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What is XChange?

XChange is a modular integrated suite of business
application programs by the Software House Psion.

The package consists of four elements:-

Quill - a word processing program
Easel - for business graphics
Abacus - an electronic spreadsheet
Archive - a wide ranging database

The four application programs, also link together to form an
integrated software system which allows the transfer of
information between programs with remarkable ease and speed.
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Which features are common to the 4 applications?

1 Help is available in all packages. For 'Tonto' users
this appears in cartridge form (to be loaded in the
left microdrive)

2 Menu Driven - guiding the operator through the
appropriate function and providing On-Screen Prompts in
both the Control and Status Areas

3 Function Keys to select options from the Control Area

4 Commands - listing the options available for each
package

5 An on-screen Display of the current piece of work

6 Saving work to Memory or Microdrive Cartridge

7 Transfer or XChange of information from one package to

another, or to a separate part of the system -
Datalink/Advanced Messaging

8 Multiple Working of up to 8 tasks at any one time from
a combination of the 4 packages

9 A Line Editor to modify/amend typed data

10 A Cursor - an on-screen highlighted block showing the
operator's current position

11 A Printing Option - should the system be linked to a
printer

12 Housekeeping facilities for deletions, back-ups, etc of
XChange files
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How to Get Started

Tonto:—-

aj Insert the XChange RomPack

b) Power On

<) Press START key to display TOP LEVEL MENU
d) Select Option 4 : APPLICATIONS

el From the sub-menu select Option 2 : XCHANGE
£3 XCHANGE TASK CONTROL is displayed

XChange Task Control

The screen is divided into 3 areas:-

Control Area - listing the options available and confirming
the choices made

Display Area - showing the Task Control Table, or specific
application

Status Area - detailing the status of a piece of work

These areas alter dependent upon the package.

Any files stored in Memory are listed, together with any
'frozen' tasks.

help - cartridge loaded in left
microdrive

Default settings

: saving - automatic save to memory unless
operator specifies other
alternative
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What are Tasks and how may they be used?

1 Each new piece of work, in any part of XChange, is
known as a TASK

2 A name of 8 characters may be allocated to a NEW TASK.
Symbols may not be used, nor can the task name begin
with numerics

3 Once a TASK NAME has been allocated, this name cannot
be used to open another Task in any of the
applications

3 When a TASK is saved it becomes a FILE

4 A TASK may be FROZEN, SAVED, DISCARDED, or left OPEN
and a new one begun

5 Up to 8 TASKS may be OPEN at one time (multiple task
working)

Selecting a Task

a) The tasks available are listed in the display area

b) Highlight the application new task required using
either the cursor or bar space keys

c) Once highlighted, press the ENTER key and type in a
TASK NAME, remembering not to begin with a numeric or
include symbols. Press the ENTER key a second time

4d) The initial screen of the package chosen will be
displayed

Saving and Freezing Tasks

A task may be saved to memory or microdrive cartridge using
the appropriate application 'command'

A task may be 'frozen' by using the function keys (£f6) to

return to the Task Control Table. To return to the 'frozen' task
- simply highlight its name and press the ENTER key..
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Use space to select the fask
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What are function keys?

Function keys are used to select an option listed in the
Control Area. To use a function key, press down the ALTf
key and whilst holding this down, press the appropriate key
on the numberpad.

For example:- £f7 = selecting the 'commands' available

within a particular package or at
Task Control ‘

What are commands and how are they used?

1 A COMMAND is an instruction given to perform a
specified function

2 COMMAND LISTS are available in ALL 4 PACRKAGES and at
XCHANGE TASK CONTROL by keying f£7

3 The COMMAND LISTS vary dependent upon the application
package

4 COMMANDS are selected by keying the INITIAL LETTER of
the command desired IN QUILL, ABACUS AND EASEL and by
keying the WHOLE WORD in ARCHIVE

For example:~ Quill £f7 : key L for Load Command
Archive £7 : key Load for this Command

The command is then actioned by pressing ENTER
5 COMMANDS may be SUSPENDED - key ESCAPE (shift/%)

6 A QUICK REFERENCE COMMAND GUIDE is provided for the
XChange package

7 COMMANDS specific to XCHANGE TASK CONTROL are :-

Backup, Delete, List, Output, Quit, Rename, Set and
XChange
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what is a file?

