your document will now print out Oﬁ"rhe printer.- -

Press the B key twice fo return fo the main screen.

GENERAL NOTE

One of the virtues of the Notepad is that it is portable. This means
you can take it with you wherever you go. In most offices or
hotels in Britain or, indeed, anywhere in the world, printers are
used. When visiting you can simply plug the Notepad info most
printers and print out what you want there and then.

IF YOU HAVE A PROBLEM PRINTING WE SUGGEST YOU CALL OUR
HOTLINE. SEE PAGE 215.

Using the Diary/Clock/Address Book Section

So far we have used the word processor and calculator section on
the main screen,

| Lioiydon [l Her TR
: To yse the To yse the ] To uze the
WORD PROCESSOR CALCULATOR | DIARY /7 CLOCK
i ADDRESS BOOK
Prezs Press ] Prezs
YELLOW & RED E TELLOW & GREEM d YELLOW & ELLUE

Now we will explore the other section on the main screen, the
Diary/Clock/Address Book section,

As directed by the main screen, press the Yellow and Blue keys. You
~ill now see the new screen as shown below.

To yse the
ADBRESS BOWK

Press
RED

TIME MANAGER
Fress Press
BLUE

b o yzse the
fy E CALENDAR/DIARY
GREEM

To uze the i
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‘Using the AddressBook < C T oonhwe¥

You will notice that the new screen is broken up again into three
main sections. For the purpose of this exercise we will concentrate
first of all on the Address Book section. The Notepad has a section
within it that allows you fo sfore names and addresses. telephone
numbers. fax numbers, and car phone numbers of all your
associates, relotives, companies etc.

Press the Red key as indicated. You will see from the display below
the new screen which should be considered as d blank page in
your address book.

ar a1 GigdiEEa
Add/Edit addres:
Press +& to move

Press Stop to exit

e
Address

Telephore
Foax

As you will see, the dark cursor is positioned in the top leff-hand
corner of the page next to the section marked Name. Let us now
enter an example name and address so follow these instructions.

With the cursor in the top right-hand corner, type in:

Amstrad plc

and press the (2] key

Now type in:

169 Kings Road

and press the key

Now type in: :

Brentwood :.ﬂﬁggﬁ' . -

and press the key

A
E




Now type in: C R e e a e e
Essex CM14 4EF
and press the key again.

You will notice that the cursor is now sitting under the E of Essex.
Press the (1] key again. You will now see the cursor is in line with
the word Telephone.

Now type in:
0891 808181

and press the key.
Now type in
0277 211350

As you will see, the cursor is now at the end of the fax telephone
“umber.

You have now entered your first name and address in the address
ook section. Press the key twice which will return you to the
second screen of the Diary/Clock/Address Book section.

Now press the Red key again.

a5 you will see from the screen display below, on the right-hand
ade there is a list of questions. Across the gquestion Browse you
~ill see a dark band. By using the [T) (L] keys you can move this
Jark band up and down. By using the _T] key, move the dark
sand to the topitem A - Add new address and press the
ey.

New Addressz
t Addres=
d Address
=te Hddrezs

NG v Hmstrod plc

Address v 169 Kings Road LA
+ Brentwood CE
¢ Ezsex CM14 4EF EE

Telephone | 0291 808181
Fax 027 211258 e

—= =5

= atop to ex|
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As you will see, you will turn to the next blank page in your address
book. In order to explain to you the full features of the Address Book
we will need to type in four more names and addresses. When
typing, remember all the keys which you used in the word processor
section such as i, SHIFT, Spacebar, ~. , have the some
function In the address book. So if you make mistakes or need
upper or lower cose. Use the keys as you would in the word
processor section,

Now type in the following ( COPY THEM EXACTLY ). Remember,
when you are at the end of a line, to press the .. key.

John Smith

1000 High Street
Braintree

Essex CM7 8QN

0222 215555 car Phone 0850 555123
0222 215556

The cursor is NOw ot the end of the fax telephone number. Press
the - key and you will see that once you have filled up a ful

page of the Address Book by pressing the = key you will move
on to the next page.

Now type in

Brian Layer

The Essex Brick Co Ltd
0ld Kiln Works
Chelmsford

Essex CM0 7DY

0245 123456

0245 789000

As you are now at the bottom of another page in your Address
Book, press the .. key o bring you to the top of @ new page.
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Low Type in;

Doctor Jones

The Medical Centre

High Street

Southend on Sea

Essex 553 9QY

2702 987654 Emergency No 0702 133444
0702 123456

"3 the cursor is now at the end of the page press the 1. key
-mich will once again take yvou 1o the top of the next page Now
Loein:

Star Garage

“hiltern Works

Freen Street

Rasilden

ossex SS15 6DU

;268 515151 Ask for PETER BROWN
268 121212

~e cursor is now at the end of the fax telephone number. Press
to exit,

2> have now entered o total of five names and addresses. As you
see from the screen below, the lost entry is showing on the
een.

Il Londor Ji Mok 4 HMar 1392 1 12 g o0

afinz

o Stor Larage
tidress | Chiltern ﬁcn;‘kﬁ. o 19 Ney Addrezs
Lo . i LE)d) ez
CELS Mg T | iFiind Rddress
X 1

_ = ete Gddress
Fzk For PETER BROLH =

Te echone

- will alse notice that the dark band on the right- hand side is
.27 the word Browse. By using the Red or Green keys you can
ywse through the list of names and addresses you have in the
17dress Book.
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Press the Red key now and you will see 1t will take you to one of the
other names in the Address Book. Press it again and again and it
will take you through all the addresses that we have puf in the
Address Book.

Pressing the Green key will do exactly the same but in the reverse
order.

As you can see from the right of the screen, there ore five clifferent
facilities in the Address Bock section. Cne of the most inferesting is
the facility _Find Address. Jo gefinfofhe Find Address section
wse the T, key oy moving the cark band on o Find Address
and press the =1 xey.

As you will see frem the screen below. you ars invited to type in
the address or the name that you wish to find,

S Wddres= bock |l London [ Hon 3 TMar Ta=z2 Jl 1o iotBl )

Frd B i}

Er-er text <3 F 1l ard prezz &

“his s an excellent facility,  As you krow, when you cre thinking
about sormebody or some company there are cerfain things that
you remember them by, You cannot for exarrple. remember their
address. You cannot remember ir some cases “heir full name You
carrot remember in some cases their telephone number The
screen above Qlows vou to type n whotever you can remember
akcut the Address 3ook entry you are frying to find.

Let us for example say that we are trying tc fnd the address bock
entry of *he local garcge.  All we car remember is that the garage
is in Chiltern Works. "ype ir chiltern Works and then press the
1, xey. As you wll see the hotepad will immediately take you to
the address book entry of the Star Sarage.

Now et us try ancther example et us say we wish to find the
telephone number of Amstrad but we can only remember the
name amstrad. Once agon move the dark band over Find
address and press the 1. key. You wil see the name
Chiltern Works is sl on the screen. Ignore this and simply fype
N amstrad. You will see now *hat the old messcge chiltern
Works NCS gore ard Amstrad S NOw OF fhe screen.

M
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Dnce again press the = key and you will see the Notepad will
fake you immediately fo the Address Book page for Amstrad.

‘ou will notice on the right-hand side of the screen where the five
mnessages are that four of the messages start with a Bold Capital
efter a 8 F p. Instead of using the . T. key to move the dark
aand on to the message, there 1s o auicker method o use and that
»simply to type in the Bold Capital Letter.

[~ Pddress Book o] Mo

I Fird Emstradd Lo

Erter test tc Fiac amd srzsz &

~5 an example, ler us Ty o find the Doctor's telephone numper.
TiRly prass the F key. As you will see. the Notepad moves to the
sreen with amstrad still snowing from our last exercise,

ow type :n Doctor ana oress the .+ key. You will see the
~octor's name and address cppear on the screen.

any of the detalls in your Adaress Book entries change. you may
-&n to edit them. For example. the Doctor may change his
Hlephone number

vau have he Doctor's rarre and address on the screen. let us
‘2gine that be has changea s felepnone number and you wish
eplace it in your address cook,

- vou will see. on the rgn*-tand side ¢f the screen, to edit the
soress book simply press the = key. After pressing the E key, you

“nctice that tne cursor is at -he end of the first ine, By using the
& key, bring the curscr cown 1o the line which you wish to
“onge {telephone ) By usrg the Red key. bring the curscr aleng
© Ine to fhe beginning of the lire. The curscr is now af the
sginning of the telephone rumber. By using the "~ key aelete
= telephone number urt! tha cursor is positioned laft of the word
Tergency.

C& Ype in the new felephone number 0702 11444 and Dress
ro exit,



You will now see that you have deleted the old telephone number
and enterad a new one,

If, for example. you wish to delete a whole page of your Address
Book, first of all find the page you wish ta delete. Let us sQy we wish
to delete The Essex Brick Co. Ltd, Press the F key and type in
Brick. As you will see, the name and address of The Essex Brick Co.

Ltdd, will appear.

Now press the D key on the keyboard and as you will see from
the screen shown below, you will be asked if you wish fo delete this
address,

[TCondon [ Hon 3 Mo 155= ] 13156232 |

Tdd Hew Addre:zs
it Rddress
ind Edor

T LN o]
Addres: . The Esszex Brack Lo td

lJelete surrent oddress 7
Press ¥ Faor Yes or N For Mo

r i
I, Briowse
piess: ftoep o

T2 lephate :
Fo .

If you do, you should press the Y key on the kevioard and if you
have had second thoughts and do not wish to delefe if, press the
N key on the keyboard.

