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WETCOME TO MINI OFFICE II
MlNl OFFICE ll provides the six most essential pieces of business software in a
singls, user-triendly, integrated package.

These elements are:
O A powerful Word Proc€ssor,
a A comprehensive Database.
a A sophisticated Spreadsheet.
a An effective Graphics system.
a An easy-to-use Communications system.
a A useful Label printing program.
Also included are utilities to convert files

produced by the original Mini Office package to a
format acceptable to the much more advanced
Mini Office ll.

Each of the six modules performs a series ot specific tasks. What follows in these
pages is advic€ on how to choose the module that is most suitable for the task you
need to carry out, how to us€ the chosen module so that it gives you the grearesr
long-term benefit, and how to use the data entered in one of the modules of lvlini
Office ll from within another of the modules in the package.

WHATDOES EACH MODULE
OF MINI OFFICE II DO?
AN oflice is required to carry out I wide number of tasks if it is ro handle €fficienlly
all the administrative tasks that are demanded of it. The remainder of this openrng
section describes the basic function of each module of Mini Oftice ll in order to help
you determine which is best suited to the task vou wish to oerform.

WORD PROCESSING
PERHAPS the most commcn administrative task, and almost cenainlv the most
time-consuming, is that of producing correspondence, memos, repons, exercrses,
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texts and so on. These may b€ shon or long, simple or complex, "ono ofli rt
repetitive. lt is really unimponant which of these classifications your writing l{lli
into. What is essential is that it expr€sses your thoughts precisely and briofly, li
grammatically correct. has no spelling errors, and is clearly and attractively lsid oUt

No-one, no matter how talented, willproduce even a short piece of writing whl0ll
completely fulfils all four requirements at the first attempt. A Word Processor is tho
only tool available at present which allows a writer to modifv his t€xi without
constantly copying, erasing and/or redraughting his words. using the powor ot tho
computer to store, manipulate and display data, the author can modify or corrocl hlg
initial creation until h€ is completely satisfied it fulfils his needs.

All you require to transform a dull, error-ridden piece oi prose into an attractivo,
concise, expressive document is to learn the Word Processor's few, srmpre
commands.

DATABASE
THE next task an office needs to perform at regular intervals is filing. The uso ol
steel cabinets or box files can never be completely satislactory, becaus€ th€ item
tiled can only be retrieved from a single place.

lmagine you receive an order for l0 of your products from ABC Ltd on Janusry
1 2, 1986. Using an ordinary filing cabinet does the order get filed under Customor,
Product, Date ot Order, or all three ? Whatever you file it under there will be trequont
occasions when people will look under the wrong heading to find it, like lookinfl
under Product when the order was in the Customer folder. The simple act of
removing the order to look at it will increase the risk of mislaying it. or returning il lo
the wrong place, such as into a Date folder. You could of course file multipl6 copios
but it will cost a fonune in copying costs, prove increasingly bulky as time passoti
and also treble the risk of misplacing the documents on return to the filing cabinot.

The benefits of a Database are legion. The most important are:
a A single record - the computer equivalent of a single document in the stool
cabinet - may be found by reference to any or all of the categories above: Customor,
Product or Date of Order.



a Studying the contents of any part of the file does not require removal of any
record from the file, thus ensuring that data cannot be "lost".
a Ther€ is no reason why retrieval of the records need not be achieved using
turth€r classifications at no extra cost, such as Sales Representative responsible fo.
the Order, Valua of Order, Required Delivery Date and so on.
a Rscords in th€ file can be sorted in a wide variety of different orders, prior to
listing on th. printer or pr€senting on ths scre€n.

SPREADSHEET
OFFICES need to carry out a large numbe. of calculations. Most ol these are highly
r€petitive and yet subject to frequent and random changes. This is particularly tru€
when planning for the future, as in setting targets or organising budgets. Suppli€rs'
prices, interest rates, discounts, sales volumas and so on are all unpredictable,
which means that every permutation of possible svents must be considered in order
that a profit will be produc€d at the end of lhe year. Even in simpler circumstances
cafculations can be vitaf, such as: How much can a c cket club afford to spend on
new equipment if the membeGhip rises to 35 and the fees arc... "

The Sproadsheet can be used in every case where tabular information needs
computing. The format is a table of figures - call€d a matrix - and it can be as large
or as small as your requirement demands. lt m8y contain any number of rows,
identified by letters, and any number of columns, idenlified by numbers. Once the
overall size has been determined, each c€ll of the matrix - a cell is where a row and
column intersect - can have entered into it a numb€r (such as 3,47). text (such 8s
PRICVITEM), or formula (such as D3 + D5).

When you have created you, matrix the Spreadsheet is commanded to calculate
the figures and the formulae will produce the required results. Racalculation with a

completely diff€renl set of numbers in any cell takes iust a matter of moments,
since all that is n€eded is to change the numb€rs and requesl a recalculation. Even
people with no programming €xpsrience and only the most elementary
mathematical ability can quickly and €8sily set up sophisticated calculations.
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GRAPHICS
WH ILE the Spreadsheet is an exceptionally efficient way of handling large volumsE
ol reDetitive calculations, it does have one serious drawback. This is thal lho
average person can sutfer arithmetic indigestion when confronted by a large tabls
ol numbers. lndividual figures are never a problem, and only very rarely does a list of
figores present any difficulty. lt is when trying to detect relalionships and trends In

the table that the interpretation of the results becomes al best a chore and at worst
oroblematic.

lr is for this reason that Mini Office ll features a powerful Graphics modulo. l(
takes figures that have been typed in directly or which have been previously savod

using the Spreadsheet, and redisplays them as a series of graphs or diagrams, in

order that the situation demonstrated by the many calculations can be bottsr
understood.

COMMUNICATIONS
THE on-going information revolution makes communications software a vilal
ingredient of any business software package.

For the first time. lVini Office ll Communications makes contact with powerful

on-line databases a matter of a few simple keystrokes. We've taken all tho
mumbo-jumbo out of communications and left You all its power and excitemsnl

LABEL PRINTING
LABEL printing is ideally suit€d for computerisation, either the printing of individLrdl

text for addresses, or multiple printing of labels bearing the same intormation Both
these can be performed simply and speedily by Mini Otfice ll

You can print as many labels as you require in one operation, and they can b€ ol
any shape or saze.
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RUNNING MINI OFFICE II
NOW that the six elements of Mini Office ll have been introduced and you are
familiar with the use you will be able to put them to, this handbook will explain each
of them in detail.

The first stage is obviously getting llini Otfice ll up and running. Tape or disc, this
could not be easier.

Mini Office ll on tape:
a Place the MiniOffice ll cassette in the player.
a Tvpe: RUN "WORD" for the Word PrccessoL ..

RU N'DATABASE" fot the D atabase. ....
RU N "SPREAD" for the Sprcadsheet. ....
RUN "GRAPH" for the Grcphics package.
RUN "COMMS" fot the Comms package.
RUN "UBELS" tot the LabelD nteL .....

I ",",
side 2

appear once appropriateThe stan menu ot the you
section of the tape has been loaded.

Mi i Office ll on di!c:
a Place the MiniOffice ll disc in the disc d ve.
a Reset the computet and type RUN "OFFICE".
a Select the rcouhed frcm the menu.

Note that files and data cannot be saved to lhe Mini Office ll disc. A separate
formatted disc is required for this. Also the lVini Office ll disc has been prolected
against illegal copying, so it is not possible to make a backup copy.

ABOUTTHE MENUS
M lN I OFFICE ll is operated through the use of menus - lists of options trom which
you choose as follows:

a Move the pointer to the option you wish to highlight
by means of the curcor keys.

a Make you selection by prcssing the Ente Copv key.
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In some cases another menu will be presented b€tore ths action you roqeosto(l lt
carried out. This menu selection procedure allows you to perform compl€x octlvltlor
without needing to know anything about the internal workings ot the computsr. Thi,
options presented will be expressed in terms you are tamiliar with, such ss PFINT
TEXT or SAVE TEXT. Having made your choice, you will be intormed on the scroon
when the task has been completed. lf lhe option you require is irreversiblo, you wlll
be asked to confirm your choice by pressing Y for YES or N tor NO.

In most cases, while the menu is on the screen you will be able to directly accoBB
the Amstrad's Resident System Extensions (RSX) by using the I command such
as using ;ERA to remove a file.

Menu selection is an extremely simple and safe way ot performing your tasks.
Therefore feel tree to experiment. This is the quickest way to learn aboul th€ lorgo
number of tacilities contained in the Mini Office ll package. Rest assured thal thoro
is nothing you can do to harm the software. lf you make an impossible request of
lVini Office ll, you will be told and no action will take place - other than a monu
being presented to allow you to choose again.

At any time while you're using Mini Office ll, pressing Esc willtake you back to
the previous menu.

For saf€ty s sake, save your files at least twice and store the copies in separolo
places. Also note that when you save data it is a file and not a program thst you
have saved. Therefore it has to be loaded via the appropriate LOAD option from a
lvlini Office ll menu. lt will NOT work if vou attemot to RUN it.

SUITABLE PAINTERS
THE "Epson standard" is about the nearest the computer industry has como to
devising a common standard for p.inters. lf your printer is an Amstrad OMP 1, an
Epson or Epson-compatible type then the printing functions for all the Mini Oftics ll
packages should work satisfactorily, provided you have selected the appropriole
printer type. (Note that some Amstrad printers are Epson-compatible and for th€so
the Epson setting should be used.)

The serial printer setting is designed for the serial 8O56 printer and interfaco
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supplied by Dixons. This printer does not support a bit image mode, so double
height characters and graphics dumps are not possible.

Other printers should print normal text on one ot the settings, but may not be
capable ol graphics and double height characters.

CONVERTING FI LES
ON the same tape or disc as Mini Office ll there is a utility allowing files created with
the original Mini Office to be converted to the new formats. Simply enter:

RUN ''CONVEFT"

Once the program has been loaded, by following the on-screen prompts, your
files will be converted.

Whil..vcry atton ia rn da lo a u?. tb lccul*y of tha prcgarra and nrnu.l, wa
crnnot.cc.pi ?.tpon.ablllty tor.ny lmp.rt cdonr in th. Prce]|mt. m.null ot ornpot. Ou?
poticy b on€ of codinuou. lmpnovam.m and w. taaawa tha rlght to clrang. anY Pan of
Mini Otfic. ll.
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Mini Office ll Word Proceraor
INTRODUCTION

AFTER lalecting the Word Procerlor You will be P.olontod wlth tha
options shown bolow. Thelo will allow You to choo.a tho typr of lctlvlty
you wirh tho Word P.oco$o. to po]{o]m. Msny ot therc op$ont h.v.
!upplomontary manu! within thom to gnablc moro dotrilad aclcctiontto ba
made.

EDIT TEXT: While using the Word Processor you will spend most time within this
option, since this is where you type in or modify the text This is deslt with in

detail later.

PRINT TEXT: This takes you to a menu where you can decide to print out your

text as it stands or to change its layout

CLEAR TEXT: This option should only be used
when you have completely finished working on
your text and have either printed it out or saved
it for future use. lt wipes all the text space
completely clear, ready for a new document.
Use it with care.

SEARCH & REPIACE: Anyone who has ever
done any writing will recall the horror ot finding
a consistent spelling error throughoul a long piece ot text, such as writing
McKay instead of MacKay in the minutes of a meeting. This option lets you mako
repeated corrections, without having to hunt tor every single occurrence ot lhQ

incorrect word. On selecting it, the question "Search & replace all occurrencosT"
appears. Pressing Y will automatically replace all occurrences of the sesrch
string (including any spaces, commas and so on) with the replacement string
Pressing N will find each occurrence ot the search string in turn lindicated by tho
cursor) but will only replace it it Y is pressed, leaving it unchanged if N is pressed
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With a search string consisting of several words, not all occurrences may
necessarily be found. This is due to soft spaces - which can be thought of as
padding spaces - being introduced during formatting or because the phrase is
splat over two lines. Soft spaces can be removed by doing a justify left on the
whole text.

lf a replacement string is not defined - that is, Enter is pressed without any
characters being typed in - Edit mode is €ntered with the cursor on rne nexl
occurrence of the string. Successive occurrences can be then found using
Carr+S (see later). Finding all occurrences of a panicular word or phrase without
changing them is a useful way ot compiling an index.