1 Each TASK is SAVED as a FILE

2 A FILE NAME of up to 8 characters may be used. Symbols
may not be used, nor can the file begin with numerics

3 FILES may be SAVED TO THE SYSTEM'S MEMORY or to
MICRODRIVE CARTRIDGE

4 XChange does not differentiate between upper and lower
case characters for file names

5 A FILE EXTENSION is allocated to each file saved. The
extension enables the user to differentiate between
files saved in particular packages

The FILE NAME and FILE EXTENSION are separated by a
full stop. For example:- letter.doc

FILE EXTENSIONS ARE :~ .DOC - Quill
.ABA - Abacus
.GRF - Easel

.DBF ~ Archive (.SCN/.PRG)

ALSO :~- .TMP - Temporary (open) File
.EXP - XChanged (export) File
.LIS - Using 'Output' Command

XChange Task Control

6 BACK-UPS of FILES must be taken regularly and STORED IN
A SAFE PLACE

7 FILE MAINTENANCE COMMANDS - available at XChange Task
Control Screen

8 A LIST OF MEMORY FILES may be seen at the XCHANGE TASK
CONTROL

9 A LIST OF FILES STORED ON CARTRIDGE may be obtained
using the LIST COMMAND at XCHANGE TASK
CONTROL or the MICRODRIVE UTILITIES OPTION of
HOUSEKEEPING - Top Level Menu if using a Tonto

10 XCHANGE DEFAULT is to SAVE FILES TO MEMORY

For example:- M:filename.doc
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Leaving XChange

1 Use Quit Command - XChange Task Control

2 Quit Command will close any temporary or open files and
store them in the system's memory

3 Memory files are not lost when Quit Command is actioned
and the file list will appear once you enter XChange
again

4 To leave XChange temporarily use the Start, Resume or

Review keys

Unable to Access XChange

A prompt 'Unable to Access XChange' will appear when the
system is out of memory space, or hasn't enough memory to
enable the opening of a new task.

To overcome this problem, free some of the system's memory
by using the Store Report function of the Housekeeping
'"Top Level Menu' Option and delete the databases/
applications which are no longer required.
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Review
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Try to answer the following questions:-

1 What
2 Name
3 How
4 Name
5 What
6 What
7 What
8 What
9 When
10 When

packages form XChange?

3 features common to all the XChange packages
would you enter XChange on Tonto

the 3 screen areas and functions performed in each
is a task and how may it be named?

is a frozen task?

is a saved task xnown as?

are function keys?

would a command be used?

would unable to Access XChange prompt occur?

Circle or tick the most applicable answer(s):-

11 Whic

QMmoo 0 o

12 Whic

XCha

O ow

h of the following file names are correct to XChange

100memo.doc
memorandum, doc
transfer,aba
pricing
fig:dec

M4000 .dbt
comps.docs

h of the following file extensions are true to
nge packages: -

.Wks
L tmp
.let
.dbf
.lis
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QUILL
THE XCHANGE WORD PROCESSOR
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QUILL
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What is Quill?

Quill is the XChange Word Processing package.

It is a complete word processing system which enables you to

type any kind of letter or document. Quill offers all the

facilities of an advanced typewriter together with the
advantage of an on-screen display, ease of amendment,
movement of text and status information relating to the
document produced.

What are Quill's major features?

Screen Formatting

On screen formatting - including left, right and centre
justification. Bold, underline, high and lowscript
typefaces. Upto 160 characters width. Horizontal and
vertical scrolling.

Cursor Control

Movement through a document by character, line, word or
paragraph. Finding top, bottom, or specific pages of a
document.

Text Movement

Multiple copies of text. 'Cut and Paste' facility. Full
search and replace facilities. Hyphenation is also
available.
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Headers and Footers

Automatic header/footer facility. Page numbers can be
embedded in these, in various formats.

Tabs

Left, right, centred or decimal tabs can be mixed in any
fashion. Tab line displayed on screen when tabs are in use.

Page Breaks
Automatic page breaks inserted at the end of a page. Forced

page breaks can also be inserted at any position in the
text,

Merge

Any other Quill document can be merged into a current
document.

Transportation

Import of data records from Abacus and Archive.

Quill : Screen Layout

Control Area - Provides Options available:-
Help (fl) - Available in cartridge form.

Prompts (f£2) - These provide on-screen guidance, or when
switched off provide a larger display area.

Typeface (f4) - Altering the typeface - bold, underscore,
high and lowscript.

Cursor Keys - Movement around the screen

Command Selection (£7) - Lists the commands available
within the Word Processing package.

XChange (f6) - Returns the operator to XChange Task Control.

Modes (£f9) - Insert/Overwrite Modes
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Display Area

The display area is the largest area in the centre of the
'main display' screen and is reserved for the text of
documents. Almost everything typed at the keyboard
appears in this area.

Status Area : this provides:-

the NAME : The name of the document currently being
worked on. If a New Quill Task has been
selected the name field will remain blank

the MODE : The default mode for Quill is INSERT,
therefore anything typed is inserted
into the document rather than written
over existing text, known as QVERWRITE

mode.
the TYPEFACE : The name of the typeface currently being
used. The default is 'normal'.
the LINE The current line and page number being
WORDS worked on, together with the numbers of
PAGE words contained in the document.