In this case we have decided fo delete The Essex Brick Co. Lid., so
press the Y key. Now Dy using the Browse function (Red and
Green keys) vou will see that The Essex Brick Co. Lid. is now longer
in your address bock.

If you have any problems, see page 215 far details of our
telephone support

We now suggest that you type in a few of your most impaortant
names and address and explore the full use of the questions on the
right-hand side of the screen (Menu of Questions). You can, of
course, delete the examples that we have typed in when you are
practising In this area One fip to remember is the maost useful
function of this section is that you can simply type in any name,
word, town, village. building name, phone number or even d post
code fo find the Address Book page you are fooking for.

28




S0, If all you can remember about John Smith is that he lives in
3rainfree, type in Braintree. Or if all you can remember about
e Doctor is the fact that he is a Doctor, type in Doctor. If you
~ave entered your aunty’s details into your address book and you
~1sh 1o send her o birthday card and cannot remember her address
zut can rememiber her phone number, simply follow the procedure
oy typing in her phone number and her fuill details will appear.

Vhen you have finished using this section of the Notepad, press
=>4 twice to exit to the main screen.

* you leave the Notepad switched on without using the
«eyboard for more than five minutes, it will automatically switch
off. Simply press the power key and the screen will return.

Jsing the Calendar/Diary Section

‘ess the Yellow and Blue keys. As you will see the screen is in three
=ctions, We have already explored the Address Book section and
“ow we are ready to explore the Calendar/Diary section. Do as the
zreen says and press the Green key.

e screen diagram below will display on the Ieﬁ‘side your location,
zate and actual fime, in the middle there will be the actual month.
-n the right-hand side you will see a cluster of four arrows.

Time Zone ! To moke a diaru entrﬁ select
London date wsing the «M= keys and
press
I"Iondcuf 1991
16 Mar 1392 .
o1 FM Februcry ¢  + April
213w

1993

-& four armows have a very simple purpose. The arrow pointing to
"2 left means the Red (&3 key. By pressing it continuaily the
Jrsor will reach the left-hand line and automatically change the
onth to last month.  (You must watch the screen while you are
"essing keys.) If you continue to press the Red [+ key the month
+ 1 continually change downwards. By pressing the Green
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key the cursor reaches the right-hand line and the months will start
to increase. By pressing the Blue . i, key,when the cursor reaches
the bottom of the screen the year will change upwards. And finaily,
by pressing the . T! key,when the cursor reaches the fop the year
will change downwards,

We suggest that you experiment by moving the cursor around with
the arrow keys and watch the changes on the screen cargfully. Do
this for a few minutes and then return back fo the actual month
and year. This facility obviously enables you to look forwards or
backwards to any date in the past or in the future.

STEP 22
Making a Diary Entry

To make a diary entry locate the correct month and year by using
the amows as described above in Step 21. Once you have the
correct month and year use the arrow key again fo move the cursor
1o the correct day in the month that you require. Once the cursor
is over the correct day In the month that you require, press the

. key. As you will see from the diagram pelow. you are invited
to type in your didry enfry.

Let us for example type In the following:

Remember to take c¢ar in to garage

Now press the = key.

You will notice that when the screen returns the cursor is in the same
place over the day that you chose, but there is now a sfar ¥+ by
the date that you chose. Using the arrow keys again. move the
cursor around within the same month to another date furfher on in
the month and press the -1 key. Type in another example

message and finish by using the ™) key,
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You will now see that the two dates in the month are both marked
with a star. The reason for this is that when you are browsing through
the various months, any date which has a star by the side of it
means there s a message in the diary, If you wish to look up any
date in the month which has a star by it, simply move the cursor
over the date which has a star by using the arrow keys and once
the cursor is in place press the key and you will see your diary
entry appear.

One very good feature of the diary section is that once you have

out a diary enfry in for a certain date, when you switch the

Notepad on for the first time that day the top dark band line of the

screen will flash on and off and the Notepad will make a bleeping

sound reminding you that there is a diary entry. Simply press the
=] key and your diary entry will appear.

Once you have read the diary entry press the [y key. As you will
:ee from the screen diagram below, you are asked if you wish to
-emove the diary entry or not. Simply follow the instructions. If you
~ish 1o remove the diary entry press Y.

r

| RS T

Do you wort fo remove today’s diary entry ?
Fress ¥ fo remove diarg ertfy o Stop to exit

TP

Removing future diary dates

- you have made diary dates for the future which for some reason
ave fo be cancelled and therefore you wish to delete the diary
~essage, simply locate the month and year, move the cursor on to
~e actual day which has the star and press the key. Once
-gain you will be asked to press the Y key if you wish to delete the
sary enfry.

-ass the =9 key twice to exit to the main screen.
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To use the Time Manager/Alarm/Clock Section.
Starting at the main screen press the Yellow and Blue kKeys.

As you will see from the next screen we have dready expiored the
Address Book section and the Calendar/Diary section. To enfer the
Time Manager section, press the Blue key.

As you will see from the diagram below, the Time Manager screen
is again divided into 3 sections.

WIMIM!M

To set oan ©1T To edit existing seveenf To_set /o edit
alorr coll okl wlorm colls - time zones
i | Sl o
Prezs LTl Mo Rlarme det @ : Fregs
FED F ——j Lymerrgrrt ELLIE

To set an Alarm

You will see from the screen hat the middle section states  No
Alarms Set, This Means that there is no Alarm call set in the
Notepad memary.

The purpose of the Alarm section is two fold. You ¢can use the Alarm
just as you do with any Alarm Clock 1o woke you up in the morning
or to remind you of an event during the day.

To set an Alarm call follow the instructions shown on the left hand
section and press the Red key.

As you will see from the screen balow, the current time is displayed
on the left side.

Ml_imlwlm_

[ B } ol Dnoe onld Ger the time, ..
Frazz *4 fo oodjust the hause
Frezs « uhen Firished

i
i messa3ae
| ) E [ Press Step to £33
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T6 démonstrate how an Alarm call works, we will set the Aldrmior
two minutes ohead. You can imagine it is being set for any time
ahead.

The cursor is now over the hour digits, As we don’t wish to set the
hour for this experiment simply press the key. The cursoris now
over the minufes digits - press the (1] key unfil the minutes are 2
minutes ahead of the current time shown on the top line, right
corner of the screen. Now press the key and by using the
power switch, switch off the Notepad ond wait

After a while you will see and hear the Notepad jump back into
life. The screen will come on and the Alarm will sound.

{1504 }

Press Stop to exit

As the screen says, press F=9 to Exit.

The exercise we just performed was to set an Alarm call only two
minutes ahead of the current time.

Now fry again and set an Alarm for 07.00 am tomoirow morning.
Assuming the time today is after 07.00 am, press the Yellow and Blue
keys, then press the Blue key followed by the Red key.

As you will see the cursor is again over the hour digits. By using the
TJLJ keys. set the hour to 07 and press the (1) key.

The cursor is now over the minute digits, by using the (TJ () keys
adjust the minutes to 00 and press the key.

The screen will now be set for 07.00 am which means if you switch
the Notepad off now, it will sound the Alarm and switch on at 07.00
am tfomorrow. Now press the [ros key,
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Using the Alarm Function as a reminder

One of the other useful functions of the Alarm section is the facility
to put a message into the Notepad at the same fime as an Alarm
cal. For instance, let us say you wish fo be reminded today to
telephone someons at a specific fime.

Follow this example: Press the Red key to bring you the set glarm
screen For the purpose of this example leave the howur as current
and press the .. key.

Now set the minutes three minutes ahead of the curent fime {as
shown on the top line right corner of the screen} ana press the ]
key.

As you will see on the right side of the screen. there are a list of
furctions Now press the letter M on the kevboard.

vou will now see @ shaded area appear in the bottom left hand
comer of the screen with The cursor on the far leff.

Type in:
Ramember to call John at the office.

Now press the = key and turn off the Notepad with the power
key and wait.

After a while the Notepad will switeh on and The message wili show
on the screen as well as the Alarm sounding.

-ml—umtam-;mmm_m—

| 13:@7 Remeaber tm oo | Jabm ob the off cs |
Fros:z Stop 52 20t

Press ) to exit fo the main screen

Finally. if we don't show you now how to delete or cancel an Alarm
cal you will be woken up af 7.00 am tomorrow
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To cancel an Alarm Call

Press the Yellow and Blue keys, then press the Blue key only. You will
see the middle message on the screen Edit existing Alarm
calls. Press the Green key.

45 you see from the screen below

e Alarm call yvou have set is stered in the Notepad.

zy following the instructions on the bottom line of the screen press
ne 77 key.

R ]

dit E
CCdd  Fra 21 Aug (5392

ar press STOP to exit

i Pres:z ¥ to delete alarm call E

~g screen will now invite you to confirm the cancellation. Press
-2 Y key on the keyboard, and you will see the Alarm and message
1sappear and you can sleep easy tomorrow as you have just
“ancetfled your 7.00 am alarm call.

~are are many other functions in the Alarm section which are dealt
+th in more detail in the second section of this book.



Changing Time Zones when you
travel to other countries.

We hope you will take your Notepad with you on all frips.

To change the time to other time zones, press the Yellow and Blue
kevs then press the Blue key and press the Blue key once again. The
screen below will show you the present time zones.

[Condan [ Sun 16 fua 352 [ 1d:ae:ia

14 | Press E to edit zome ormd affset
Centra Lrope +01: 09 1946 Presz o fo select s current time Tone
Hew York -5 R (LI ] Press T arron keys to mowve
LoE Hmae s - LR Fresz Stop Yo ewit
Tiokuo +0'9, 29 23146
Sipdfiey +72 23 Rl

let us say you are travelling from England fo an European
destination.