Note thatsearching always begins from the present cursor position. To searcn
through the whole text, press Ctrr+, in Edit mode first.

CATALOGUE: Displays a list of the files, both texr and programs, rhat are presenr
on your disc or tape. You tend to use this option belore giving a name to a text tile
you want to load.

AO CHARACTER MODE: This option sets the scr€en width ar 20,40 or 80
characters. When in 40 or 80 character mode letters appear normal size. They
appear double size in 20 character mode. The latter is very helpful for young
children or people whose sighr is impaired.

You cycle round the three screen widths by repeatedly pressing Enter. lftext is
already in memory the mode cannot be changed, so be sure to choose the
required mode before starting. See PRINTING TEXT.

MERGE TEXT: Text from tape or disc is put into the computer's memory at the
end of the text already there, to form a single piece. This can be particularlv useful
when working on long documents. A series of MERGE TEXT operations. plus
some deletions and insertions, can produce lengthy texts very quickly, merely by
patching together previously stored material. However the total length of the text
you wish to merge must not be greater than the lree memory available and the
lexts to be merged should be stored in MlNl OFFICE ll format.
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SAVE TEXT: This stores text on tape or disc without destroying the toxl ||l
memory. lt is strongly recommended that you save your text regularly. Thie will
ensure that if by an untonunate circumstance you lose text from memory au(:ll
as il there is a power cut - lhere will always be a relativelv recent v€rsro
available for recovery. At worst only a few minutes work will hav€ been loal.

When you select this option you'll be given a choice as to how you savo tilos:
in Mini Office ll format or as an Asciifile. l\4ini Office ll is the one you'll use almost
always. lt simply saves texi in a way that lets it be read back into Mini Otfic€ ll
wilh rhe LOAO TEXT option: When you reload files this way rhey appear oxactly
as you've typed them - wilh all your embedded commands and so on. This
shoulo suftice for most of your needs. The second option - saving it as an Ascii
tile - has a rather more specialist use. This saves the file, but only the actuol
alphanumeric characters - lhe l€tters and numbers - and not embeddod
commands. You would use an Ascii lile for sending your text to another computor
via a modem. Most communications packages, including lvlini Office ll, prolor
straightforward Ascii files.

It is possible to save iust a section of text, When the text contains morkore,
you are asked if you wish to save just the marked section. Pressing Y savos onry
this section; pressing N saves the whole text.

LOAD TEXT: You use this option to load into your micro's memory, text lhat hos
been previously stored on disc or tape in l\4ini Office ll lormat, This operalion will
overwrite any text already in memory. Belore using it you should 6nsure you hovo
linished all your curent work and eiiher printed it out or used the SAVE TEXI
option. You should also make sure that the character mode and the numbor ol
characters per line are set to the values used when the text was sav€d.

SELECT MOUSE: Owners of the AMX Mouse will know rhat using rhis ti k,
gadg€t will make the operation of moving around the screen much simplor !rvl
quicker. This option switches control of the cursor from the cursor kevs to tllt'
Mouse.
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Mf Nf OFFfCE ll MENU (disc veEion)

EXIT PROG BAM (tape vetsion):Thisis the only route out of the Word Processor.
It is used when you have completed all your letters or documents and wish to
work with another of rhe Mini Office ll programs such as the Spreadsheet.

fhis section is intended to give you a bief indication of the puryose of the
various options available to you in the Mini Office ll Word Processor. ln the next
section you will be given morc detailed advice on how they can be used,

EDITING TEXT
IMMEDIATELY after you select EDIT TEXT the top of the jcrcen witt display the
following header if you arc in 80 column mode:

This screen header, as it is known. is shown constantly while you're editing rexr.

Time

nnnnWor&
nnnnn Froe
Cha''ctert

Shows the hours, minutes and seconds that have €lsosed
while in editing mode for the present text. The time is saved
and loaded along with rhe rext in the SAVE TEXT and LOAD
TEXToptions and is res€t by clearing text.
Shows the number of words so far entereo.
Shows how much space is still availabls in the computer's
memory for turther text insertion. lf EDIT TEXT is the first
option chosen after entering the Word Processor this shows
the maximum possible number of characters available in vour
computer. After LOAD TEXT, this figure will be feduced by the
amount of text transferred from cassett€ or disc. As you type
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in your text you will see this value steadily decreasing
tnsa't/ fefi can be entered in two ways, or modes - lnsorl or

Ov*wri'€ Overwrite. We ll go into what this means later. Suttice it to
sav that this oart of the header shows which mode w€ ro in
On selecting EDIT TEXT for rhe first time you'll b€ in Insorl
mode. In 20 character mode, an I or an O indicat€s whothor
vou are in lnsert or Overwrite mode.

Caps Lock This indicates the state ofthe Caps Lock key.
Shift Lock This indicates the state of the Shift Lock key. This is togglsd

by pressing Ctl+ Caps lock.

ln 20 and 40 charactet modes, Caps Lock on is indicated by a C and Shitt Lock on
by an S.

The start and end ot the text are marked appropriately with START and EN D. Ol
course, if your text is of any signiticant length either or both of these may not bo on
screen at a panicular time.

Once in EOIT MODE you can treat the micro as an electronic typewriter. You can
use all the normal 'typewriter' keys - the letters, numbers and punctuation marks
plus the arrow keys to move around the text and the Clr and Del keys to removo
unwanted characters. Bul there are also a number of other operations that can bo
carried out using two keys at the same time. These will be explained in the lollowing
pages. In order to identify what is available and what they do you can call up I
complete list of them at any time by pressing the Ctrl key and ? together.

The embedded commands will be left until we reach the section on PRINTING
TEXT, since they control the printer operations. What we shall describe here ars tho
functions that require you to use the Ctrl key. In order to make the explanations
easier to understand, they will be presented in groups which do not follow the samo
sequence in which they appear on the computer screen, but rather reflect the facl
that they carry out similar operations.

Before we can demonstrate their uses, we need to return to the text screen its€ll.



Pressing any key trom the Help Page immediately takes you back there.
Most of the commands require pressing Ctrl and another key simultaneously.

This will be indicated throughout the rest of this guide as Ctrl + a, where a rs rne
key to be pressed. (Note that on the Help scrcen Cttt is shown by the symbot t),
CHANGING COLOURS: You may wish to change the colours on your scr€en.

This is how you do it:
Ctr, + t Changes the colour of the background.
Car, + 2 Chang€s the colour of the text.
Car, + 3 Changes the colour of the border,

Repeating these key presses cycles the colours through the complete range
available. Occasionally the text will be vinually invisible and at times even
disappear, since rhe background will be the same colour as the text itself, gut
there is no need to worry. The text will still be in memory, even though you
cannot see it, Stop cycling through the colours when you have found the mixture
that suits you best.

CHAIiIGIIIG MODES: Word processing can be carried out in several difterent
modes, which result in different automatic operations taking place as you enter
or modify the text. The actual mode being used will always appear on th€ top line
of the text editing screen. This is what they do:

Ct + I (for lnsen), This makes room for each new character as it is €ntered
and is a particularly useful mode when modifying a passage somswnere In
the middle of the text. When you are in this mode a new line mav be
automatically insened to accommodat€ text being pushed off the snd of the
current line, thereby ensuring that you do not inadvenentlv ov€rwnre
previor.rslv written text,
Ctfl + O (for Ovetwite), This causes previouslv €ntered t€xt to be
overwritten by the new characters being entered, This comes in ussfrJr wnen
you are creating a table and wish to change what is in a paniculor cotumn
without wrecking the alignment of the whole matrix. When the end of a line is
reached, a blank line is inserted tor any more characters to be typed into
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preventing Sccidental erasure of the next line.
Cut + A lforAuto-folDatlr9,/. This toggles between ON and OFF whon ON
(indicated by an A for Auto-format in the scr€en header) it iustifies the toxl
automaticallv. Spaces are jnserted between worcls where necessary lo sllgn
both the left and right margins.

The mode you select will determine the basic operation of the Word PrccessoL as

wetlds the took of your text,The following operations willpemit you tofind Youl
way through the text, fufther define the appearance ofyourtex:. and also permit
morc specific cotections.

MOvl IIG ROUN D THE TEXT: When vou wish to move only a few lin€s up 8nd

down the text, or from left to right along a line, you will use the arrow keys (8lso

known as the cursor keys). Howeverthere are simple ways of taking gisnl strid€s
through a lengthy piece of text.

Ctrt + E llor End of textl. Places the cursor at the last character ol the text
Ctrl + I (fot Beginning of text). Places the cursor at the tirst character ol tho
Text,
Ctt + > (for Right). Places the cursor at the lar right of the line.
Cttt + < (fot Left). Places the cursor at the tar left of the line.
Ctrt + H (for Homel Places the cursor at the character that is at the top left ol
the screen. This location is called the cursor's home position.

Ctr! + F (fot Foo , Places the cursor at the bottom left of th€ screen This
lgcation is called the foot of the screen. Depending on the length of ths toxl
and where in it you are currently working, this position may not always havo a

character in it. lf the end of text is displaved, lhe cursor is moved clown to th€
last full line of text.

USI NG THE SH I FT KEY: There are a turther series of actions You can perform in

order to move the cursor rapidly to the required character. This time you have to
press the Shift key together with one ot the arpw keys:

Shift + < Moves the cursor to the end of the previous word
Shift + > Moves the cursor to the start of the next word
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Srrrlt + a Moves the cursor up a page.
St'/t + { Moves the cursor down a page except when n€ar the end of text
Using the wide variety ol actions available for linding your way through the

text means you can swiftly and accurately position the cursor anywher€ you like.
MANIPULATItIG SHORT PIECEa OF TEXT: Most word proc€ssing requires

little more than using the typewrit€r keys most people ar€ tamilisr with plus lh€
Clr and Del keys for deletion of individual characters. But thers are a number of
other ways of simplifying text revision, from correcting minor errors to making
maior changes in lengthy documents. For example you can use:

Shift + Del, Deleles a complete word. The word deleted is the one und€rthe
cursor or to the left ol the cursor if the cursor is on a spaco. All spaces to the
right ofthe deleted word ars also deleted and the gap created closed up. lfthe
cu6or is on a carriage return, this command simply deletes the cErriage
return,
Ct + L lfot Line). lnsens a blank lin€ by moving all the text ai and below the
cu6or down one line, This is useful lor spacing text or making room to add
text in the middle of a passage.
Ctrl + R lfor Bubou . Oeleles the complete line on which the cursor is
ptaceo.
Cat + G (tot Gapd. After inserting new lines there may be hol€s in the text
when the passages you have entered are not exactly a full line in length. This
action removes lhose gaps in the paragraph containing the cu.sor. Th€ cursor
should be placed at the ond of the paragraph for offective operation. Single
line paragraphs are normally unaffected by this operation.
Ct + S (tor Search). Scans lhe text trom the cursor position onwards until it
finds the n€xt occu.rence of the word or characier last us€d in th€ Search &
Replace option from the Word Processor menu.

MANIPULATI G LottlG PIECES OF TEXT: The last five actions are useful tor
ths minor changes which may be required. But there 8re seven more that will
help you carry out major re-structuring. They are particularly useful afl€r using
the M ERGE TEXT option. With these opsrations whole sections - callsd blocks -
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ot text can be re-organised.
Ctt + n (bt Markel/, Before you can begin to manipulate a block of text you
need to detine where it sians and ends. Place the cu.sor at the b€ginning ol
tho block and press Ct + tt. The position is marked by a square symbol in
the left hand margin. Then reposition the cursor to the end ol th€ block ond
press Ctr, + /lt again, marking the end of the block wirh anothsr symbol.
Oefined blocks can only include whole lines. The block stans at th€ boginning
of the line on which the tirst marker is plac€d, and finishes at the end ol lho
lin€ on which the second marker is placed. This means thar if you placa both
markers on the same line and press Ctrr+Dcr. th€ whole line will be d€lstsd.
This has been done to avoid the disruption of already formatted tgrt when on
adjacent block is deleled, copied or moved. Using whole lines ensures rhol
other sections of texl simply move up or down while retaining their layout.

lf the first marker needs to be positioned pan way along a lin€, press
Return/EntEr (while in insert mode) at the required position and place rh€
marker. (The required position is now at the beginning of a line.) Similsrly s
second marker can b€ plac6d at the cursor position in a line by plscing the
marker and moving the cursor one character to the right and prsssing
Returry'Enter while in insert mode. After the required block op€rarron nas
been p€rlormed, the insened carriage returns can be deleted and either s C.'
+ G or a Ct t + J will rearrange lhe text as b€for€.