The Ruler Line

Across the top of the Quill Display Area is the 'ruler'.
This is a row of dots, marking each character position
across the display; every tenth space being numbered. Upto
160 character width maximum,

The Cursor

The cursor marks the typing point on screen and is
displayed as a small rectangle. Once text has been placed
within a document the cursor can be moved around by using
the four cursor control keys on the keyboard. These

keys are repeat keys (when held down they continue

moving in the direction chosen). The cursor will not pass
the end of the text, nor will it move from its original
position if there is no text in the document.
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Text Options

The option shown in the Control Area, headed Text,
indicates the various ways in which text may be inserted
or altered.

Inserting Text

Quill automatically defaults to INSERT MODE (shown in the
Status Area)

To insert text, place the cursor at the position where the
text is to be inserted and type text.

Wordwrap

Wordwrap is an automatic facility enabling typing to
continue without using the carriage return key. Quill
automatically wraps a word on to a new line if the whole
word cannot fit on to the previous line.

Carriage Return

The carriage return should be used where lines have a fixed
end, for example at the end of a paragraph or the end of a
heading.

The carriage return keeps the line separated from other text
when characters are removed and ‘'‘close up' occurs.

It also prevents right justification of the line when
printing.

Replacing (overwriting) Existing Text

Action/Key Stroke
Command Required

a) To replace existing text, Quill | £9 - Status Line
needs to be changed from INSERT | default changes to
MODE to OVERWRITE MODE OVERWRITE

b) Move the cursor to the text to
be replaced and type the
replacement over the old text.
Return to INSERT MODE £f9 -~ INSERT returns
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Typefaces

The appearance of text may be altered by changing the
typeface. Quill automatically defaults to 'normal’
typeface, but there are four other options available:

Bold - text is altered to an emboldened form

High Script - text is printed in the upper half of the
line

Low Script - text is printed in the lower half of the
line

Underline - text is underscored

Any combination of the above options is available, apart
from High and Low Scripts together.

Once a typeface has been selected all text typed appears
in that particular mode, and remains in effect until
re-altered.

Inserting Text in a particular Action/Key Stroke
Typeface Command Required
a) Use the function keys to select | £4

the typeface option

b) Quill offers the feollowing B(old), H(igh), L{ow),
options: U(nderline) or P to paint or
change existing text

c) Select the typeface option(s) Type the initial
required letter(s)
corresponding
Note: To return to normal to the typeface
typeface, ie. switch off the For example:
option previously chosen, B(old) followed by

simply repeat the above process | U(nderline) will
produce text in both
bold and underlined
modes
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Painting a Typeface

a)

b)

c)

d)

e)

£)

Move the cursor to the first
character of text to be
painted

Use the function keys to
display the typeface options

Choose the Paint Option
Select the typeface(s) the text

is to be painted in

Use the right and down cursor
keys to paint across the text
required

Once painting is complete

Issue 1

Action/Key Stroke
Command Required

f£4

Type P (paint)

Type B, U, H, L or a
combination of the
above

cursor movement

Press ENTER key

Command Note: The Margins Command enables the positions of

the left, right and indent margins to be altered.

Margins Command

a)

b)

c)

d)

e)

£)
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Use the function keys to
display the Command Options

Before selecting the command
move the cursor to the position
where the margin change is to
occur from

Choose the Margins Command
Quill offers three options:
Left Indent and Right
Highlight the option required
Once the option has been
selected, use the left/right
cursor keys to move the margin

to the required position

Leave the Command

Action/Key Stroke
Command Required

£7

Move cursor

Type M (margins)

Use the bar space to
highlight the option
or type the
corresponding key (L,
I or R)

Use cursor keys
to move margin

Press ENTER
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Command Notes

Loading a Document From Memory or From Cartridge

Action/Rey stroke
Command Required

a) Use the function keys to £7
display the Command Options

b) Choose the Load Command Type L (load)

<) Type name of file to be loaded Specify where the file
is to be found: Memory,
Cartridge in the Left
or Right Microdrive,
followed by a colon
and the file name, and
extension. For
example: M:MEMO.DOC or
L:MEMO.DOC. Press

ENTER

d) Loading Prompt will appear

If the file name is not known the operator has the option of
keying ? followed by ENTER. A list of all the files in the
default directory is displayed.

If the file name does not correspond to the name of an
existing document, the document does not exist prompt
appears and the operator is offered another chance to type
in the correct name.

Printing a Document

Action/Rey stroke
Command Required

a) Use the function keys to £7
display the Command Options

b) Choose the Print Command Type P (print)

c) The next stage varies dependent | Follow options
upon the package : simply provided
follow the instructions
provided in the Control Area
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