For most of the year Europe is one hour ahead of the UK. You will
see from The screen that dark band is over the word London. Press
the Blue 1. key and you will see it move down over central
Europe, watch the top right corner of the screen and press the .= )
key. You wil see the time jump ahead by one hour and The
location name charge from Londen 1O Central Europe.

Now let's get more adventurous and imagine we are in Japan
which is normally eight hours ahead of the UK.

Use the Blue 1. key again to bring the dark-band over Tokyoe,
look at the top right corner of the screen and press the . - key and
once again the 1ime and locatfion have changed.

To go back to London fime, press the (1] key to bring the dark
band over the word London and press the . key. As you see,
the top line of the screen snows London again as your location and
the time back to normal.

In the second section of the book we will explain how to put in other
locations and their time differences.

Press the = key three times fo refurn to the main screen.
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Do you want to know a secret?
Using the secret function

s you will notice, there is a key marked "Secret” on the keyboard

Next fo the Red key ). The purpose of the secref function of the
Jotepad is to allow you fo store information in the Notepad's
nemory which is your confidential and private dato.

"5 operate the secret function, simply hold down the Yellow key
and then press the key af the same time.

45 you will see from the screen display below, you are invited to
~pe in a password or a PIN number ( Personal Identification

Lumber).

.f

[Tgpe new possuord (4 letterz or digits) ond press o @ EEEE ]
ow type in_a number ( 4 DIGITS ) which you will remember and
ress the [(2) key.

~s you will see, you are invited to double check the number, so type
- in agaoin and press the key.

Snce you have double checked your Password/PIN and pressed
—e (] key.you wil see the screen now invites you to type in your
zata. Type in the following:

This is my secret memory store

“.ow press the key.

. st as an experiment, press the Yellow key and Secret kefy:]ogc:in.
-/pe in a wrong Password/PIN deliberately and press the =4 key.
.~y wilt see that you are unable to get info your secret information.

ess B to exit,
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Now press the Yellow and Secret keys again and fype in your
corect Password/PIN followed by the . and you will see the
message appedar again.

If yvou forget your passwe-d/PIN refer to page 60.

Conclusion

This is the end of Section 1 of the book. We hope that it is simple
enough for you to have understood the basic functions of your
Notepod Section 2 covers the operation of the Notepad in far
more detail.

Once again, may we remind you to fill out your Worranty Card and
refurn it to us immediately so that we can keep you fulty informed
about al' rmatters relating to your Notepad.
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Powering the Notepad ~~ ~~ """

Most of the fime you will probably use the batteries to power your
Notepad. these will enable you to work for approximately 35 to 40
hours, when they need to be replaced a warning message is
flashed on screen telling you to replace the batteries.

xxxxx battery is low, Please switch off and replace battery - - -

Use alkaline type AA/LRS 1.5V or if prefered you can fit
rechargeable (NiCad) batteries; these will provide about 2 hours of
working time before needing to be re-charged.

You can conserve the life of the batteries by connecting to the
mains supply when you are working at home or in your own office.

When there is no other source of power (when replacing the AA
bhatteries for example) the lithium battery will maintain your work in
the Notepad memory (the estimated life of the lithium battery is 5
years). If the lithium battery needs replacing you will see the
Tessage '"Lithium battery is low----" . Ensure that good
alkaline batteries are fitted or the mains adaptor connected while
vou replace the lithium battery. You must use a CR2032 type battery
~hich can be purchased at many electrical or photographic shops.

Warning: If all power sources are disconnected all the stored
information; documents, addresses, diary entries efc will be
permanently lost from the Notepad memory.

Switching off

U can switch off your Notepad at any time while you are using it
and the woik you are doing will be stored.

Ahen you switch on again you will be returned to the Main Screen.
‘ou may see the following message on screen for a few moments:

storing ....



This will sometimes occur when you swifch off while there is o word
processor docurment on the screen.

Automatic Power off

If you ieave your Notepad switched on but don't touch any of the
keys for five minutes it wil autornatically switch itself off 1o conserve
nower.

The five minufe period can be changed using the Systems Setting
menu {press - J key at the Main screen) but be careful, if you set
the power off delay t0 zero. automatic power off willnot occur and
your batfteries will be drained.

Switching on

When you switch on the Notepad you will be returned to the main
screen unless the Notepad autoratically powered off the last time
you used it then you will be returned to whatever you were doing
at the time. this is called 'Preserving the context”

If you would prefer that your Notepad always preserved the
context when you switch on change the "Preserve context during
power off setting in the System Setfings menu.

WARNING

Your PC contains a Lithium battery, Danger of explesion if recharg-

ing Is attempted. Replace the lithium battery with the same type

recommended by Amstrad PLC. Do not dispose of the old lithium
. battery in the fire,
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Gefting Around " *

From the main screen you can c:céess ol parts of the Notepad
program by holding down the YELLOW key then press the RED,
GREEN or BLUE key (the messages on screen tell you which key to
press).

The £ () (T keys

When using your Notepad you will find that sometimes the coloured
keys are referred to on the screen by their colour and at other fimes
by the arrow symbols printed on them.

The key ~

Sress 29 at any time fo finish what you are doing, and return to the
orevious screen. You may have o press several times to return
-ou to the main menu.

Advice for beginners

Vhen you first use your Notepad you may find you “get lost"
aspecially when using the more complicated word processor
2atures and pressing will enable you tc escape, As you
recome familiar with your Notepad you will use the key less
13 you learn the short cuts,

Short Cuts

su can short-cut the menus on your Notepad and go directly to
g part you want using special key combinations fo avoid having
- return to the main menu, For all the short cuts hold down the
TLOW key and press another key.

znen} -To the word processor of returns you to the
document you are typing.



- To the List of Stored Documents
- To Print a Document

- To use the Cadlculator

- To the Diary Menu

- To the Address Book®

- To the Calendar/Diary

- To the Time Manager

- To the Set Alarm Call Menu

- To Time Zones Manager

T T T

g g | 8 e g
g =1 3 = a A
3 3l |2 2|2 2
El a o} 8 & 5
2 ] =} =3 =] J
% N ¥ I n o (.3 1 i) r

i HEE w

- Run Memory Card Program
(JEIDA/PCMCIA)

- Serial Terminal Program 4

m

c

3

3

g
(=5
0

- Go to BASIC progromming

] Rl
c|l - |E
E) =
1! 1)
-4 =
) o
Fl E]

- Enter password for Secret Information

You can use the key combinations above to quickly move from one
part of the progrom to another without returning to the main menu,
for example while typing a document in the word processor, hotd
YELLOW and press GREEN to use the calculafor, to return 1o the
document hold YELLOW and press RED.

*Use this to insert an address from your address book into the
document you are typing.

Single Key Operation

To assist the disabled the Notepad has been designed so that it can
be operated using only one key at a time using the "Sticky shift”
feature. Sticky shift has to be switched on ot the System Settings
Menu.

The way sticky shift works Is that instead of having to hold down the
Furctiod  f~ [ ] or =3 key while pressing another, the keys
can be pressed one after the other.

46

~ " - Start a New Document i

KT

P



At the main menu sticky shift will afways work, for it fo work af otHEr
fimes you must switch it on at the System Settings Menu:

1 Press at the main screen

2  Press the until you reach "Sﬂcky shift".

3 Press the or B2 key until "Yes" shows on the screen.
4 Press [,

Memory

There are about 49,000 bytes of memory available on the Notepad
for your "data’, that includes cll the informafion you type in;
documents, addresses, diary entries and alarms.,

When you start to run out of memory your Notepad will give you a
warning, fo make space in the memory you will have 1o delete
some of your documents, refer to the Word Processing section
below for instructions on how to do this.

Expanding thé Memory

You can increase the memory by the use of industry standard SRAM
cards (JEIDA/PCMCIA cards) that can be inserted inte the MEMORY
CARD slot on the Notepad.

Memory Cards with up to 1 MB capacity can be used with your
Notepad. Instructions for looking affer the cards, fitting the bcmery
write protection etc are supplied with the card.

The card must be "formatted” before you can use if. Insert fhe card
nto the slot then select the LIST STORED DOCUMENTS screen (hoid
down Frie] and press “=) then press B2, Select *Format Memory
Card" and press (=4, _
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With the memory card loaded documents and addresses ore
automatically stored on the card. Documents and addresses that
are dlready stored In the Notepad memory can be tfransferred to
the card (see the instructions in the Address Book chapter and the
Word Processing Guide).

Note that you should always switch the Notepad OFF before
inserting or removing a memory card.

Word Processor o

Introduction |
g p.*g{:@f'r.r g

The Word Processor is designed to be simple 1o use but has many
advanced and powerful features. With very little instruction a
beginner can fype a document without needing to understand any
of the advanced features while the experienced user will find that
many of the features available on their usual word processor are
also available on the Notepad.

If you are a beginner at using a computer or word processor read
the first section of this book that gives simple step by step
instructions to get you started. Remember that you cannot harm
your Notepad by pressing the wrong keys. so don't be afraid of
trying things out (if, while doing this, things happen that you don’t
understand press the 1 key until you refurn to the main screen
or a screen you do understand).

e s

For detailed information and instructions on word processing read
the front section on this book and the Word Processing Guide later
in this book.

Features of the word processor . 4

Features that are available include; Spell checking, mall merglng;
word count, cut and paste, find and replace, keyboard macros,
accented characters, case changing and un-delete.

The Notepad date and time, and addresses from the Notepud
address book can be directly inserted info a document.