You can work on th€ text between the marksr symbols in six diff€rent wsys:
Ccr, + 06, Deletes everything within the block.
Ctl + Copy lnse'l.s an exact copy of the marked block ot text into rho lino
immediately above the one on which the cursor is positioned. Ensure that tho
passage to be copied is not too large to tit in the Free Memory.
Ctr, + Stiitt Transters or moves the marked block to the line immedist€ly
above the one on which the cursor is located. (This is like doing a Cal + Copy
but th€n deleting the original block.l
Ct, + 'l Converts every letter in the marked block to upper case.
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Ctr, + .t Converts every letter in the marked block to lower case.
Ctl + Clr Clears the markers.

OTHER TEXT OPERATIONS: We have now explained most of the actions
available from within the EDIT TEXT option. These will provide you with
immense flexibility in laying out your documents attractively and correctly.
Nevertheless there are some further functions you can use. These either make
life easier when spending lengthy periods at the terminal, provide information or
further enhance the layout of the text. They are:

Ct + K (fot Klick). Many people, particularly touch typists, prefer to nave I
positive indication that what they have entered on the keyboard has been
transferred into lhe computer's memory. This action is a toggle which when
set ON produces a click each time a key is pressed. Press again lor OFF.
Ctrl + C lfor Centre). This outs in the centre of the line a word or seouence of
words typed in. Enter the text - such as a heading - and simply press Ctrr+C
and the text will be centred.
Ctrl + W (fot Word). This is to help you if you wish to use the same long word
several times in a piece of text. Press Ctl+ W while in Edit mode and vou will
see the prompt: "Enter Whole Word:" Type in the word and press Enter. Next
time you want to use the word, all you have to do is type ihe first two letters of
the word, and then press the Copy key. All being well the rest of the word will
be entered for you. The word store will hold about 50 reasonably long words.
lf two words are stored staning with the same two letters, only the tirst word
ts useo.
Ctrl + J (fot Justificatlon,/. Aligns the left or right hand edges of the page - or
both at the same time. You are prompted to say whether you prefer L (for
Left), R (tor Rightl or B (to. Both). This operation only atfects text sfter the
cursor position. lf you wish ro justify all the text, press Ctrr+8 followed by
C.'l+,t. (See also Ctl+A.l
Ctl+P (for Paragrapl,/. This formats in a similar way as doing a justify both,
except that it operates on a single paragraph. The cursor should be placed at
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the end of the paragrsph being justified. A paragraph is terminatod by o
carriage return or if the following line begins with a hsrd space.
Ctrr+Z This causes typed spaces (hard spac€s) to be visible on the screen as
a dot. with spaces gen€rated by the computer (soft spaces) remaining bl8nk.
It is often usetul to be able to distinguish betwegn soft and hard sDscos.
especially after iustilication or formatting since th€ computer inserts soft
spaces between words. Pressing Cd+Z once more makes alt spaces
invisible again.
Ctrr+X. This csuses Carriage Returns to be visible on the scrs€n shown as a
<r. Carriage Returns indicate the end of pa.agraphs, and are imponant dunng
justification 8nd formatting. pressing Ctrr+X again renders rhem invisibt;
agaln.
Cttl+f (fot Typing speed,/. This calculates the average typing speed in words
per minute fot the present text.

RETURltllIlG TO THE WORD PROCESS IG ME]IU: Ar anv time within
EDIT TEXT you can return to the Word processor Main Menu by pressing Esc.
The text you've €nrered won t be lost. you can return to it by choosing EDIT TEXT
ffom the Main Menu.

PRINTIlTG TEXT
ONCE the text has been prcpared you may wish to pint it out. Setecting pRtNT
TEXT frcm the Main Options menu will Nesent you with a menu which wiligive you
three funher options:
PRI NT TEXT: This sends the text to th€ printer while retaining it in memory. lf t€xl

is marked, you will be asked if you wish to print just the marked text. pressing y
will print one copy of th€ text between the markers. lf you are using normsl sazod
characters you will be asked how many copies you require. press Enter ano rns
computer will assume you only require one copy and start prinUno rr
immediately. lf you want more than one enter the number vou reouire. "
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SPOOL TEXT: This urilises rhe multi-tasking
capabilities ot your Amstrad to print the text in
memory while allowing you to enter or edit
another document at ths same time. lt is
obviously necessary for the text being spooled
to remain in memory until printed so that the
computer knows what to send to the printer.
When you choose the SPOOL TEXT option if the
text contains markers you will be asked whether
you wish to spool just the marked section. The text to be sDooled is then
relocated to the top of the text storage area, thus freeing memory for the user ro
enter oredit a different document. Obviously, the amount of memorv leftfree will
depend on the size of the original file. For largor documents it may not be
wonhwhile spooling since the amount of tree memory will be too small to be
useful. When the spooling has started you can stan entering a new document or
even load in a partially complete file and edit it as normal.

Remember that spooling erases the text as it prints it, so save befor€ spooling
or all will be lost. Even if vou will not require the text after it is orinted it would still
be prudent to save it in case of a paper jam or power failure.

The spool routine does have some limitations. To allow it to oroceed at a
reasonable speed, it does as liltle processing as possible, The text is assumed to
have been produced in 80 character mode and is simply printed as it appeared on
the screen when editing. All embedded commands and control screen
parameters such as top and bottom spaces. are ignored. For most documents,
especjally letters, these restrictions are not very signiticant since the text can
easily and quickly be formatted on screen betore spooling. In addition, printouts
which utilise the database integration routine may not be spooled.

When entering text which you intend to spool you may find ir particularly
convenlent to use Ctrr+4 since lhis produces readv-formatted text with a
minimum of time and effort.
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AAANDON SPOOLING; This stops the spooling and clears the text that wos
being spooled,

RETURN TO MAIN ME U: This takes you back to the Word Processor menu.
You use this when you have finished printing, or as a "get-out" il the wrong
se,€ction had been made in the orevious menu.

EXAMINE DISPLAY OPTIO S: Before you stan printing out the text you may
need to change some of the instructions you have given the computer, such as
the number of lines on a page, the positioning of the titles, and so on. This option
allows you to examine and change these by using the I t keys to work through
this thr€e-page menu until you find the one you wish to alter. To make a change
you either key in the relevant number or press Enter in order to alternat€, or
toggle, between YES and NO.

These options are prcsented as a sequence of three screens ol contrcl
parameters:
a The tirst screen allows you to determine the general layout of the printed
document. What vou see when vou first look at this screen are the default values
- the on€s lhat will be used if you do not change anything. The numb€rs in
brackets show the possible range.

Linea pef paga: Shows the number of lines that make up one whole sh€et of
pap€r. Fan-fold paper usually accommodates 66 lines per page. lt can be sny
tigure between tO and 99.
C haracbrtline: Shows the maximum
number ot characters - including
soac€s belween words - that will be
printed on a line. This figure can only be
changed if there is no text in memory, so
ensur€ that this is at the desired value
before you start. The body of the texr rs

centred, making the left and right margins
equal, so an odd number of charScters p€r
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line is not possible.
Line sFcing: Shows the number of line teeds that will be issued from the
computer to the printer at the end of each line. The effect of a line feed is to
start printing on the line below. So for double spacing simply change 1 to 2.
You can choose any figure between t and tO. Line spacing only affects the
spacing of tho text. Headers and footers are unaffected, as are their oositions
and the top and bottom spaces.
Top spce: Shows the number of blank lines that will be left between tne
tirst line of text and the top of the sheet of paper - or its p€rtorations if it is
fan-fold Daoer.
Header position: Shows lhe line number trom the top of the page on which
the lext heading will start. A value of zero causes any header to be ignored. A
header can be several lines long, but is truncated if insufficient print lines are
allocated within the too soace.
Bottom spce: Shows the number of blank lines to be left between the last
line of the text and the bottom of th€ sheet of paper.
Footer position: Shows the line number within the bottom spac€ on which
the looter will stan, A value of zero causes any footer to be ignored. A footer
can be several lines long, but is truncated if insufficient print lin€s are left ar
the bottom of the page.
More options: Takes you to the next paqe of the Display Options men_.

The ranges for top and bottom spaces and for
footer and header posilions are dependent on
each other and the lines per page chosen. These
ranges are continually updated, lf any of the
existing values lie outside these updated ranges
iollowing the entry of a new value, then these
existing values are set to zero.

a The second page of options delines the Tab
settings. Therc are eight in all. You can change
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them to any figure up to a value ot 80. Their
order of entry is unimDortant as the
program will use them in the correct order.
a The third, and final page ot oprions a ows
you to further tailor the Drinted document to
your requirements. Some ol the instructions
that follow may not work on cenain printers.
Your printer manual should lell you which are
possible on your printer.

Double height clld,r.c|€,r'; Can ontv be
used if your printer is capable ol bit image
prinling. Double height printing does not lake into account embedle(l
commands, headers, footers and top and botom spaces, and can only Do
used from the 20 character mode.

Doubre width characters: Can only be used if your printer is capabte or
producing characters which occupy two spaces of print. This option does nor
operate from the 80 character mooe.

Paged mode: You can use eilher single sheet or conlinuous stationory
Toggling YES will make the printer srop at the end oI each page to a ow rhe
new sheet to be ted in.

Epson/DMP, /Se"i.l Prrlrtar.. Pressing Enter cyctes through lhe rhro(,
printer types shown.
The printed document will appear exactly as it app€ars on lhe screen in E(lit
mode (unless embedded commands are employed). So belore prinlinU,
ensure that the text looks as you wish it to be printed by doing justification
and formatting as required. lt is also advisable to reset your prinrer, by
switching it off and on again befoie starting to print to ensure it is not set to un
odd configuration.



EMBEDDED COMMANDS
EM BE DDE D Commands are instructions to the printer that you type in along wtrn
your ordinary text in order, for instance, to torce a new page. So that th€ Word
Processor does not confuse these instructions with the text its€lf thev are shown in
inverse which highlights the embedded commands wirhin the text. Thess
embedded commands won't appear in the final printing - but they will have a
marked effect on it. They are accessed by the function kefpad {numeric key pao on
the CPC464).

ff COIITROL CODES: Sends control codes to rhe prinrer.
Follow the symbol by thg codes you wish to send separated by
commas and te.minated by any non-numeric chsracter. For
sxampls, sntering 27,52X will select italics for an Epson
compatible printer, (The symbol ^ is produced by pressing.fl
and we have used X to show where you type a space.) This
onablea underline, emDhasised and other codes to be sent if
they a.€ availsblg on you. p.inter.

lf not usgd with care, this command mav uDs€t the format of
the text as viewed in Edit mode, The characters of these
commands are replaced by spaces when print€d as w€ll as th€
command being obeyed.

fr2 FOBCE IIEl,v PAGE: Ends the current page and prints th€
footer if one is specified. printing then resumes on a new page.
This command is always placed at the stan of the current line. lt
cannot be placed if a text marker is already there, A force new
page command can be removed by placing a marker on top of it
and clearing markers.

f3 PAGE IIUMBERItIG: When rhis command is encountered, it
pflnts lhe current page number. lt may be included in the header
or footer if required. lf the command is followed by a number,
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the current page is set to that value.
f4 DEFINE HEADER: The header should have this command at

its start and end. The header can be as long 8s you wish. Th€re
should be only one header definition and it should be placed 8t
the end of the text, starting on a new line.

t5 DEFINE FOOTERi The foot€r is dsfined in the same way as a

heSder.
,6 DATABASE FIELD: See th€ following section on Oatabase

Integration.

DATABASE INTEGRATION ROUTINE
TH lS lacilitv allows the inclusion of records trom the Mini Otfice
ll Database program into documents prepared on the Word
Processor. The routine operates bv means of an embedded
command.

To prepare your document, enter the texl as normal
Wherever you wish a field from the Database to be placed, enter
a database record embedded command followed by the number
of the required field. When placing the fields, you must bear in
mind that they will take up space on the line on which they are
printed. Therefore if you have normal text following a Database
field on the same line, you must leave a number of blank spac€s
corresponding to the field length afterth€ embedded command.
lf you do not do this the text immediately next to the marker will
be overwritten.

Formula fields and undefined fields cannot be printed, and
may upset format if an attempt is made to do so.

When you have prepared your document, save it and then
move to the PRINT TEXT sub-menu and choose the PRINT

option. When it senses that the file contains Database
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embedded commands, the program will ask you to select the
Database file from which the racords are to be taken, As it reads
the required data from the Oarabase tile, it will print out the
documents until it reaches the end ot the Database file, o. vou
halt the operation by pressing Esc.

As an exampl6, suppose you have a database file on disc,
consisting of the names, addresses and so on of a chess club,g
members, with fields as follows: field 'l is the su.name; {ield 2 is
the first name; fields 4, 5 and 6 are the address and tield g is the
phone number. When subscriptions are due, the following lettef
may be written on the word processor and personalised for each
member using the database integration feature. (The character
@is produced by pressing 16,f .

Anytown Chess Club,
2l High Strcet,
Anytown.

Dear E)2 
st Ausust' | 986

You annual subscription is now due for | 986/7, tt amounts
to f|5.OO and should be paid by 3oth August, tge6. Oul
rccords show your phone number to beAS and
you addrcss as below. ll either or both have changed, please
inform us when you pay your subsctiption.

O2
E4
Els
Ele

Yours sincercly,

Secrctary

Elr
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Mini Office ll Databa!o

INTRODUCTION

AFTE R selecting the D!t!b!!o you will bo prorontcd rviih the monu thown
bolow. Thir will allow you to choo$ tha typr of rctivity Vou with tha
Dat bats to peform. Many of theto optaont htvc tupplomutlry mcnut
within them to snablo morc dotlilod lolcc{iona to bc m!d..

EDIT DATA: Permits you to enter, modify and delete records. This can only be
done after the file specification has been defined. (See EDIT STRUCTURE.)

LOAD/SAVE/PRINT: Takes you to a sub-menu giving the load, save and print
ootons,

SEARCH AND MARK DATA: Allows you to
quickly find individual records or groups of
records.

SORT DATA: Permits records to be sorted in a

wide variety of ways.

CALCULATE: Enables calculations to be carried
out on all or part ot the records held on 8ny file.

EDIT STBUCTURE: Defines the format ot the
database record. As more fields - individual
items within the record - are added you will see a steady reduction in the
figure showing the maximum number ot records that the file will be able to hold.

S E LECT MOUS E: Permits owners of the AMX Mouse to transler control trom the
cursor to the Mouse.

CLEAR DATA: Takes vou to a sub-menu where you are asked whether you want
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to clear from the memorv all the records - thus keeping the structure intact - or

the complete databas€.

CLEAR ALL MARKERS: Removes markers from all the records'

TOGGLE MARKEBS: Switches the markers from marked records to unmarked

records and vice-versa.

HARDWARE OPTIO S: Permits you to choose the type ot printer 8nd slorag€

media thal is to be us€d.

Mfltf OFFfCE ll METIU (disc version)

EXfT PROGRAM ltape vercio : fhis is the only route out of the Database'

EDITING RECORDS
TMMEDTATELY after you select the EDIT DATA option the following will appeat

acrcss the toP of Your scrcen:

Fi od

EmptY

s.ite

Record Numbet

lndicares the number of records at present in the
m€mory.
lndicates lhe maximum number ot records that can still
be entered.
lndicates the amounl o{ memory required for each

recoro.
lndicates the number of the record currently displayed.
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At the foot of the screen the following appears:

The contrcl keys wo* as follows:

(- Oisplays the previous record.

-) Oisplays the next record.
f Presents next marked record. lf no following record is marked it

will displav the last record in the database.
I Presents the previor-rs marked record. lf no previous record ts

marked it will display the tirst record in the database.
Esc Returns you lo the Database menu.

,V Allows you to crcale a new record. Data is entered in the same way
as when you press E. Each field is identified by its title. lf there is
no room lor another record the N key is ignored.

E Allows you to modify the record currently displayed, Use the cursor
keys to move from tield to field, Pressing Ctl+Tab at any inpul
toggles between Insert and Overwrite mode. Pressing Ctrr+Crt
clears thatfield. Pressing Enter normally takesyou tothe nextfield.
When editing a date, Enter takes you to the next part of the date. An
invalid date cannot be entered. Pressing Enter on the last enterable
field completes the editing ot the present record unless a field ts

emply that cannot be left empty. /See fDlT STRUCTUBE.) ln th's
case the cursor is sent to the field requiring an entry. Pressing
Escape aborts the editing ot the present record.

D Oeletes the record currently displayed.
/}t Marks the record currently displayed il it is not already marked. lf it

is marked, p(essing /U will remove the mark. Marked records are

AMSTBAO



identified by a + ar the top of the scraen.
P Prints out the record currently displayed in the form it appears on

the screen.

LOADI NG, SAVI NG, PRINTI NG
WHEN you select LOAD/SAVE/PRINT you will be prcsented with the foltowjng
options:

LOAD DATA: Retrieves a Database file trom rape or disc. This will comoletelv
overwrite any intormation at present in memory.

APPEND DATA: This is similar to LOAD DATA, but this rime the dara in memory
as not replaced by the data trom tape or disc. Instead additional data is added ai
the end ol the file currently in memory. The fil€ to be appended must have the
same structure as that in memory, otherwise the append is aboned with "Fo.mal
Error" reported. lf there is insufficient room for the whole of th€ file b€ing
appended, as much of the file as possible is loaded and "out of memorv" is
reponeo.

SAVE ALL RECORDS: Saves the complete
database to tape or disc. Using this option does
not destroy the data in memory. lt is
recommended that you save trequently in case
of computer malfunction or loss ol power, to
avoid losing any data entered.

SAVE MAnKED RECORDS: Saves only
records that have b€€n marked to tape or disc.
This is panicularly us€ful sinc€ you can creat€
files containing certain information by sel€cting
specific records from lafger databases.

CATALOGUE: Displays a list of files, both data and programs, that are present on
vour disc or taoe,
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PRINT ALL RECORDS: Takes you to the Print Options menu, which will allow
you to print out all records,

PRINT MARKED BECORDS: Takes you to the Print Options menu, which will
allow you to print out all marked records currently in memory.

DATABASE MElllU: Returns you to the Database menu.

PRINTOPTIONS
WHEN vou select PRINT ALL RECORDS or PRINT MARKED RECORDS frcm the
last menu, you'll be prcsented with the following options:

PRINT DATA: Prints all the records or all the marked records as requested - to the
screen or printer as selected in HARDWARE OPTIONS - depending on the
format displayed in the options below.

HORIZOI{TAWERTICAL: Toggles betwe€n
Horizontal and Vertical by pressing Enter.
Horizontal prints the fields across the page, with
the assumption that a record willfit on one line.
Verticsl Drints the fields on€ under the oth€r,
with the assumption that each field will fit on

one line. lf a complete record will not fit on the
existing page. then the paper advances to a new
page.

HEADINGS: Prints the tield names at the stan of each line in the case of vertical
printing, In horizontal printing, the field names are printed across the top and aro

centralis6d or truncated according to the field length selected.

PAUSE BETWEEN nECORDS: Waits for any key to be pressed between each
record. (Only appli€s with the Vertical option.)

FORM FEED AFTER RECORD: The paper advances to a new page after each
record is printed in the csse of vertical printing. In horizontal printing. the papor
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advances to a new page alter 60 lines hav€ been printed, with the headings
printed across the top of each page if selected, lf a record will not fit on the
current page, the paper advances to a new page in any case. lf the field (in
horizontal) or the record (in vertical) requires more than one line as assumed, the
form feed option will malfunctior.,

SELECT FIELDS: Displays the file structure, including the length ot each field in
memory. The print column indicates the field width to be printed, This is initially
set to the length required to print the whole field plus a space. Blank fields will
print the number ot spaces as set by the print width, which is particularly useful in
horizontal printing to space out the fields. Any print width set less than the
initially set value will result in truncation of the information printed, with the lasl
character of a field always printed as a space. In the case of numbers, if the
whole number cannot be p.inted, then asterisks are printed instead
Any print width set to zero will cause thar field to be ignored during printing. To
change a prinl width, use the cursor keys and Return to select the required field,
type in the required number and press Return. Pressing Escape returns you to thE
PRINT OPTIONS menu.

LOAD/SAVE/PRINT MENU: Returns you to the previous menu.

SEARCHING DATA
THE SEARCH DATA oprion permits you to search for records, marking them for
subsequent use. You simply move to the required field with the curso; keys and
enter the character or characters you wish to find or match. you can specity
characters in more than one field, allowing you, for instance, to search for ail
occurrences of SIVITH from BOLTON in a list of addresses.

There may be times when you want to be rather vague about the recoros you re
looking for: you might b€ uncertain of the exact spelling, or iust want a gen€ral
category. This is where the "wildcard" characters ? and I come in useful. The ?
matches any single character and r any group of characlers at the end of 8 field. So.
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if you were to ask the Database to search for H ?T, it would lind and mark HAT, H lT,
H OT and H UT, assu ming they occu r in your file. (You'll notice that when you specify
the record you're looking tor, all the fields are initially tilled with 7s so they match
everything.) The r lets you have more than one character undefined, but only the
final characters in a field, so that searching for HATr would find HATCH, HATRED,
HATHAWAY and so on.

When you p€rtorm a search, records already marked remain so. This has the
advantage that you can search for occurrences of SM ITH or JON ES from BOLTON
in our address list by searching (and markins) all the SMITHs in BOLTON, followed
by all the JONES. lt does, however, mean that you should clear unwanted markers
before searching. Markers are saved along with the files, so they will still be
included when the file is reloaded. TheV should be cleared il not reqlired.

Note that the records found in the search are not displayed, they are only
marked. This allows greater tlexibility, as a group of records can be crealed by
searching several times without clearing markers, enabling them to be printed,
saved, used for labels and so on.

SORTING DATA
WHEN you select SORT DATA you will be presented with a table showing all the
fields and an order column. This column indicates which fields are to be used in the
sort, their order of priority and whether they are to be arranged in ascending or
descending order. Initially, this is blank.

To arrange the .ecords in ascending order based on a single field, use the cursor
keys to select the required field and press A. In the order column, a white Ol
appears indicating that this field is to be used for the sort in ascending order.
Pressing S at this point will sort the records. The new order of the records can be
seen by selecting EDIT DATA and looking at each record in turn. The order of the
records will be such that the sort field is arranged alphabetically for an alpha sorl
field, ascending numerical value fgr a numeric sort field or in ch'ronological order for
a date sort field.
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lf the same process is repeated, excepl that O is pressed instead ofA,lhen the
01 in the order column is red, indicating descending order. The records willnow be
arranged in reverse.

More than one tield can be selected for the sort. Use the cursor keys to select
eacir field in turn, pressing .4 or D tor each one as appropriate. lf four fields were
selecled, the order column will contain 01 , 02, 03 and 04, some in red, some in
whlte. When S is pressed, the new order of the records will depend on alllour fields
as follows: All the records will be in the order as sDecified bv the first field selected
for the sort. lf any of these lields are identical, then their order depends on the
second sort field selected. lf these are identical. the third sort field determines rnerr
oroer. ano so on,

In alpha fields, note that punctuation and digits come betore capitals and thal
capitals come before lower case letters.

Trying to son on an unspecified tield, or a lormula tield will result in a random. 
CALCULATINGDATA

WHEN you select CALCULATE vou'll be ptesented with the following options:

TOTAL ALL RECOnDS: Allows you to select the numeric field in which you
would like to have all records totalled. Select using the tJ keys.

select the numeric lield inTOTAL MARKED RECORDS: Allows you to
which you would like to have only marked
records totalled. Select using the l,? keys.