Press the [==) key during word processing or use the key
combinations listed on the Notepad ‘Template” (just beneath the
LCD) to access all these features. J
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Transferring Documents

Documents can be fransferred to other computers via the serial
port using the in-built terminal program supplied with your Notepad.

The documents can be transferred in the "Protext” format for further
editing within Protext on your PC or Amstrad PCW, or can be
converted to ASCIl format before transferring so they can be
loaded inte other programs.

The Notepad word processor is a special version of Protext by Arnor,
if you would like tobuy a copy of Protext for your desktop computer
(IBM compatible PC, Amstrad PCW or other) it is available from
computer dedalers or direct from Arnor Ltd, 611 Lincoln Road,
Peterborough PE1 3HA (telephone 0733 68909).

The Template

aid Fress
: j L2 Il 2 ERSEM -

Printed just belowYhe screen of your Notepad is the quick reference
template. Use it while word processing to remind you of some of
the key combinations required. For the activities printed in yellow
hold down the YELLOW key then press the key indicated
(one of Thegs along the top of the keyboard). for those in white
hold down =) and press the key indicoted.

Some of the operations take place as soon as you press the keys,
ond have an obvious effect, others you will need to learn how to
use. For example, if you hold down and press (£ ] all the
words are counted and a message appears on the screen statin

‘he total number of words in your document, but if you holg [Funeton
and press E ) a'menu’ appears on screen with various options.



Calculator

For step by step instructions on using the Calculator read Section 1.

Hold down YELLOW [reed  and press GREEN (2. For quick
access to the calculator from another part of the program use the
same key combination.

The calculator works in a similar way to a most simple pocked

calculators,
Calculation] Example Operation Answer
Arithmetic | 15x2+7= 15(x)2 (+) 7 (=) 37
(32)+8 2= |32 (D () 8(-) 2 (=) -6
Constant  30+25= 25 {(+) (+) 30 {=) (256 constant) 55
_ 25+90= Q0 (=) ) 115
22-33= 33 (1) () 22 (=) (33 constant) | -11
i5—33= 95 (=) 652 N
15%x4= 4 (x) (x) 15 (=) {4 constant) 40
45xd= 45 (=) 180
45+ 3= 3 {+) () 45 (=) (3 constant) 15
354+:3= 354 (=) 118
Percent 15% of 150 | 150 (x) 15 (%) 22.5
13as5a0% 13 (=) 40 (%) 32.5
of 40 . \
Add-on Increqse 150 {+) 15 (%) or. 172.5
.| 190 by 15% 11580 (x} 15 (%) (+) (=) o
Discount Decrecse 350 (-) 15 (%) or 297.5
350 by 15% | 350 (x) 15 (%) () (=) '
Square Square 45 (1) 29 (=) () 4
root root of
45-20
5 -




Calculation] Example Operation " Anéwe; |

Using the |32 x 3= (MRC) (MRC) (CE/C) 96317514
Memory* | -) 62+2 32 (xj 3 (=) (M+) 0112
+) 53 +22= |62 () 2 (=) (M)
i Total 53 (+) 22 (=) (M+)

(16-(8x ) | (MRC)
x (27-13)= | (IMRC) (MRC) (CE/C)
16 (M+) 8 (x) 3 (M-)
P27 (-} 13 () (MRC) (=)

*Clear thecalculator memory before performing a new calculation
by pressing MRC twice then CE/C.

You will see a flashing B in the top left of the display if an error
occurs during a calculation or if calculation results in a number too
large to be displayed.

Unlike a normal calculator you con use to delete wrongly
entered numbers.

Press 9 to return to the main screen, or use one of the "Short-cut”
methods to return to the screen you were using before the
calculator,
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Address Book

For step by step instructions read Section 1.

Hold down YELLOW o] gnd press BLUE (1. To access the
Address book from ancther part of the Program hold down YELLOW
[o=+] and press

If you have not used the address book defore. and there are no
addresses stored. you are taken directly fo the screen where you
can type in the first address:

| RadrEdit acdres:
LoPress tE bo meowe

, Frezsz Stop to et

Address:

T=:ephare
Fa

When you press 1. at the bottom of the card the next blank card
appears on the screen ready for you to entfer the next address.

When you have finshed entering addresses, press = The Address
Book Menu s now displayed:

Hizfe
Grdress

Talechons

Q=91 SRzt
Fos CoRETT 210 Ese

Te ‘Browse' through the addresses use the '« ‘= keys. All the
other optiors can be carded out either by pressing the inifial leffer
of the option or selecting the option using . 1! . 1. then oressing
|

(A)dd New Address: Select this when you want fo add o new
address to the address book.

(E)dit Address: Use to amend the address card showmg on
the screen - to amend one of the ofther
cards, first use browse’ fo find the carc
then press
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(D)elete Address: Delete the card on the screen - select the
cora yoL want to delete using "browse’
then press . .. Confirm that you do want
to deete the card by pressing .-, for Yes,
ot fyad have changed your mind press '
for Mo

(Fyind Address: Fing o cartcular address card - if you have
iots of addresses this will be guicker than

s Browse' to find the address you

i Wwhen you press T you will be
asked 1o enfer the Name fo Find, type in
o ome or any part of the address or

releprone number and press . L f
there 3 more than one occurrence of the
=" oyou have typed press _. then =L

e cddress you want is displayed,

ress s at the merw o oo back to the Diary screen (press 7t

:gain to go back fo the —an screen).

Storing the address book on a
Memory Card

wnen a memory cara @ caded the oddresses you type will

Ltomatically be storea onto he card. If you already have

Jddresses sfored in the Nworezad memoery they will be fransferred
the card when you cooess the address book.

& addraesses are ony storec on the card. so if you remaove it from
= Notepad your adares: pook will be "plank’. If you insert new
agresses into this clork odaress book they can be merged inte
= goldress book or yvour cord later  To merge the addresses,
siteh off vour Notepod. nsert the memory card and switch on
ian. Access the address nook In the normal way {you will onty
= able o find the addresses stored in the Notepad memaory) then

288 L you will see ¢ message similar to the following:
L Hadrezs book ] Lordor [l Thu o0 Hug 155 ]

0 FPerent agdres: book Found ar coard
F bt te .




Press Mal to merge the addresses, if you press % the addresses
will not be merged,

Calendar and Diary

For step by step instructions read Section 1.

Hold down YELLOW ") and press BLUE |1 then press GREEN

i
Time Zome | Ta mare ar enbra setect dote
Lo I Mar T =5 =i L1J Pousing Hh kews and peress 4
Mondag 2 4 = 5 7 = 129
= har 1892 T N R A o
= A O L
R o3 T s T oz
Use the ‘<& & L1 1. keysto move around the calendar s

indicated on the right hand side of the screen. The months ana
years change only when you are against the edge of the calendar

Pressing = =0 (il ot with( ) will move a month or yecr
at a time when the cursor is in the middie of the calendar,

1he hime and date are shown on this screen for your reference onls
if you need to adjust the time or dafe go to System Seftings (yc .
should only need to do this if you set it incorrectly in the first piacs
or when, if you are in the UK, the clocks change to British Summe-
Tirme).

To make a diary entry, position the cursor on the relevant datfe =~
the calendar and press .- 1. Type the details of your appointme-=:
and relevant information info the diary editing screen:

Using the diary is similar to typing a document in the word proces: -
(although they cannot be printed). When you have finished £--
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- the diary enfry is indicated on the calendar with an asterisk
).

Diary Reminder

When you switch on the Notepad and there s a diary entry for the
day, a message will show or the screen and a beep will sound 1o
emind you to read your dicry  This will continue every fime you
eturn to the main screen Lt vou have read your diary by pressing
) whilst at the main screan

} To o LUse fhe
[ WORD PROCESSDR DIARY / CLOCK
; nnnazss BﬂDK

F
WELLDH ELUE

Press
YELLOW & RED

Ahen you have read *he oz 2niry press ! e wou have the option
of deleting the entry if yoL_ wshk

oy shtru I London [l _dhu S8 Hug 1&59- ]
Qo vy e w2 v 20 2oe wodad s d ooy entreyg 7
FPress ¥ £0 v= 2 27 ML SRT AL or Stop fto exit

Time Manager

“lotepad Alarms and the ~-errgtional Time Zones are accessed
~om the Time Manager screen

Time Zones
~or step by step instructicns ¢ using Time Zones read Section 1.

“om the main screen hold aown YELLOW [ and press BLUE
L., then press BLUE again to go to the Time Manager.

| HE ZORE G = - —
mﬂ_ 14:45 | Presz E to edit rore ond ofFset
| “entral Europe +01: 09 1545 Frogs o to zelect as current time zone
| Hen ore L 23 435 Press td oarrow sweds to mowve
—az Hngelesz -Qa ;0 e 45 - Sresz Stop to exik
Takdo +39: 0@ 2.2 g
D doney +a;ee 2 4E
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Your Notepad has been set up to show the time in Longon, Cenffﬁ'
Eurcpe. New York, Los Angeles, Sydney and Tokyo. you can change
these to any six cities you require.

Select the City to change using the cursor keys then press = ] type
in your new city name and press then use the (1) (i) cursor
keys to change the time difference then press (],

Current Time Zone

When you travel o a country that is in @ different time zone select
that zone as the "Current time zone'. The other zones will adjust to
give the time difference relative to where you are staying.
Selecting the new current fime zone will autormaticaily adjust the
time and place shown on the fop of the Notepad screen, but will
not change the times set for your alarm calls.

Alarm Calls

For step by step instructions on Alarm Calls read Section 1.