ALTEn ALL RECORDS: Allowsyou to perform a
simple calculation (arithmetic symbol or
number) on a selected lield within all records.
This will change the actual value ot the selected
field for each record.

ALTER MARKED RECORDS: Allows you 1o
perform a simple calculation (arithmetic symbol
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and number) on a selected field within all marked records. This will change tho
actual value of the selecied field for each marked record.

DATABASE MENU: Returns you to the main Database menu.

EDITINGTHE STRUCTURE
WHEN you select EDIT STRUCTURE the existing r€cord specification is displayed.
lf no struciu.e has been defined, an empty iemplate is shown. Only limitgd
modification of an existing structure can be carried out it there are records in
memory. These are ihe changing of a field title anywh€r€ and the addition or
changing of lield specifications at or below the inilial cursor position when EDIT
STRUCTURE is selected.

A record m8y contain up to 20 fiolds. As th€se fields sre defined, tha record
grows in length as indicated by R6c Sizo at the foot of th€ display. At the same
time, the Mar Roc value will decrease indicating the number of records that can bo
held on a single file.

Each field of the rccotd is sDecified as follows:
,Yo This number, between 1 and 20, id€ntifies the field vou re currenllv

working in. Use the cursor keys and Copy/Enrer to select the field
you wish to specify oredit.

t-Ita This titl€ will be used to identify the tield rhroughout the databEse. lt
can contain uoto 18 characters.

Ilrpo Select the type of tield by using the 1 J keys. Available types are:

Alpha: The field will contain text. {Alphabetic, numenc
and symbolic characters.).

Decimdl: The field will contain numeric data with two
decimal olaces.

Date:

lnteger:

The field will contain data held in the form
DD/MM/YY (day, month, year).
The tield will conlain numeric data which must
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always be "whole numbers,
The field will contain numeric data calculat€d
according to the formula entered in the Form
field.

Len This shows the memory required for the field, Its value is
automatically set to 3 for decimal, date and integer fields, and to
zero length, (indicated by - - -) for formula and unspecitied tields.
For an alpha field, its value is selected by typing in a numbe.
between I and 60 and pressing Enter, A default value of 10 is
assigned if no value is entered.

Form Used to define a formula if Form has been selected in the Tvoe
column. The formula is given as a relationship between two fields.
The first field number is selected using the l t keys and Enter. Then
the relationship (an arithmetic symbol) is selected in the same way
followed by the second field. Formulas can only operate on decimal,
integer and other formula fields, and these fields must have a low6r
field number than rhe present formula field.

Mf Enter N or Y followed by Enter. N tells the computer that when a
record is entered this musr always be filled. Y tells it rhe field can be
left empty (MT!}. This, however, doesn t apply to unspecified or
formula fields.

HARDl/vARE OPTIONS
WHtN you select HARDWARE OPTIONS you will be presented with the fo owjng
options:

PRINTER: Cycle through Serial. Epson, DMPl and Sc.een, by pressing
Copv/Enter.

STORAGE MEDIA: Toggles between disc and tape.
DATABASE MENU: Rerurns you to rhe Database menu.
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Mini Office ll Spreadeheet

INTRODUCTION

TH EB E are five stages involved in the production of a Spreadsheet. Of these the first

- which does not involve the computer- is by farthe most imporlanl. These stagos
should be completed in the following sequence:

a Planning the layout.
a Creating the structure.
a Entering the formulae.
a Entering the data.
a Producing the output.

lhe main advantage of Spreadsheets over pencil and paper methods is that llio
last two stages are exceptionally quick and simple to carry out, thereby allowit\l
vou to perform them as often as you wish. This is nol to imply that the lirsl lh(,{)
stages are difficult or particularly time-consuming, but they certainly take longl]r to
complete.

To gain an overview of the Sprcadsheet we'll take a look at its main menu. I his
ptesents you with the following options:

EDIT SPREADSH EET: Allows you to enter data into the Spreadsheel, or allr'l
dala that's already there.

LOAD SPREADSHEET: Reads a previously saved spreadsheet from tape or (lFi(:

into the computer's memory.

SAVE SPREADSHEET: Transfers a complele or partially complete spreadsh(x't
onto tape or disc. lt is strongly recommended you do this regularly to minirrlrstl
loss of data in the event of a power failure or other mishap.

SAVE GRAPHICS DATA: Saves data to tape or disc in a Iorm suilal)k' irl
AMS I IAt)



accessing by the Graphics module oI Mini Ofiice ll.

PRINT SPREADSHEET: Sends the soreadsheet to the oflr'ter, either in full or in
parl. To print only part of a spreadsheet you should identify the columns by
letlers and the rows by numbers. Use the +
and 1+svmbols like this: lf you wanl to print
columns A, C and E, reply to the prompt with
A + C + E. lf you want all columns between A and
E reply AtlE. Rows are selected in the same way.

LIST FORMULAE: Provides a list of all the
formulae contained in the spreadsheet.

N EW SPREADSH EET: Allows you to define the
oarameters for a new soreadshee'

ALTER SCREEN DISPLAY: Selecls how your spreadsheet is displayed

CATALOGUE: Displavs a list of all the files, both text and programs that are
present on vour orsc or tape.

SELECT MOUSE: Gives control of the cursor to the AMX Mouse'

Mf Nl OFFICE ll MENU ldisc version)

EXfT PROG RAM /tape vercion): Thisis the only route out of the Spreadsheel lt as

Lrsed when you have Iinished using the program and wish to work with another ol
the Mini Office ll programs.

The insttuctions that lollow appeat in the sequence You woulcl expect to carry
them out rcther than the ordet they appear on yout computer's screen. You can

always rctun to a stage you believed you had completed il you discover that a title
is tnisspelt or a formula is incoffect.
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PLANNING THE SPREADSHEET
YOU will lind designing the Spreadsheet is made much easier it you use a squarsd
grid or matrix. There is probably an advantage in creating your own rough matrix
since you can then be certain that the "cells' are large enough to hold your tilles,
data and references to the formula. At the risk of stating the obvious, use a p€ncil
and make sure vou have an eraser to hand. lt is virtually cenain that you will make

several alterations befor€ you are satisfied wirh the final layout
The size of your matrix will depend on the amount of data the Spreadsh€et must

process. Since the matrix is two-dimensional, you must organise this datS into two
separate lists much as you would for a graph. lvlini Oftice ll Spreadsheet carrios oul
its calculations starling at the top lefl corner and finishing in the bottom right corner
ot the matrix so the grganisation must follow the same pattern. For instance, tolsls
must come after the components which make up these totals, and averages must
come after the totals have been calculated. Oo not torget to include gaps in lho
layout by leaving blank columns or rows. These provide greater clarity whsn
reviewing the results.

The final step in determining the grid size is to decide which list will lorm lho
horizontal axis and which will form the vertical. lf possible make the shorter list lho
horizontal axis. This is because even if vour printer can handle 132 characters por

line you will still have to split your printout of the results every 'lO or so columns to
ensure that €very line or row will tit on a page. The smaller the number of pieces ol
paper that need to be stuck together the better. Assuming you use an 80 columtt
printer a 40 x 15 grid could need eight sheets if organised horizontallY whil{t
needing no more than two if created vertically.

Now that vour table is ready you can start to fill it. Begin wilh the titl€s, whach

will basically be your two lists. Before continuing, create the cell relerenc€s Thi8

could not be easier. Remember that tre Sprcadsheet identifies columns with letters
and rcws with numberc.

All you need do is string the letters in alphabetical order across the top of yotrl
grid, and number the rows down the side. It you have more than 26 columns, lhorr



start again in Column 27 using lower case letters.
Each cell of the matrix is identified by the intersection of the row and column. For

example, if the title MABCH were Column G and the title RENTwere Row I 7 rhen
the cell which will contain the MARCH RENT is identified as Gi 7. All that now
remains in the planning stage is to complete the remaining cells. lvlany of these
cells will contain data. lf the R ENT in MARcH is t 1 5o.oo then enter 1 5o.oo in cell
G17.

Where calculations will be necessary, €nter a reference number fo another sheet
of paper on which you should write the formulae. Let us assume vou will wanr ro
calculate the average mark a student obtained in a series of tests and to place this
result in Cell L12. This cell must obviously contain the total marks gained divided by
the number of tests that have been taken. ll the TOTAL ce is idenrified by K I 2 and
nrne tests were taken then the formula is:

L12 = K12 dividod by g
Using the language ol the Spreadsheet this is written as:

L12 = K12/9
The Spreadsheet will calculate Kl2 for you, based upon its own formula, and

then continue with the calculation of L12.
The easiest reference numbers to use are the cell identifiers themselves. Atso

remember there is no need to copy identical formulae across on to the sheet of
paper. Where many cells require the same basic calculation the Spreadsheet can
copy formulae for you. All you need do is repeat a common referenc€ number on
your grid to indicate rhat that tormula is to be used in more than one ce .

We're now ready to transfer our Sprcadsheet hom paper into the computer.

CREATING THE SPREADSHEET
THE NEW SPREADSHEET menu can be called at any time from the main
Spreadsheet Menu. This determines the basic parameters which will controt the
spreadsheet. Note that there is another option - ALTER SCB EEN DlSpLAy _ which
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you can use at a later stage to over-ride some of
these basic parameters.

- You select the required parameter by using the
1l keys and enter the required value. The values
shown on screen are the standard opening defauh
values.

Set the number of columns and rows to match
the width and height of the paper grid you have
designed. Similarly choose an appropriate column
size, remembering that the decimal point takes up
one character ol the cell, and that an additional space for a - sign is also to be takerl
into account.

Only use the NEW SPREADSHEET option when you are starting a spreadshect
from scratch, otherwise you will destroy any spreadsheet that is currently in th(i
comouter's memorv,

ALTERING THE DISPLAY
THEALTER SCREEN DISPLAY menu enablesyou tomakechangestotheway th0
format of the spreadsheet is displayed on the screen. These work on the whole ol
the spreadsheet, over-riding any individual "tailoring" you may have done. So
beware. You will be given lhe following options:

4OIAO CHR SCREEN: Toggles between the 40
characters to the line and 80 characters to the
line screen disolav modes. This action has no
effect on the printing of the spreadsheet.

COLUMN WIDTH: Allows you to deline the
width of the columns, between 5 and 18
characters. Reducing the width does not lose
data, although the contents of some cells may
not be shown in full iI they do not fit wirhin the



width you have specified. This can cause numbers to appear in exponential
form. For instance,200OO may appear as 2E4.

LEFTJUSTIFY: Determineswhetherdata is aligned tothe rightor left hand side
ol the column. This is normally set to NO for right-hand justification, ensuring
that all decimal points are in line. lf set to YES, data will be left-hand justified.
Toggle between YES and NO by pressing Enter.

S ING LE SPACI N G: Determines whether or not a space is left between the rows
ol data. Single spacing can only be used if there are sufficient rows to fill the
screen. that is. at least 20.

MINUS SIGN: Toggles between YES and NO choosing whether to display the
minus sign if YES, or putting brackets around the negative number if NO.

FIXED TITLES: "Locks' all entries placed in any cell in Column A or in Row '1

(normally titles to the columns and rowsl so that they are always in view however
far the soreadsheet is scrolled.

EDITING THE SPREADSHEET
WH EN vou select E DIT SPREADSHEET from the main menu you can immediately
start entering or editing data. One of the cells on the screen will be clearlv marxeo
wilh a cursor. This is the "active cell", waiting to receive data or instructions. you
use the ? + .-'r keys lo move the cursor around the cells, lf you move to a cell which'
is off the edge of the screen, there may be a very brief delay while the spreadsheet
shuffles the new row or column into view. You will see the contents of the active
cell displayed in a window on the toD three lines of the screen.

At any time you can enter numbers, or issue instructions by using an alphabetic
key. The tull list of commands can be obtained at any time by pressing H (Help) but
a full list is printed here for vour conveniencel

, Amend (edit) lormula at cursor.
C Calculator.

D Duplicate cell.
F Enter formula at cursor.
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G
H

L
M
o
P

Go to cell.
Help screen.
Change tormat.
Lock cell.
Cursor movement.
Open cell.
Return previous number.

O Ouit edit mode.
f Auto recalculate,
S Enter string.
f Insert text at cursor.
U Update formulae.
Vll Wipe cell contents.
Z Zercallboxes.

These keys combine to make the editor a powerful and versatile tool, so it's
wonh examining them in more detail:

I Brings the cell's formula onto the edit line so it can be
Amended.

C Allows the result of a Calculation to be entered direclly into the
active cell. For example, assume you wish to place the total of
three figures in cell C3. Press G, key in the calculation (say
32+26+15), then press Enter. The total (73) is then placed
automatically in cell C3.

D Permits a cell to be Duplicated, to save lengthy re-entering. To
copy text or numbers p.ess D, move the cursor to the new cell
and press the Copy key. With formulae, Copy and Enrer give
two different ways of duplication. These are:

Relative duplication - Suppose you want lo copy the formula
in G8 to H8. Put the cursor on G8, press D, move the cursor lo
H8 and press the Copy key. You will find the formula has
changed relatively like thrs:

G8=G6.G71(X)0 becomes H8=H6.H71 000
The above illustrates movement along a row. You can also

move down a column, like this:
G8=G6.G7lOOO becomes G7 4=G7 2.cl 3/lOOO

Mixed duplication: f here will be occasions when you do not
wish formulae to be copied relatively as shown above. You may



G

wish part or all of it to be unchanged (copied absoturely). In this
case, instead of pressing the Copy key press Enter and you will
be prompted for the letters A (for Absolute) or R (for Relative) tor
each cell reference in the formulae. Using the same example as
above, pressing A at every prompt would result in:

G8=G6.G7l1 OOO b e co m i n g H8=c6.c7 / 1 @O
Allows the insertion of Formulae into the active cell. Formula€
can consist ot a combination of cell references (such as B9),
figures and symbols {such as + or-).

For instance, the formula 89=83+84 adds rhe contents
ol cells B3 and 84 and displays the result in cell 89. A cell which
contains a formula will be identitied by the word FORMULA in
the window at the top of the screen. Symbols you may use are:

+ Add

- Subtract. Mulripty
/ utvroe

Jt Total: G16:G7*c13 means G16 is the total of
all the cells between G7 and G 1 3 inclusive.

,n Largest in the range > {G7Gl3l isthelargestin'- the range trom G7 to G 13.
't J Smallest in the ranoe.

Enables any cell in the spreadsheet to be displayed on screen.
After entering the column, then the row of the required cell the
screen may brietlyclearand then displaythe appropriate section
ofthe spreadsheet, with the cursor in the home position
Displays the Help screen.
Changes the format of the column containing the active cell. As

H

you are prompted, enter the column size, number of decimal
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o

P

a
R

places, and left or right Justification.
Locks the active cell so that no accidental changes may be made
to itfrom lhe keyboard.
Sets up an automatic cursor Movement. When you firsl enter
the Spreadsheet program this function is OFF. When you press
/lt the word RIGHT, LEFT, UP or DOWN will appear in the
window at the top of the screen. A funher press will show
another direction. With this command entry of rows and
columns can be made much faster, After making a text or
number entry into a cell, pressing Enter will automatically move
the cursor to the next cell in the direction indicated.
Unlocks (Opens) a previously locked cell, allows you to enter
n€w data or formulae,
Enables you to replace the Previous number if you've
accidentally overwritten it, providing no other number has b€€n
entered since and the cursor is at the cell where the mistake
occurred.
Ouits EDIT mod€ and returns you to the Spreadsheet menu.
Toggles the automatic R€calculation feature as indicated at th€
top of the screen by Auto or Manual. This means that each tim€
the contents of a cell a.e changed the computer recalculates the
tigures in all other cells affected by the change and displays th€
updated figures.
Allows you to enter a longer text String than willtit in the width
of a cell. This enabl€s explanatigns, notes or even whole
sentences to be included in the spreadshset. The additional tsxt
will automatically spread over as many cells to the right ss
requir€d, over-writing any information already there. lt should
ther€for€ be used with caution, and preferably before other cells
are sel uD.

s
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f Enables text to be entered into the current cell,
U Updates the spreadsheet by recalculating the formulae in the

cells and displaying the result. This may take several seconds
depending on the size of the spreadsheet and the complexity ot
the lormulae.

yy Completely Wipes out the contents of the currently selected cell
- orovided it isn't locked.

Z Clears {Zeros) all the numbers from the entire spreadsheet,
retaining the basic structure for the creation of another
spreadsheet.

Ctrl+, Changes the colour of the text.
Carr+z Changes the colour ol the screen.
Carl+3 Changes the colour ot the border.

E.9c Aborts the Dresent ooeration. Otherwise it returns to the
Spreadsheet menu.

SAVING GRAPHICS DATA
TH E SAVE G RAPH ICS DATA option allows you to sava data from rhe spreadsheet
in a lorm lhat enables it to be loaded into the Graphics program which requires a set
of numbers that it can display. These numbers can be selected from any single row
or single column of the spreadsheet

Suppose your spreadsheet has row 1 reserved tor titles, these being JAN, FEB,
MAR and so on up to to OEC in columns B to M, with column N blank, column O
containing TOTAL and column A reserved for titles in the rows. Row 4 has the title
ROOF RACKS in column A with quantities of rool racks sold for each month in the
appropriate columns B to M and a formula for their total in column O. lf vou wish the
graphics package to display a pie chan for the years sales ol roof racks, the data
required would be IUst the 12 monthly sal€s figures. After choosing the SAVE
GRAPHICS DATA option, these are selected and saved as follows:

Press R to select a row, then enter 'l torthe row containing the titles,that isJAN,
FEB and so on. Then enter 4 tor the row containing the actual sales figures. you
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then enter RRACKS say, for the filename. You are asked which cells vou wish to
select in Row 4; answer Y or N for each cell in turn. you only wish to setect the
cells containing the l2 sales figures, so press N for cell 44, y for cells 84, C4 and
so on upto M4, and N for borh N4 and 04.

You are then asked it you wish to save more data. SupDose row 5 contains the
sales of petrol cans. Th is data can be saved in a similar way by selecting row 1 for
the titles again, row 5 for the petrol can sales, and cells 85, C5 uDt; M5. This
data could then be saved as PCANS. Other sets of data could be saved in the
same way.

The graphics program can accept up to three sets of data at once with each
conlsining up to 20 cells, but each set must have th€ ssme format. That is, th€y
must have the same titles and the same number of cells making up the data.
Dara sets oJ different format will produce predictable, but odd_looking ourpur
from the graphics program.

PRINTING THE SPREADSHEET
WHEN you select PRINT SPREADSHEET you will be Nesented with the following
optons:
SPREADSHEET MENU: Returns vou to the SDreadsheet menu.
HEADINGS: Chooses whether or not to include the row numbers and column

letters in the printout. lt toggles between YES and NO.
WIDTH OF PAPER: Sets the maximum length

of line sent to the printer. Printers vary in the
number ot characters they can fit across a sheet
of paper.

PRINTER CODES: Allows you to send control,
or "special effect , codes to the printer at the
start of each printout.

PRINT WHOLE SPREADSHEET; Prints rhe
entire Spreadsheet. lf it is too wide to fit across a
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single sheet it is print€d in sections, each section containing as many columns
as allow€d by your printer.

PRINT PART SPREADSHEET: Allows you to Drint out s€lected rows ano
columns frcm the Spreadsheet. When asked which rows vou want to include on

the printout the numbers you enter should be separated bV + ("and )or$(,,to,).
For example, 1+6*8 would print row I and all rows lrom 6 to 8.

Columns are selected in a similar manner, with letters substituting for the
numbers.

Ihe first time a print out is called for, you are asked if you wish to select the
serial printer. Subsequent spreadsheet print outs are assumed to be for tne same
type of printer as chosen the first time.
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Mini Office il Graphica

INTRODUCTION

THE extremely flexible Graphics module of Mini Otfic€ ll can be used in two ways -
by entering data directly from the keyboard, or by loading data from the
Spreadsheet that has previously been stored on tape or disc.

In order to us€ the Graphics program data has to be presented in the form of a
data set. This is a list ol associated values, such as monlhly sales for the year. A data
set may hold a maximum of 20 values, and up to three data sets may be graphed at
any trme.

Once the data is in memory, you can select the
screen presentation which best suits your n€€ds
and then producg I permanent copy on your
printer.

To help you decide what the graph will look like,
this part of Mini Office ll uses a differenr method of
illustrating the various options.

The main functions are still selecred by using
the I I keys to move to the function you want and
thon pressing Ent€r. When it comes to choosing the linal appearance ot the g18ph
you will be presented with a number of pictures or "icons". Selection, however, ts
still made by means of the T.L keys and Enter.

BAR CHART: This displays numerical data in the form of columns of varying
height. The taller this column - or bar - the greater the value of the numbsr
rep.esent€d, Negative numbers are shown by a bar of the appropriate depth
descending below the "zero" base line, or x axis.

LI E CHART: This is drawn by firsr plotting points onto a graph, the position ot
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oirch poinl above or below the x axis depending on the value of the number being
plottod. Onco all the points are in position a line is drawn linking €ach one to its
irnm€dialo neighbour.

PIC CHART: This is a circular representation of the data. lts consid€rabl€
ddvantage over both bar and line charts is that it shows very cl€arly the
proportion that any particular value has of the total value of the whole data. This
rs done by depicting the complete circle - the pie - as the total of the data sei's
values. Each individual value is then drawn as an appropriately sized sector - a
"slice of the pie. Remember, however, that when drawing a pie chart negative
values are ignored.

LOAD DATA: Transfers data from taoe or disc into the comouter's memorv.
ov€rwriting any data that is already there.

SAVE DATA: Transfers data from the computer's memory onto tape or disc,
lsaving the data in memory unchanged and available tor furthe. processing,

E DIT DATA: Permits data to be entered directly f.om the keyboard, or lets titles or
labolsbe added tothe graph before it is eitherDrinted out orstored fortuture use.

CLEAR DATA: Empties the computer's memory of all data, prior to enteflng new
maloflat,

S ELECT MOUSE: Permits owners ot the AlvlX Nlouse to transfer controlfrom the
cursor lo the Mouse.

REVIEW DATA: Displays the data held in memorv in the form of numerical lists.
This can be done belore selecting a graph in order to check that the data in
memory is correct (or does not conlain negative values if a pie chsrt is to be
orawnJ,

CATALOGUE: Lisrs the files held on the current disc or taoe.
EXIT PROGRAM This option quits the program. The disc version returns you to

lhe Mini Office ll Main Menu, from which vou can select one of the other
modules of Mini Office ll.
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ENTERING DATA
THERE are two ways of entering data: the EDIT DATA and the LOAD DATA
options. You can also choose to REVIEW DATA.

EDIT DATA: After selecting this option you are asked which data set you wish to
edit. The Graphics program can handle three data sets simultaneously. lt can,lor
instance, compare three rows of figures taken from the spreadsheet. So this
question is used to inform the program in which of the three data sets you wish
the values you are about to enter from the keyboa rd to be placed. Key in 1 , 2 or 3
and in the window willappeara table intowhich you enter your fieldnames (such

asJan. Sales) and values (such as |3157.50). Use the ff <---+keys to move
around and make your entries.

You are limited to a maximum of 20 items. Press Esc after the last pair has
been entered and you will be returned to the menu. lf you want to enter another
set of data, select EDIT DATA again and repeat the sequence.

All three data sets are expected to have the same field names and structure.
This means that changing the field name on one data set, changes it for the other
two sets as well.

Try to ensure that the range ot values you enter are not too extreme, like
12OOO, 17.5,-34OO, 1 .3, 7300, O.7 5. Shou ld you enter figures as extreme as
these the program will still attempt to fit everything on the screen, but several
values will be indistinguishable from each other, either because the segment will
be unreadably narrow. or lhe column will not.ise above the x axis.