Hold down YELLOW F=t*3 and press BLUE [T then press L) at
the Time Manager screen. Press RED [ to go to the "Set alarm
call' screen:

[E: o1 Ovice only Set the time. . .
[ l [ } Press t4 to odjust the hour
Press < when Finished
message | .
Fress Stop to exit

Follow the instruction on the left of the screen; you have to set the
time first, then set the date and type in your message - note that
messages are limited to 42 characters.

When you press ] to edit the date it changes from "Once Onlr\:jg
to "Repeats every day”. Press to set a specific date,
return to "Repeats every day” use 1] or T until you reach the
beginning or end of the month then press the key once more,

Advanced Feature: To set an alarm for the same fime on several

days of the week press Ci to adjust the date then hold down
1 ond press &) and you will see the following:
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[ Lo
[ 1s:3 } [ dous @ wrMTFES ]

te, .
Press t4 to odiust the do
Prez=s ++ to move IeFt/rigﬁt

message ! Fress o uhen Finished
Fress Stop to exit

Each day of the week is represented by one letter, use the or
f‘@_ o move the cursor from one day to the next then use the
or (1) key to cancel the days you do not want the alarm. So for
example an alarm that you want on Monday, Wednesday and
Friday might look like this:

[ [ f | dogs | M- } Alarm now set

Press T to adjust the time
! Press D to o-d"lust the dote

message ! Fress M tc add message to alarm

Fress Stop to exit

ress =7 when you have finished

"o set an alarm call for 24 hours hence just press () at the
Set Alarm screen.

To change the time date or message of an
alarm call

4t the main screen hold down YELLOW F===] and press BLUE (17,
2ress BLUE again at the "Diary menu” then press GREEN. The short
—ut method is to hold down YELLOW "] and press then
zress GREEN,

‘o get quickly to the "Set alarm call® screen from cnﬁ’rher part of
‘e program hold down YELLOW [r<vey and press *_J.

“.ote that if you are editing a document when an alarm "goes off”
e message will not appear - you must press to read the
essage.




Secret Information LT

For step by step instructions read Section 1.

For information that you might like to keep on your Notepad but
do not wish others to access (for example; passport number, baonk
accounts and credit card details or private telephone numbers) we
have provided a "Secret Information’ screen which can only be
accessed by fyping a password that you have set up.

Set up your Password

Hoid down [oed and press you will see the following
screen:

L Lo dor (L zun 1k Hug 1ad= s s o

\Tgpe hew paszword (4 letters or digits) and press | BHEE J

e in any combination of four letters and/or numbers and press
You can use capital or lower case letters. The password is
totally secure, 50 if you ever forget it you will not be able to access
your information, you can only delete it so - DON’'T FORGET YOUR
PASSWORD.

You will be asked to confirm your password. Type exactly the same
sequence again then press (=),

You can now fype in your "secret information®, you can edit the text
in the same way as you edit o word processor document {although
you cannot print). Press = when you have finished, Next time

ou want to refer to your secret information hold Fur=t> and press

-

=] then type in your password.
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Complete Password Protection of your Notepad™

You con set a Password Lock to protect dll the information in your
Notepad using your Secret iInformation Password.

If you have not already done so set-up your password as described
in "Set up Your Password' above.

Anytime you want tc set the Password Lock hold down £ and
press then switch off.

[Pleuse enter password ond press & @ R —f

Before the Notepad can be used again the password rmust be
correctly typed and the (] key pressed.

Changing your Password

To change the password enter the Secret Information by holding
Functio} and pressing (=) and typing your current password. Then
press the =) key:

[les. enter old possuord and press « | B

Type in your current password:

Type rew passuord (4 letters or digits) and press o @ Bk l

Type in your new password.




important: If you cannot remember your old password it is
impossible to change the password or to access the Secret
information.

If you forget your password

The password protection on your Notepad is totally secure, 5O if you
forget your password you have no option but to erase your Secret
information o, if you have set the Password Lock, fo erase all your
work held in the Notepad memaory including docurents, diary
entries, addresses efc as well as your Password by resetting the
Notepad.

Erasing your Secret Information and Password j

To erase the Secret Information:

Flense arter possword and press <0 REENE J
9 Hold down the Fr=>d key and press =) ]

Press =) to confirm that you do want to delete the information.
All your Secret Information as well as your Password will be erased.

Resetting Your Notepad _ J

This will erase alt your work stored in the Notepad memory as well
as your password. If you are using @ memory card the addresses
and documents stored on it will not be erased.

Switch off your Notepad then hold down [Furetien) and togethél
Vith the (= key on the right and switch on the computer.

To prevent accidental reset you cannot use "sticky shift” (single key
operation). ‘

If the reset is effective you will hear an extended "beep”. If yod‘
have not held the keys down properly it will not reset. Try again.



SYs’rem Seﬂings N

The sys‘rem sefhngs menu is occessed only from the main scieen by
pressing o

The factory settings are as follows:

El Use T 3 + and . Stﬁp to Finish

] . =] 5
Preser-ve cantext during pouwsr OoFF (H
Decument date disploy (H shaoun)
Document trensFer por*t and Farmot EE@Fm!/Pratext)
2

1
=]
o

uﬂ'-\_-

Stlckg shift keys?
Time display Fotmot
Set time ond dote

G
4 hour

Document size and date display

These will show against the name of each document in the LIST
STORED DOCUMENT screen. The size of each document is shown
n bytes with the date and time you last edited the document.

Where the document is stored in memory is indicated by an initial.
Z means stored on a memory card, U means stored in the Upper
memory, L means stored in Lower memory, this is only of any inferest
‘o you if you start to run out of memory and need to delete
documents, delete those in the Lower memaory t¢ make room when
vou are editing a large document.

"o display the size and date use [ or (23] to change the setting
rom "Not shown', you then have a choice of date format press
on the format you prefer.

Automatic Power Off delay

“ you find the automatic power off fime of 5 minutes is too long.
‘2duce the time to between 1 and 4 minutes. Do not set the delay
2 0 (hevern particularly if you running the Notepad from the
~atteries as this will prevent automatic power off occurring.

Preserve Context

- when you switch on, you want your Notepad to return to the
zreen you were using when you switched off change this sefting
"2 Yes, Context is always preserved when automatic power off
T TCurs.
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Sticky Shift keys

To allow one-key operation of the Nofepad switch "sticky shift' on,
where normally you would have fo press two keys at the same time,
this allows you to press one after the other. So, for example, to spell
check a document when word processing could first press the
YELLOW [oreten) key then press Eﬁ)

Document Transfer port/Format

Use this To set Serial or Lapcat (Parallely and Protext/ASCI, refer to
the section on fransferring documents for more information.

Time display format

To change the fime display to the 12 hour clock use the (1)
cursor keys.

Set time and date

To change the time and/or the date press at the main screen
the press (=1) or [T] until you see the following screen:

III!5IIIﬁEIEMElEﬁE5IlIIIlIIIlIIIIIﬂl!ﬂﬁﬁﬂlﬂlﬂﬂl!ﬁlﬂﬁlﬂﬂﬂ!ﬂIliﬂnﬂllilllll
Set the time. .,
{ =04 ! Thu 28 PAug 1992 _} Press 4+ to adjust the hour

Frezs & uhen Finished

Fress Stop to exit

set the time and date as described in the first section of this book.
Note that the seconds are set 10 zero as you press (] after setfing
the minutes. Use the 24 hour clock even if you have changed the
Time display format. :

(Don’t use this method to change the time and date if you have
sravelled abroad to another time zone, select the correct Time
Zone in the Time Manager-instead.)
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Word Processing Guide =
For step by step instructions for beginners read Section 1.

Detailed instructions on how 10 use your word processor are given
n this section,

Starting a New Document

fou have 1o type a name for every document before you start, the
~ame can consist of up e any 12 characters, the document is
stored under this name and you can not have two documents with
*he same name.

at the main screen hold down YELLOW and press RED to reach the
Mord Processing screen then press RED.

“ype in a name for your document;

“hoose a name that wil remind you of the contents of the

Jocument so that you can eqsily identify it later.

any 12 characters can be used, if you make a typing error use
1 =4 then retype. Press (<) when you have finished.

End of text line

5 text will disappear as socon as you start 1o type

-ou can now start typing just as you would on a fresh sheet of paper
~ a typewriter.

Saving a Document

acuments are saved (“stored") automatically. If you hove a
~ermory card leaded the document will automatically be stored
~ the card. '



:
A document dlready stored in the Notepad memory can be
moved to the memory card as follows:

1 Switch the Notepad off

2 Insert the Memory Card. carefully but firmly info the Memory
Card Stof on the left side of the Notepad

;3 Switch the Notepad on

4 “Edit" the document you want to store on the card (that is, brind
the document to the screen):

Hold YELLOW and press RED at the main screen
Press GREEN at the Word processor menu

Use the =5 (7] keys to highlight the name of the
document

Press ().

With the docurmnent on the screen press &=, -

The document is now stored on your Memory Card and has bedl
removed from the Notepad memory. p

To copy documents from a card into the Notepad memeory sef ’rhe‘i
write protect’ switch on the card fo on, edit the document then
press =7, You will now see two copies listed in the LIST STORED
DOCUMENTS screen, one on the card and one in memory 1o see
which is which use "Document Size and Date’ in the System Settings
menu. ;




Large Documents

The size of any document is iimited by the amount of “free
memory’, this cannot be increased by using a memory card.

Nhen you start 10 run out of memory you will see a warning
message on screen, delete old documents and diary entries to
ncrease the 'free memory' space.