LOAD DATA: The wav data is loaded is different from other modules of Mini
Office ll because the Graphics program can cope with three different separat€
sets of data. The data set into which the results are to be placed is identitied by
replying to the question:

DATA SET 1. 2, 3?
You are then asked:
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FILE NAME?
Mirkr' :iUr r) you give the name of a file that is on your disc or lape. ll not you will

lxr fi,lurnrxl lo the menu and will have to start again.
I lr' (l ti| is now taken automatically from the tape or disc, being placed into

tlxr {lirlir s{ jt as requested. Whcn the transfer into memory is complete you will be
||'lll[r(,(l lo lne menu,

llr(ro is no reason why data sets to be used in one panicular graph should all
r:onro fr()nr the same source. For instance, sets 1 and 3 can be entered from the
koylx) (|, and set 2 loaded trom disc. The three sets can then be analysed
t()!I)thor by ihe graph routines.

REVIEW DATA: When you select this option you will be asked:

I-EArAsEr tZ;-311
Altrlr you have given your answer the data set you have chosen will be listed

in two columns showing the Data Name and Data Value. When you are satisfied
v(,U l)ave the correct data press any key to return to the menu.

DISPLAYING DATA
llll RF are thrce ways of displaying the data: the BAR CHART, LINE GRAPH and
l'lf CHARf options.

BAR CHART: When you select this option the screen goes blank apart from five
i(x)ns on lhe right. Use the TJ keys 10 choose the function you require and then
t)()ss Enler. For each type oI bar graph you
will be asked whether the bars are to be three
{linrcnsional or not. The five icons deoict:

An ordinarv bar ch.rt- Choose this and
orrlv one of the data sets will be used. Belore
{lr aphing can be carried out you will be asked
which data set is to be drawn.
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A side-by-side htr ctart Twoorthreeof thedatasetswill beused,with
related values Dlaced side by side. For instance, data set I can show Sales
and data set 2 can show Purchases. You will be asked whether two or thre€
data sets are to be drawn. lf you choose two sets, data sets I and 2 are used.
A sbckad bu chart Two or three of the data sets will be used, with related
values stacked one above the other. You will be asked whether two or thrse
data sets are to be drawn. Again, if you choose two sets, data sets 1 and 2 are
us€d.
A yinter svmhol.You choose this if /ou want to print out the graph and you
will be asked:

Amatrad (DMPI )/Ep!on comprtrbla (A,/El

lf you have the Amstrad DMPl printer. select A (tor Amstrad). lf you have an
Epson or Epson compatable printer, select E (for Epson) but note that th€
Amstrad DM P 200O is an Epson compatible printer, and therefore you should
select E to print the bar chart.
A grid. This causes a grid pattern to be drawn as a background lo your
chosen bar chan. This is toggled between on and off by pressing Enter.

When you have finished using this option press Esc to return to the menu.

LIIIE GRAPH: Again you are presented with a blank screen plus the five icons.
They depict:

A aingle lina chtr'; Only one of the data
sets will be presented. Before graphing will
occur you will be asked which data set is to
be drawn.
A double line chert. fwo or three of the
data sets will be presented. They could, for
instance, show Sales for three different
years. Before graphing can be carried out
you will be asked whether two or three data sets are to be presented.
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A cumulative line chtrt. A line will be drawn representing the running total
of tho data set chosen,
A printot symbol. You choose this if you want to print out the grapn ano
follow th€ same procedure as you did for a bar chan.
A grid. fhis causes a grid pattern to b€ drawn as a background ro your
chosen line chart.

When you have finished using this option press Esc to return fo the menu.
Pl E CHART: This time you are presented with a blank screen and four icons. Thev

dopicl:
An ordinary pie charl With a pie chart only a simple data set can be used.

Before graphing can be carried out you will be asked which data set is to b€
drawn.

An amphasised pie crrra After selecting
which set of data you wish to draw, you
are asked if you wish to emphasise all
seclors. lf you answe. yes, the complete
chart is redrawn in an exploded form. lf
you answer no, before each sector is
drawn, you are prompted as to whether
you want it isolated.

A svmbol table. This lets you select the type of shading to be used for the
ditferent secrors of the "pie" in place of the default 

-shadings. 
A grid is

drawn ar rhefoor ofthe screen showing 2O different shading symboG. Use
the - - keys to choose the shading you prefer. press Entir ind the rasr
ssgm€nt ro be drawn will be filled with you. chosen shading. Thos€ you
have alr€ady used are marked with a ,,.

A printer svmhol.You choose this if you want to print out the pie chart and
follow the same procedure as you did for a bar chan.

When you have finished using this option press Esc to return to the menu.

ffiE$
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SCATING GRAPHS
BEFORE bar charts and line graphs are drawn, you are asked it the scale oI the
vertical axis is to be chosen automaticallv or not. lf your answer is no, then tho
maximum and minimum values need to be entered. It your choices do not span 2ero
then either your maximum or minimum value is adjusted as appropriate to do so.
Values that lie outside the range specified are plotted at the maximum or minimum
varue as appropflare.

TITLING GRAPHS
ON CE your graph is displayed on the screen you are given the opportunity of adding
titles and labels. You are asked il you wish to enter text. Answer Y for yes, enter the
word or words, and then move it into the correcl position by using the ll .-rkeys.
lYou can speed up the movement by holding down the Shift key at the same [|me.,
Once you are satisfied with the final position, press Enter.

SAVING DATA
SAvE DATA: The way data is saved is different from other modules of Mini Office

ll. First the program needs to know which data set you want to save. You arc
asKeo:

DATA SET 1, 2, 3?
You are then asked:

FILE NAME ?

When you have given the tile name the data set you have selected will bo
transferred onto taDe or disc and vou will then be aeturned to the menu.
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SAVING SCREE]TS
INDIVIOUAL screens may be saved lor us€ in other programs - such as a "slide
show" type of presentation - or tor reloading into the graphics module at a later
(lato.

To save a screen, simply press Ctd+S when your display is complete. You will be
{sksd to givg a tilename.

To load a screen, press Ct +L instead ot making an icon selection. You will be
askod for the filename. When the screen is loaded and displsyed you will b€ able to
t)rini out the display.
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Mini Office ll Communications

INTRODUCTION
COMMUNICATION between computers is only possible if they share a common
protocol, A protocol is simply a way of interpreting the electronic signals passing
between the two comDuters. lf lhev both share lhe same Drotocols they're ablo to
talk to each other in a common language. However, the continuing rapid growth ol
communications networks has resulted in an ever growing number of protocols.
each involving different characteristics.

Fortunately the Mini Office ll Communications module takes all the chore out of
linking your computer to another by offering the commonly used protocols on a
menu. Allthat is needed is to select the link required: Mini Office ll willorganise the
correct protocol. You do not need to know anything about what the softwar€ is
doing, or the characteristics of the link itself.

For those who wish to link to other systems which use different protocols there is
an option which enables individual characteristics to be entered. Consequently Mini
Office ll can be used to connect your computer to virtually every computer which is
capable of communications.

The most common method of connecting two compulers is by means of the
telephone. To do this you will also need an Amstrad RS232C serial interface and a
modem, a device which converts signals lrom a compuler into a form which can bo
carried over the telephone syslem. lf you do not use a modem the two compulers
will have to be close enough together lor a suitable cable to be used as a direct
connectton.

GOING ONLINE
WHEN you select the Communications package you will be given anothet menu
offeting six choices. Beforc discussing the options, we'tt deal with the last two
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innu itents first ol all:

SCLECT MOUSE: Transfers cursor controltothe
AMX Mouse.

MlNf OFFICE ll MENU ldisc version)

EXfT PROGRAM (tape version):Thisis ttie only
route out of the Communications module.
As you can see, the menu provides the three
most common protocols, those of the
MicrolinMfelecom Gold network. In addition
theres a Cuslomised Protocols option for "do it yourself" communications.
Initially il s configured to take you straight onto standard bulletin boards.

Picking one ot these tour takes you to a sub-menu giving you the choice of:a Communicato - taking you straight into communications or chat mode. as
al s known.

a Bufto. Options - deciding how to store the data communicated.
a Protocol Option! - selecting a common "language', to talk in, if you want a

non-standard protocol.
a Dirplay Option! - choosing how the data js

Dresenleo.
a Communication! Menu - returning you to

lhe previous menu.
These options combine to give an exlremely

powerful communications capability. To gain
some adea of their scope and flexibility, we'll
now examine each one in delail.

COMMUNICATE
fHlS opens the link and waits fot you to make connection with the other compuEr.
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While you are in communication there are a number of lunctions you can ca y out
without losing the line, all cohtrolled by the function keys (or numeric keypad on the
CPC464). These are:

,? RETUBN TO MENU.
tt TRANSMIT A FILE: Puts this messaqe on the screen:

T.onlmit File. O- Abort. 1. ASCII 2. Erpandod ASCII

In general you will press 1 for normal communications purposes.
But when you want to send non-Ascii characters, such as a
program written in machine code or a file containing control
codes, you will need lo use the Expanded Ascii option. lf the file
you are transmitting is on disc or tape you will be asked to:

Entgr filonamo -
Enter the name of the file to be transmitted and press Enter. You
will see the messaoe:

Data will be transmitted down the link automatically. After a
delay, which depends on the length of the tile and the line speed
you are using, you will see the message:

Fils tranrmitted

f2

lt, having selected ft, you change your mind, pressing 0 aborts
the operation and takes you back to chat mode without any file
transler. It you wish to view the data as it is being transmitted,
either enable rhe window (rg) or select local echo (Sfrft+f3).
RECEIVE A FILE: Puts this message on the screen:
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f,,

Roccive Filo. 0. Abort. 1. ASCII 2. Erpandod ASCII

The procedure to follow is almost the same as for transmitting a
lile. However, if you pressed 2 for Expanded Ascii the computer
will need to know the tvoe of file it is to receive. lt will ask:

Fils typ6. O. Balic. l. ASCII 2. Einrry

Whon you wiah to end r trrnrmitdon prota ,2.
As a safeguard, if an eror occurs during transmission a XOFF is

automatically sent to stop communications. When you re-enter
communications mode, you signal your readiness to accept data
with a Ctrr+(l (XON). Note that it is not Dossible to receive a
Basic or binary file direclly to tape. However, spooling the file ro
memory and then saving the buffer contents to tape does work
successfully.
OPEN A l,v|IIDOW: This draws a line at the bortom of the
screen to separate text you are transmitting from text that is being
received. Data from lhe other computer appears above the line,
while everything you are sending appears below rhe line. This
option is particularly usetul when messages are coming in at
random while you are transmittjng, such as it you are using an
electronic mail service and someone tries to interrupt you using
the "chat" mode.
EXTERT{AL GOMMAND: This allows you access to the RSX
{Resident Svstem Extension).
CHANGE MODE: This changes the screen display. lr toggles
between Mode 2 (80 columns) and Mode 1 {4O columns).
SEND BREAK: Thls will transmit a Break level {O volts) along
the data line to the host. On many systems, sending a Break level
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€nables you to abort the current operation and return to the
svslem menu.

t PRIIITER SWITCH: This roggles between ON and OFF.
,A SWITCH BUFFER: This roggtes between Memory and Disc or .

TaDe.
,9 GHAIIGE TEXT COLOUB: Each keypress gives you the choice

of a different text colour.

St'ft+ft CHA GE LOCAL ECHO: Toggles between ON and OFF.
St ft+tt SWITCHES FILTEn: Toggtes between ON and OFF.
Snrft+/r AUTOMATIC LIIIE FEED: Toggles between ON and OFF.
Stzft+f7 GHANGE XO /XOFFT Toggtes between ON and OFF.
St ft+tg CHA GE BACKGROU D COLOUR; Each keypress grves

you the choice of a dift€rent background colour.
Crrr+rp CHAi|GE BOnDER COLOUR: Each keypress gives you rhe

choice of a different border colour.

BUFFER OPTIONS
fHESE options enable you to make lat morc efficient use of the link. fhey wi help
you save time when transmitting lengthy files, and also save you a considercble
amount in telephone charges, fhey include an option enabling you to took at data
prior to transmission or priot to saving on file.
RETURN TO LAST MENU: Since rhere are

several ways ot reaching the Buffer Options
menu, this retums you to the menu you last
used.

LOAD BUFFER: Puts rhis messaqe on the
screen:

Entor tilonamo -
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( ;rvr' llr, I r ||r' ol the file, press Enter, and the file will be transferred from tape or
r trir. rrto ttrt, (:()r rDs. buffer. The number of characters in the buffer will be shown
Itrrl rw tlr, n||'|l(r. Once the bLtffer has been loaded it mav be oassed down the link
rrir{t OU I l'UT BUFFER.

aAVE AUFF E R: This is the reverse ol LOAD BU FFER. Enter I tilename, setecl lne
lrIrtytxt i r(l (lirta will be transferred from the buffer to tape or disc.

OUTPUT BU FF E n: Transmits the data in the buffer down the link. The resoonses
l'r rrh'rrti(;irl ro rhe TRANSMIT FILE option.

VIEW EUFFE R: Displays the contents of the buffer on the screen for checking
lr'l,r' lri|l)srnitting or saving. lf you wish to output the contents to the screen
,||r(l yr)ur Ininter simulraneously answer Y to the prompt "Hard copy y/N".

WIPE BUFFER: Clears the buffer of anv contents in order to make it available lor
,rr )llrr,r lil0 lranster.

REgET BUFFER: Resets the bufter pointer to the stan of the buffer.
OUfFER TYPE/SIZE: Toggles berween Memory and Tape/Disc. lf Memory is

( lrorir'n, you m sl lransfer the file into memory prior to transmission using LOAD
lltJl | | ll. Sir|rilarly you must transfer the buffer to tape or disc after receiving a
lrl,, ||ri|lr{t SAVE BUFFER. The amount of memory available for the buffer will be
,,lrown Io r;(jl(,(it lape on a disc machine, use the RSX command :TAPE. {See
Allot,l Ml NUS in rhe introduction.)

PROTOCOL OPTIONS
Yl )l I t tt, t lxx,st' ltotD tlte following:
SAUDRATE: I lrr; speed at which data will be passed along the line. You can set

lrirr.i||rl .rrl ||'ooivo rales independently.

XON/XOFF: A r:orrvcntion that automatically controls the llow ot data between
llr! two (:o tt) tors. ll is normally set to ON, toggling between that and OFF.
ll'tr:,:;iru1 Shift+17 t)erlonus the same lunction.).

AMSTRAD



PARITY: Controls how many bits of information make up each charactor
transmitted, and how they are to be handled if an error is detected.

FILTER: The computer only requires 7 bits to
represent the alphanumeric characters used by
the terminal. Data in the computer is handled in
a packet ot 8 bits (called a byte) so rhe eighth bit
in the computer can be ignored. Enabling the
filter makes the eighrh bit ol every character
zefo,

SHOW CONTROL CHARACTERS: Dictates
wheth€r control characters are to be disolaved.
lf switched on, control characters are preceded
set to oFF.

by the I symbol. lt is normally

DISPLAY OPTIO S: Takes you direct to the Display Options menu.

lf you wish to change any of these parcmete6 you arc strcngly urged to discovel
their prccise function in the handbooks accompanying your computeL modem or
the netwo.k with which you arc trying to communicate.

DISPLAY OPTIONS
THE final menu in the Communications section
contrcls the way in which the files you trcnsferare
displayed or printed.

MODE: Controls whether Mode 1 or 2 is to be
used for displaying characters on the screen.
(Pressing E peiorms the same lunction.) lt is
normally s€t to Mode 2.

PRlltlTER: Controls whether data received is to
be printed automatically. (Prcssing f7 performs
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tltt, sxt,hr lutr:tk t.) lt is normally set to OFF. This feature doesn t function with
tlro srrrial 8O56 printer. Therefore il you wish to print data received by the
r {,nrl)u tor, spool il to the buffer first and then dUmp it out to your printer using the
Virlw EUlfor ootion.

AUTO LINE FEED: Many compulers add an automaric line feed whenever they
rir,n(l i| cdrriage return. This option stops your computer trom adding another one,
tlrrs caUsing double spacing. ll the other qomputer does not add its own line
f rx'(f s, lhen set this to ON. i/P.ess/rg Stift+6 peiotms the same function,) ltis
rrrxrnally set to O FF.

€CHO: ll the other computer does not echo - send back to you - the characters
y()u aro transmining so that you can see lhem on your own screen you can
t)rovi(le your own local echo by switching rhis option ON. (Prcssing Shift+f3
Iterlon,ts the same function.) lt is normally sel to OFF.

WINDOW: This draws a line at the bottom of the screen to separate text you are
tfrfnsrnitting from text that is being received. (Prcssing frt peiorms the same
lunctk D.) ll is normally set to OFF.

8€RIAL 8056 PRI NTER: Toggles between ON and OFF. tr should be ON onty if
Usinq thc serial printer.

PROTOCOL OPTIONS: Takes you direct to the Protocol Options menu
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Mini Office ll Label Printing

INTRODUCTION

AFTER selocting Labol Printing you will b6 prosented with tho monu
shown below. Soms of tho option! havo supplemontary monu! within
them to onable mo.o dstailod rolection! to bo mad6.

LOAD FtLE: Retrieves a Database file from tape or disc. This will completely
overwrile any information at present in memorv.

APPEND FILE: This is similar to LOAD FILE, but this time the data in memory is
not replaced by the data from tape or disc. Instead additional data is added at
the end of lhe file currently in memory.

CATALOGUE: Displays a list of files, borh data
and programs, that are present on your disc or
tape.

EDIT FORMAT: Delines how the labels are to be
formatted. Label stationery comes in many
different shapes and sizes, laid out on an equally
wide variety ot backing sheets. Your printer is
probably capable of printing in several
combinations of lines per inch and characters per inch. The result is an atmost
infinite number of Dossible lavouts which need to be defined,

LOAD FORMATT Loads into your micro's memory a format that has been
previously stored on disc or tape. The operation will overwrite anything that is
already in memory.
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SAVE FORMAT: Saves a format from your micro s memory and stores it on tape
or (iisc f()r fLrtLrre use.

PRINT LABELS: Takes you to the Print Labels menu.

STORAGE MEDIA; Toggles belween tape or disc

SE LECT MOUSE: Switches the movement of the cursor from the cursor keys to
the AMX Mouse.

Mf Nf oFFfCE ll MENU ldisc version)

EXfT PROGRAM (tape versiod:fhisisthe onlyrouteoutof the Label Printer. lt is
rised when you have completed all your labels and wish to work wilh another ot
thc Mini Otfice ll programs like the Spreadsheet

FORMATTING LABETS
WH EN you select EDli FORMAf you will be ptesented with the following options:

EolT LABEL: A box aDoears on the screen, the widrh and depth ol which is
(lolill(xl elsewhere in the EDIT FORMAT option. The cursor can be moved
rnvwhere wilhin the box with lhe cursor keys, then text enlered lf you wish to
include a field from a database record that is already in memory, enterl+followed
t)y the tield number and Enter. lf you are unsure of the lield press the Tab key and
details of the lields will be displaved at the
toot of lhe screen. Using 11 then displays the
next field's details. To go back to editing the
lalx)|. press Enler. Press Escape when satisfied
with lhe design ol the label.

For example. suppose yotr have a database
rcco(i wirh field 1 containing the name, fields 2,
3 and 4 containing the address, field 5 the post
code and field 6 a reference number. A linished



edited label may look as follows:
To$O1 our ref. +06

*02
+03
s04
Post Code*05

The tirst printed label could look like:
To John Smith

1 16 High Road
Stockpon
Cheshire
Post Code SKo 4EW

our rel. O624/JK

lf the label to be edited is greater than 38 characters in width, or greater than
l8 characters in depth, a warning "Label too large" is displayed. This is because
the maximum size of label that can be edited is 38 by 'l 8 characters. At this point,
vou may choose a standard tormat {the default) or continue to edit the maximum
size possible. The actual label size remains as chosen, but the edited label tits at
the top left, within the actual label. This position may be moved horizontally by
altering the tabs.

UMAER OF LABELS ACnOSS THE PAGE: Requiresa single numberstating
how many labels are to be printed across the page. This can be any number
between 1 and 7.

PAGE WIDTH: Depends on the type of printer you are using and the size of the
printer characters. The page width, along with the number of labels across the
page determines the label width.

I-ABE L DEPTH: Requires a figure equal lo the maximum number of lines that can
be orinted on a label.

SUPPRESS EXCESS SPACES: Prevents the printing ol leading spaces, and the
printing of spSces within numbers. However, the format set up is maintained.
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TA8: l)"lrr|; tllr tx)sition of the labels across the sheet. Initially these are set by
llrr rr,||rt,otr'r (l{,perrding on the width of the paper and the number of labels
,r( |lrjs rlr0 t)ir{Jr,. l)ut they can be very easilv redefined to cater for individual

PRINTING LABELS
Wl I I N yt)u s(lect PRINT IABELS you will be prcsented with the following options:
PnINT LABELS: Prints the labels according to the format you have defined gr

|l,,r1'(1. Allor pranting the first row of labels,
ll||' niirnl)(ir ol labels lefi wjll be displayed on the
.n r','n witll itn estimate ot the tlme required to
!rn lirrnr.

N('rri tlrirt if lhe format of a label has not been
rllllrrrorl. it (!efaults to a standard format. This
l,rr,rt:irlly rr){:ans thal each field will be printed
oet ir||)n{, wilh ils field name. lt prints as many
lrr,l(i! i|lrr I irs Inuch of each lield as will fit into the
lirl,' 

'l
NUMBEn OF IABELS: Shows the number ol tabels contained in the file to be

l'||rtrrl. Ilris c!n be amended as required.
TEST PRINT: Allows you to check that the chosen format is correct and that the

l.rlxrl:i ir(i oorreclly aligned in the printer.

SEND PRINTER CODES: Allows access to special features of any printer by
.n'nrlIr{t llrr rcquired code.

SE RIAL PRI NTE R: Toggles between YES and NO. lt should only be yES if using
rr:tr'rrirl r)rnl|!r
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DATABASE SOFTWARE
Eumps Hous€, 68 Chests nold, Harel Grove,
StockFrt SK? 5NY. TeL 061-166 8t|8{1.
Telecorn Gold mailbor: 72:MAG001.



Your personal passpoit to the world of communications

fTlklOLiOh in association -,?r, IEIEIEEEED
I ool wlht you c.n do wh.n you ioin Microunk:
. ri{v,,v,n,,,,w,,n,,,il|rnrcmaitbox,open24hoursaday.Sendandrecsivem€ssagesfortessthanthe
,,ri 'n n lrlt I l,r,a rli!nt)
. r,,,"v,r,,,,,!,,),,,loitl.lexlink.Sondandreceiveretexmessagssofanytengrh aft€roffice hours,
r,!,|, rrr,,,, .,v.,I wrr!I rraveling communicate dirccrty ro 96.oo0 teter subscribels in the uK, and one
nr"r n rrrll I'r 1||,,r wrnklwide
. r,,nrr ri,r,,ilrrrir{rrs trr ouaranteed nexl day delivery_ Compose the terter on your mjc.o and il.s
'n'rrv."n'l r!'\t xrrnr| l,y lhe posrman, etactly as you'd typed at ou!. lt can atso be accompanied by a
! ''l!rrlr/ r.!,t \tr Iir rl

I (,1,rn,,' r,,r, r,i,,'!!\ &r(t utiiry sollware. MicroLint is buitding up a tibrary of programs whach you can
'l"wrn,!rl rl'rit'llv trrt0yr)rrr nricro ro sav€ and use whenever you wanl.
a lnrr r,, rrn, w,rr,t l)y srletlit6 MicroLink is parr ot th€ intsrnationat Diatcom network. Conlact othel
"ir'tr 'r' rl,n ilr;  Arisrinlia an.j l4 orher coonlries.that ars atl Oad ot the svslem.

Whnt rot rdo.l ao .cccts MictoLink: a mic.o,. modem, e tctcpho a, .nd ,ppropnbte
t:uruuuntci.krtt soa.*t.e (like Vou gaa wiah Mini Olfic. tt).

'.rhtt th( t rt4r,r hrk'w ht an apptication Ion to join MictoLink:

htlh t.rt. ot the MictoLink tetvce.

POaI IO M hnna.auopdHouse A(lt,nql{)n pn.k, Adtinqron, Macctestretd SKtO4Np
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