"o show how many bytes of memory you have available, and how
many bytes each document uses you must show "Document sizes
and date disptay” using the System Seftings menu (see 'Systermn
seftings”).

Deleting a Document

Delete documents if your Notepad memory becomes too full, or if
‘ou want to remove a confidential document from memory.
Delete a document gs follows:

Hold down YELLOW and press [* =)

Select the name of the document you want to delete using the

(e keys
Press ()]
Press °

Are you sure you want to delete document ‘xooog!
Press Y for Yes, N for No:

Press () to delete the document.



e

Repeot the process for each document you want to delete. Once
deleted a document cannot be recovered, so make sure you do
not delete the wrong document!

Renaming a document

You can give one of the document a different name at the LIST
S5TORED DOCUMENTS screen, Selec’r the name of the document’
you want to change then press -], Select Rename by typing )
you will see the following message:

0ld nome is Firs
Enter mew ramne:

Type in the new name and press (=1,

Copying a document

With the document on the screen press (==, then press ] to
copy the document, you will see the following message:

Copu: enter nome For document: B

g
T
A

Type in a new name for the cepy then press (1), You will be
returned to your original document and the copy is stored. The
copy can be edited in the same way as any other document.

(There are several reasons you might have for wanting fo copy a
document, one example might be that you have typed a lefter,
then want to send a similar letter to someone else but you do not
want to re-type it and you want to keep the original stored in your
Notepad.)




Typing a Document

If you have not used a word processor before you need to get used
to the feel of the keys, as well as learn what all the keys do. When
typing a light touch is required. if you hold a key down for too long
it will be repeated on the screen until you release it. If you find it
more comfortable, angle the Notepad using the flip-down legs on
the base.

Cursor

The cursor is the “flashing oklong" that marks your position on the
screen, as you type the cursor will move ahead. When revising a
document you can move the cursor using the (=3 & [T [ 1] keys.

Hold down one of the SHIFT keys then press a character key o type
the upper case letter or symbol, the upper case symbols are printed
on the top hatf of the key.

Zaps Lm:kl

Press to switch to typing all capital letters, you still have to use SHIFT
to type the upper case symbols. Press again to switch
capitals off,. When the caps lock is On @ "C" shows in the top right
nand corner of the screen.

=

“ress twice when you want to start a new paragraph. Use to start
2 new line when typing (for example)} a list.
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Use to delete text, if you want to delete more than a few characters
you should use one of the other delete methods described below.

Use to align text info columns and fo indent the first line of a

paragraph. (To indent a whole paragraph requires a different
procedure - see section on changing margins.)

How Not to Type:

i you have used a typewriter before but not used a word
processor it is important that you remember:

Not to press (1] at the end of each line, only when you start a
new paragraph. The text automatically wraps to the next line as

you type.

Not to use the spacebar to move the cursor or to indent or align
text. Only use the spacebar to insert a space between words.
Instructions for indenting and aligning are given later in this
manual.
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Page size i S
As you type the line will move down the screen, when you have
typed a page of text a "page break" bar gppears on the screen
showing where the page wil finish when printed, the word
processor Is set to print on A4 size paper but this can be changed
using the "Layout” menu (if you want to do this refer to the chapter
on Page Layout).

Correcting typing errors

If you make mistakes while typing you can use the <) keys to
delete single characters, or hold down one of the keys to delete
several characters. There are other ways of deleting a line of fext
or a large section (called a "block") of text, these are described
below.

Moving around a Document

Moving around a_document _really means moving the cursor
around. Using the (=3 23517 (1) keys on their own will always work,
out you may find this a bit sliow especially in larger documents. The
‘ollowing methods will move the cursor around quickly.

Page at a time forwards Hold down E) and press [§s) to

or backwards go back or [2-] to go forwards
{you don’t have 1o remember this
just refer to the Template on the
Notepad).

word at a time : Hold 2] and press &1 or &5
to move to the beginning of the
previous or next word,

to the start of a line Hold ond press &3,
to the end of a line Hold and press (&5,
a screen at a time Hold down press togoup

or [T] to go down the document
7 lines, there is an overlap of one
line that enables you to scan
through a document using the
minimum of keystrokes.
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to the start of the document -  Hold down and press ([ ),
to the end of the document -  Hold down £ and press (.

Inserting Text

To insert new text into existing text just position the cursor and type
the existing text will move along to make rcom. You must have the
“nsert" mode ON when you do this, otherwise the old text will be
deleted as you type. Hold down the £ key and press & ] to
switch 'Insert' on or off (you don’t have to remember this just refer
to the Template on your Notepad).

Typing over existing text

To type over existing text first hoid [furetion]  and press to switch
Insert off then position the cursor over the text you want fo replace
and type. The old text erases as you type. Remember to switch
Insert back on when you have finished.

Deleting Text in a Document

The delete keys ) and &3 will always delete text, if you press the
key one character will be deleted, if you hold down the key
deleting wiil contfinue until you release it. However there are ofher
ways to delete large sections of text as described below.

Delete a word - Hold down [*__ ] and press =3 or (=,
Delete a line - Hold down £ and press or £ to

delete dll text from the cursor position to
the end or beginning of the line or hold
down =1 and press 6 to delete the
whole line. (Refer to the Template if you
forget which keys to use.)

Delete all text in Hold down and press [,
the document -

Undelete ' | _

Deleted fext can be restored if you used the or"_ ) keys to
delete the fext, not if you just used the B=3 (] keys on their own.
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The text is restored to the cursor position, so you can use the
undelete function to move text around within the document.

Jo undelete hold down B3 and press 4.

(Undelete is also available in the ‘Editing menu’.)

Changing Case

You can change the case of the text (that is, from capitals 0 small
letters or from smalll 1o capitals) without re-typing the words.

Hold down F=1 and press ) to change a small (tower case) letter
into a capital (UPPER CASE) letter.

Hold down F=3 and press L] to change a capital fo a small letter.

Keep the keys pressed down to change more than one letter.

Swapping Characters

A common typing error is to type two characters in the wrong order
for example "wrod" instead of "word". To correct this error quickly
use the swap characters command:

Position the cursor on the *r* of wrod then hold down and press
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Accents

The most commonly used European accents can be typed into
your Notepad documents in the following way.

the accent you want, release both keys and then type the letter
that you want to be accented. You wili not see the accent on
screen until you have typed the letter.

Accent Keys valid lefters™
Urnlaut L bl ) i aeiouAQU
| Ring Bl aA
Circumflex aelou

] Acute C. i aeiout |
Crave Er-e] aeiou

*Note that only the accented letters that are included in the "Special
Characters” menu con be fyped.

To type a ¢ hold F and press [°_J, hold down [*__ ] as well for ©).
* To type an A hold down E=1 and press (., hold down [*__] as
well for N.

To type ¢, hold down and press -}

All the accented characters cvailable and foreign currency
symbols are available in the Special Characters menu. (Also refer
to the chapter on Macros.)

Special Characters

A variety of characters other than those printed on the keyboard
is available fo insert info your documents.
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Hold down the Koy and-press to see all the characters

avdilable.

[N & BEP 4320 95 202+ L +4+a =1 to mowe
-?aﬂikﬁ‘[J¥+.:—../l3123455789."<:>;Jtoinser‘[z
EABCDEFGHIJKLMNOPRRETOVHRETYZENT A Stop to exit
‘gbcgeF‘gh}_s!gimnopqrs,!;uvy;gg;{.’}“'
SRR TR HITRIT

] whMHE Y a + i E
CLir ol pliEpagfizagsXy ¢! ﬂ &
astzupr§En§J;¥ns=¥srfﬁz%-r LAY

Use the 3 (59 [T [ 1] keys to highlight the character you want to
use and then press [,

(These characters can also be inserfed into address book or diary
if stored as macros first - refer to the chapter on Macros)

Boxes

-orizontal lines, vertical lines and "corners* can be drawn on screen
and used to "box" text.

Drawing a box . |
To draw single line boxes hold down the B key and use the

= (+] keys to draw the box. To draw the comers just "drive"
around the cormer of the box with the cursor.

Double line Boxes

"o switch double lines on or off hold down the and [*__]
‘ogether and press (°_J then continue as you would for single line

DOXESs,
‘“ doubie line boxfl ’
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To insert text Into a box you have drawn switch Insert Off.

To print « — | T characters on the screen hold down & &)
then hold down B~ and press =] C1) or (1.

Note that the boxes will only print correctly if the printer and
Notepad are set up correctly before starting to print.

Codes

'‘Codes” are used to control the special features of a printer, such
as underlining, different sizes and styles of print, subscripts and
superscripts.  You have a choice when working in a document
whether you see the codes or not.

Tumn the codes on or off by holding down the Ex='°J key and
pressing &_.

When codes are off your Notepad shows underlined. italic and bold
text on the screen but features like subscript or condensed print
cannct be shown.

Remove codes by showing them on screen then deleting them as
you would any other character.

Codes Off

Codes On
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Viewing retumns, tabs, ruler lines and spaces

"he non-printing characters can all be switched "on or off" on the
screen.  Hold down B and press [ ] then type one of the
‘ollowing lefters:

g status line on/off

)  spaces on/off

] ruler lines on/off

"] tabs and retumns on/off

Y]  codes on/off

Inserting the Current Date or Time into a
Document

Yith the cursor at the position you want the date to be inserted
old down the B key and press [°_J to insert the current date or
rold down E=) and press [ to insert the current time.

Inserting an Address from your Address Book
into a Document

s insert an address from your address book into the document you
are typing first position the cursor where you want the address to
sppear. Then hold down YELLOW [e==] and press [, this will
ke you directly o the address book:

Far
ew Hddress
t Addres=
lind Address
Jelete Address

(#) Brouwse {+]
press Stop ta exit

ame
Address

Telephone |
Fox H

_se (& or "Find" 1o find the address you want to insert then press

_J to "Transfer’. The name, address, and telephone numbers will
-nen be inserted into the document. Use £ to delete the line
.ou don’t want, a
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-'Inserring one document into another

With the document on the screen, position the cursor where you
want the second document to be inserted hold down =) and
press  J. Highlight the name of the document you want 1o insert
then press [ _s). This could be used for inserfing standard paragraphs.

Moving, copying and deleting blocks of text

Before you can move, copy or delete a block of text you must first
mark the block. (The block editing commands are given on the

Template.)
Marking a block

First mark the start of the block by positioning the cursor on the first
character then hold down fFunction] gnd press (&), mark the end of
the block in the same way.

(To quickly move fo the start or end of a block hold down B} and
press (®4J then press(f=) or 1)

If there are codes in your document for bold or underlining efc,
these will show on screen as you mark the block. This is to help
prevent you leaving the codes behind when you mave, copy oOf
delete a block.

Move bilock

First mark the block as described above then position the cursor
where you want the block to be inserfed and hold down
and press (-.J. The block will move from the old position to the new.

Copy block

First mark the block as described above then posifion the cursor
where you want the block o be repeated and hold down
and press (2.). The text wiil be copied. :

Store a block as a separate document

Storing a block as a separate document allows you to insert that
block into other documents (as described above).




Eirst mark the block as described above then press B, Press © )
(to "Copy block or document™) you will see the following message:

E}
; Copw. enter name For document ! H I ‘
F

Type in a name for your block then press (2], you are returned to
the document and your block is now stored.

Delete block

First mark the block as described above then hold down
then press {refer 1o the Template).

Undelete block

To restore a deleted block position the cursor where you want the
block and hold down and press [Z4).

To unmark a block

When you have finished working with a block hold down and
oress  (“2). This clears the square bracket codes and the
nighlighting from the screen. You cannot mark another block
nefore you have unmarked the first,

Centring text

"o cenfre text on a line use the "Centre” command. Type the text
-0 be centred then, with the cursor positioned anywhere on the line
~old down ond press £,

Centred text

“ you make a change to the text later centred use the same
—ommand again 1o re-centre it
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lalics

To change text to italic use the ‘ltalic’ command. Position the
cursor at the beginning of the text to be italicised and hold down
E~ and press (=) then repeat this af the end of the text. If you
want the word to be italic as you type hold down -] and press
[-.J béfore you start fyping then do the same again when you have
finished.

The text will show as italic on screen only If Codes are OFF. If Codes
are ON you will see two highlighted letter 'i's in the text: these are
the Italic ‘Codes”. To turn Codes on or off hold down [Funetied and
press (£,

Cancel ltalics

To cancel the italics command you must delete the italic "codes’.
To do this the codes must be showing on screen, if they are not hold
down F==o] and press &), Delefe the highlighted 'i's by
positioning the cursor on them and pressing -,

(Note that whether italics appear in the printed document will
depend on the printer you are using and how you have set up the
printer and Notepad before printing.)

Bold

To embolden text position the cursor af the beginning of the text to
be bold then hold down and press (72, do the same at the end
of the text. If you want text to be bold as you type hold down foed
and press (55 then start typing, when you have finished hold down
) and press (52 again.

v

The text wili show as bold on screen or you will see two highlighted
tleHer ‘b's in the text; these are the bold "codes’. To tumn these
codes on or off hold down Fo=*) and press 5.

Cancel Bold

To cancel the bold command you must delete the bold ‘codes’, to
do this the codes must be showing on screen, if they are not hold
down [Foet  and press & ). Delete the highlighted "o’s by

a1

positioning the cursor on them and pressing -l
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(Note that whether bold appears in the printed document will
“Jepend on the printer you are using and how you have set up the
orinter and Notepad before printing.)

Underlining

"o underline text position the cursor where you want underlining to
start then hold down then_press (ssl, repeat this where
Jnderlining is to stop. If you want to underline the words as you
ype hold down ) and press & «f before you start typing then hold
""" and press again when you have finished.

‘Note that whether underlining appears in the printed document
~iIl depend on the printer you are using and how you have sef up
-he printer and Notepad before printing.)

Changing the character style and size

e Notepad will print your docurments with 10 characters per inch
alse known as "Pica”) but there are other options available in the
“tyle menu.

Yhether the changes you have made appear on the printed
Jocument will depend on the printer you are using and how you
~ave set up the printer and Notepad before printing.

How to change the character size or style

Position the cursor at the beginning of the text you want to
change.

2 Press the key.

5

cro record start/end

ISP{O? MEACrOS

opy block or document
rint to Screen

rint Block

Create er
Create Footer

mmoo3
(B A

yle ... |
» Text Formotting

e Iyl
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3 Now select the Style menu by pressing £_1 or by using the
59 CT) (1) keys then pressing (=,

4 Select the style you want using the (cursor) keys and press =)
or by typing the letter to the lefi of the option.

(Note that some combinations of styles will not print fogether.) |

5 A code will be inserted into the document.

ool Report

The code should also be inserted where you want the style to finish.
Position the cursor then repeat the above procedure,

Prnra | Feportll

Place markers | | S 1

You can insert 'place markers® into a document in order to get
quickly to a particular place. You can have up to 10 individual
markers or a limitless number of multiple markers.

Insert markers into the document by holding down £ and
pressing ®.] and then typing either a number from O to 9 for
individual markers or a ? for a multiple marker. (A message appears
on the status line showing which characters can be used.)




Use the same command when you want to go to a particular placé'
marker, to a block marker or to the Left or Right margins of the text.

To go to the next marker of any type hold down and and
press (s, To go to a previous marker press .

The word processor menus

There are various menus of word processing functions that can be
accessed by pressing the key when a document is on the
screen.

M - Macro record startsend
ale ... ] 0 - Display maoros
ext Formotting . g - 5099 block or document
B - P

rint to Screen
rint Block

Qo=

reate Header
reate Foober

Some of the options have an immediate effect when selecteq,
others require additional actions.

There are quick-key dalternatives to some of options that are
available in the Editing and Text formatting menus and these are
shown in the menus,

Yiew uger dictionary o
Remowe word From useéer dict boneey
Dete | Sym=D)

Time (Sum=T1

2t 118 Podes co | uinn trl=t
Count wards in Block

Clear mwarkers {(Ctr{=K |
Urdelete block (Ctrl-U)

—A0A-C

..
3]
K

The quick-key alternatives all require two or three keys 10 be held
down an once, 5o for example (CHl-K) means hold down the &
key while you press [F2). “CHl" and "Sym"' are abbreviations for
"Control' and "Symbol”.

To get out of a menu at any time press &9 until you return to your
document.

For instructions on how o use particular options refer to the relevant
chapters in this book. '
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Documents

Hold down Freiet} and press () to quickly access the LIST STORED
DOCUMENTS screen while you are editing a document. To rename,
delete, insert, print or edit another file press G then select the
option you want. To fransmit files to another computer you can use
the Send or XModem send, refer to the section on fransferring files

for deftails.

To get to the LIST STORED DOCUMENTS screen from other parts of
the Notepad program hold down E=t*] and press [sJ.

Headers and Footers and Page
Numbering o

Headers and Footers are lines of text which print at the top and
bottom of each page within the header and footer margins. A
page number can be inserted that will automatically increment,

The commands to insert headers and footers are 'Stored
Commands' and for more information on stored commands refer
to the section later in this manuail.

Headers and Footers

The header prints at the top of the page within the header margin,
if you want more than 3 lines of header you will have to change
the "header margin' (refer fo the section on page layout). The
header wilt print on the top of the header margin, a footer will print
at the bottom of the footer margin.

Inserting header or footer text:

1 With the cursor positioned on the first tine of your document
oress the &) key. Then press either "] for header or U] for
footer.
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2 The Feader command is Inserfed info the document and you
can now type the text that you want to appear in the header
or footer, eq:

If you want to centre the text you can do so by holding down
°°°°° and pressing = .. Note that the > must be in column 1 (on
the extreme left of the screen) for a header or footer to work.

“dlti-line hedaders and footers or differing header and footer text
:n odd and even numbered pages can be included using some
-f the advanced Stored commands, Refer to the section on stored
-ommands for mere information,

Page Numbering

~age numbers will automatically be inserfed where you type a
~ercent (%) symbol in a header or focter. Page numbering will start
=+ 1 but you can ¢change this using the PN command, refer to the
action on stored commands for details.

The Go To Command

“~is is a useful command if you have o long document. You can
o directly to a specific line, column or page number. If you want
"2 see line and column numbers you will need to switch the "Status”

1e on by pressing Fuere] .
-old down key and press (*_J.

i - -




DT T S = 0 o S S 171 == o
B e Firs ime + hove ever used o computer ]

thic iz the zecond line of the First document 1 have ever uritten on a
camput er

Type in the letter p. | or ¢ then the number, for example fo go 1o
page 2 typs: p2.

The Go To command is also avdilable at the Editing Menu.

Status Line

The line across the top of the screen when you are typing a ‘
document is called the status line. Your Notepad has two types of

status line, a simple one for beginners and a more detailed one for
advanced users,

Hold down and press (¢ & to switch on the status line.

Line co'lurll'm Right Justified Word Wrap

[ 7 T ]~ e

| seanm to Be ge ing good o 15 Fo i _—
i hove noticed there are ng capital letters in my sentences T
THIS LINE IS ALL IN UPPER CASE ) e

Mow I am gefting quite good on this Hotepoed —

CI{Caps Lock on) R {Recording Macro}

Word wrap and right justification can be switched on or off af the
[Funcrien) menu. Insert mode can be switched using £ &,

Page break

Page breaks will automatically occur at the position determined by
the poge layout. If you want fo force a page break before this
hold down £ and press (<. The page breck stored command
will be inserted into the document:




Page Layout

The way your Notepad ‘lays out” the text on the paper can be
altered by changing the "Layout' menu and inserting Ruler Lines.

The illustration below shows how the margins and ruler lines affect
the page layout.

' 17 Top Margin 3 Lines
! 1 | Hewder Wargin 2 Lines Header text

1
i
Side |
10 Speces!
f#-— - === o
1
i
r=l— +
1
' i
‘ i y
I mf::bla
Page - ]
Length - J' printing
66 Linea . et
E
i
1
i
i
p=—L: R

|
'
'
1
'
1
1
1
'
1
'
|
'

| JFoots Margin 2 Lines Footer bext
iimu-wauu

The text is printed immediately to the right of the side margin, To
centfralise the text on the page the R on the ruler line must be
correctly positioned.

To indent a paragraph inseft a ruter line with an L where the fext is
to start,
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Layout Menu

Use the Layout menu o alter the margins that will appear on the
printed page; hold down [t and press & 2:

!ﬂ#!}'ﬂ%l, Qvertyps or + + to change,
age leng lines!]

Top margin [lines)
Heoder margin {1ines]
Footer mardin {|ines}
Bottom margin (1ines]
Side merrgin (chars)
Line spacina {lines)

Use (i or to select the margin or other value you want to
change. delete the current vaiue using (=] then type in your new
value and press , change lione spacing using when
you have completed all the changes press =4 to return to the
editing screen.

Page Dimensions

The settings in this menu govern the length of the page on your
Notepad screen and should be compatible with the paper you
want to prnt on, if the settings are wrong the document may not
print onto paper in the correct position.

Page Length: This is expressed as the number of
lines on the page, there are 6
lines to an inch, so, for exampie,
Ad paper has 72 lines.

Top and Botom Margins: These are the blank areas at the
top and bottom of each page.
You may want to adjust these if,
for example, you are using
headed notepaper and need to
increase the tfop margin so
printing starts further down the

page.

It is important to note that many printers are physically unable fo
print on the top and bottom few lines of a single sheet of paper
and you must allow for this. For example, if your printer cannot print
on the top inch of papet, make the top margin at least 6 lines.
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Header and Footer Margins: The hedder and footer margins
are ignored if there is no header
or footer text 1o print. If you have
inserfed a header or focter make
sure you allow enough margin for
it.

Aligning Text using "Ruler Lines”

Ruler Lines enable you to align the text in different ways, for
example if you want to indent a paragraph (on the left or right) or
type a table of figures, create a Ruler Line setting left or right indents
and tab positions where you want them.

All the text after the ruler line wili conform to it.

Inserting a Ruler Line

To insert @ Ruler Line into a document simply type a "greater than”
symbol () af the start of a new line, type an “L" where you want
an indented left margin, exclamation marks (1) for tab positions and
an "R" where you want the line fo finish. Use hyphens between the
symbols, this is not essential but it does make the ruler line easy 1o
pick out on the screen. All the text affer the ruler line will conform
+o it until another ruler line is inserted. For example:

When you start a new document there is already a standard ruler
line set up like the one above, this will not be visible unless you
change "Show Ruler” to YES in the "Configure’ menu. Ruler lines are
-0t printed.

B ek e =+ e e m e b e e e a———————
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Wher you stort o new documert  there s already @ stondard ruter Ime
set up like the one cbove, this_ will not be V|s|ble wnless vou charnae

"Shiow Rufe-r“ ta YES in the ConFigure merw, Ruler linés are not

printed,.

o

S e | ———— | R

12 This gor-o?mg indentad on both sides, Text corn be

> inzerted fo he IeFt of  the mardin to emabie you to number .

3 the parageal P
OSSR R J— ot ; i
* 10]-’ Position the cursor on the outside rmr'ﬁln usmg the k.,
. cursor kews then preass the tab keu. tgpe the number then H
: : ~) press tab ond start tuping the paragraph i .
Lo 1b)# Aluays use tabs to align text — they make re—aoligrment i

* + egsjer uhen gou maks any chnnges and are essential For i

3 > tuping tables, For exomple!d !

L | 1 ! R !

3 s BoguettesSanduichoRol [ ! ]
> Cottage Cheese+ 1.30+ 1.182 0.9 7

+ Provercal+ 1.38% 1.10+ B.SB.J :

j Bacon & HAvocodo 1.68+ 1,328+ 1@

Y [ | mmmm | R
Hhen you_nant to revert to using the stondard ruler line hold douwn the
[Control]l keg and tuype "d". The standard ruler |ine is inserted.d

Deleting or Editing a Ruler Line

The Ruler Lines that you insert can be deleted or edited in the same: |
way as dll the other text. Move or insert more tab positions af any
time by inserting and deleting exclamation marks.

Using Tabs

Set tab positions on your ruler fine by typing exclamation marks (1)
then use the tab key (= __J) to move from one column to the next.

When using tabs it makes work a lot easier if %ou show the tab
characters on screen, to do this hold down 2=t and press B
fe get inte the Configure menus then press (o il you reach the

“View Options" menu.

to move, s&-n to Finish
] [

) Ho
)]
1
1

W!W Press «+ + to change, t
o printer codes?

Show spacss?

zzzfzd-
=X=]:=]-]=]

[

[
Show tobs ond returns? [ NHo
Show status inFormation? [ Ho
Show ruler ( Hcll

88




Move the cursor down to View tabs andireturns™ then use the:left
or right cursor 1o switch fo "Yes' then press (s,

L | ! ! Red
3 + Baguetta+Senduich*Rol 1
+ Cottege Cheesed 1. 38+ 1.18+ 3.9a
¥ Provenca |+ 1.3+ 1.18+ a3.98-
* Boacon & RAvocodod . 6O+ 1.38+ 1.184
Decimal Tabs

To automatically align figures at the decimal point, insert a decimal
tab position on a ruler line using a full stop (.}, for example:

Cottage.Chease 1.3@ 118 @.99

Provenca | 1.30 1.1@ 2.99

Bacon.é.Avocade 1.60 1.30 1.1@
Right Align Tab

If you don’t type in @ decimal point at a decimal tab the text will
be 'right aligned’. To align text against the right margin use the tab
key to position the cursor at the end of the line then type and press
return, for example:

+ Amstred

> 3 > =
E e + * Box 1931
¥ ES + + BRENTLIOODH
2 > = - Essex CH14 4ER
a

Find and Replace

when you want to find o particular word, or piece of text within a
document you can use Find. To find the word or text and replace
it with different text use Replace.

W
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To use "Find" hold down and press (£ ), type in the word or
text to find and press (2. To find and "Replace* hold down [um=t°r]
and press G-, type in the text to find press ] type the
replacement text and press ().

The following characters and the prinfer control codes cannot be
entered directly into the fext to find or replace but you can enter
them using an exclamation mark as follows:

Printer control code lletter
question mark 1?
exclamation mark I
hard return I
soft hyphen : -

non-break hyphen o I_
non-treak space _ | space
search for specified code Inumber

Wildcards - a question mark (?) can be used to represent any singte
character except for @ 4 and you can use an unlimited number
of wildcards. So, for example. fo find all the occurrences of
‘recognize’ and ‘recognise’ you should type in ‘recogni?e’ as the
text to find.

When you have entered the text you can press return for a simple
search forwards from the cumrrent cursor position to the first
occurrence, ignoring the case of lefters and finding the text even
if it occurs as port of a longer word and asking for confirmation
before replacing a piece of text.

You can select one or more of the search options. The options are:

G - global: Search the whole document from the start
regardless of where the cursor was when
selecting "Find".

C - match case: Only find occurrences where upper and
lower case matches with the text you have
entered.

B Search backwards from the cursor p’osiﬂon‘

to the start of the document.

w _ Only search for whole words.




A - Find/find and replace’ all occurrences @
' the end of the document, the total number
of occurrences/replacements is given on
screen when finished.

n- o Find the nth occurrence of a piece of text,
Type any number up tc 255.

Using Find

Once you have typed the text and selected the options. if any. you
are returned to the document and the cursor will be on the first
occurrence. To find the next occurrence hold down £ and press
., to search back for the previous occurrence hold down

and press & . If not found a message  "sxxx not found' will
appear on the status line and you will hear a beep.

Using Replace

The cursor wili be positioned on the first character of the first
occurrence of the text to find and a messages, Replace text y for
yes n for no? will be disployed. Press [..] to replace the text and
move on to the next occurrence, Press to move onto the next
occurrence. To finish finding and replacing press =)
Examples:

To find all occurrences of the word "text” in lower case only, sfdrﬂng
at the cursor position:

Find: text
Options: Cw

To convert all occurences of "plic” or "Pic* fo PLC, confirming each
replacement:

Find: _ plc

Replace with: ' PLC
Options: GW .



To find the 12th 8 lotter word:

Find: 297777
QOptions: ' WGE12
Macros

What is a Macro? o

A macro is a sequence of keystrokes stored together so they can
be reproduced by using just two keys. So, as a simple example,
you can save a frequently used phrase to save yourself having to
re-type it every time. At a more advanced level you can use
Macros to execute commands or to quickly insert a "Special
Character' into your document.

A few macros are already on your Notepad; for exampie 