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Thank you for purchasing GeoWorks Ensemble and congratulations
onbeing an innovator. People like you make new software technologies
possible. By buying this product you have invested in our company
and in our vision for the future of personal computers. We will work
hard to honor that trust.

GeoWorks has spent three years creating this product. We've had one
goal in mind: to help you get the most out of your computer.

By buying GeoWorks Ensemble, you have purchased much more
than a package of integrated applications. You have purchased a set
of applications built on the most sophisticated system software
environment available for any personal computer: PC/GEOS.

To create PC/GEOS we studied early graphical environments like the
Macintosh and Microsoft Windows; we studied state-of-the-art systems
like NeXT and OS/2; and we studied university research into
operating systems and user interface technology. We analyzed the
strengths and weaknesses of these technologies and combined the
best features with numerous innovations of our own. Using old
fashioned hard work, we coded these features in efficient, high
performance assembly language to deliver great performance on all
PCs.

PC/GEOS is so efficient that you can get great software performance
from the computer you already own. If you've got an XT-class
machine, you'll find PC/GEOS to be very responsive. If you've got a
286 or 386 machine, you'll get the performance you deserve from
your hardware investment. And PC/GEOS adjusts to your level
instead of forcing you to adjust to its. We call this “scalable user



interface” technology, which means that you can choose the
appropriate look and feel for your level of expertise. If this is the first
time you've used a computer, try the software appliances. If you're
a veteran, then the Motif professional user interface is probably more
your speed. Over time we will continue to refine this technology,
offering more choices of interfaces so there’s one that’s just right for
you.

GeoWorks Ensemble and PC/GEOS are the start of a whole new
world for personal computers. I hope you share the excitement we
have felt in creating this software and I hope you will be a part of
evolving it.

Brian P. Dougherty
Chairman and CEO
GeoWorks
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Welcome! We think you’re going
to enjoy using GEOS. This chapter
gives you a general idea of what
you can do with GEOS and
explains how to get the most out of
this user’s guide.

If you haven’t yet installed
GEOS, you should do so now by
following the instructions in the

Quick Start Guide.
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Why GEOS?

Computers. They're supposed to make life easier. But the time it
takes to learn a new program—all the commands you must remem-
ber, all the trial and error you must go through—these things can take
all the fun out of using a computer, even for experienced users.

So we created GEOS, an exciting new environment to work in, along
with a family of applications (including GeoWrite and GeoDraw) that
make full use of its power. Together they make up GeoWorks
Ensemble. GEOS is designed to give you powerful tools for doing
your work, but also to bring a little fun back into using your computer.
And it’s so easy that anyone can learn to use it.

GEOS is easy to use because it’s visual and intuitive. Instead of using
hard-to-remember commands, the screen shows you pictures of
things, like buttons and icons. Everything you can do in GEOS is
represented somewhere on the screen, whether it's in a menu, in a
list, or on a button. You spend less time trying to remember how to
do things and more time doing them. Simply move an arrow-shaped
pointer around on the screen with your mouse until it points at a
visual representation of what you want to do, then press and release

the mouse button.

5600,

ica Online Calculator

Geo'Write L

With the graphic abilities of GEOS, things appear on the screen

Just point and

click

exactly as they will on the printer. Whether it’s a business letter you're
writing or some artwork you're creating, what you see is what you
get (WYSIWYG). So when you print, there aren’t any surprises.

These are just a few of the reasons that we think GEOS is easy and
fun to use. Go ahead and explore... Find a few reasons of your own.



Why GEOS?

Something for Everybody

When you first start GEOS, a Welcome screen greets you. The
Welcome screen provides a friendly and simple starting place.
Everything is large and clearly labeled.

The Welcome screen has something for everybody. The software
Appliances can be used by anyone in the family. For more advanced
users, there’s a Professional Workspace and a DOS Programs area for
running DOS programs and batch files.

Power When You Need It

In addition to being simple and friendly, GEOS has power on tap. The
Professional Workspace is where you put this power to work.

The Professional Workspace helps you get started and keep orga-
nized. It has a desktop file manager called GeoManager for working
with files and directories, as well as a calendar (GeoPlanner), address
book (GeoDex), and Notepad for keeping track of dates, people, and
notes.

The GEOS word processing and drawing application programs let
you create documents and complement them with graphics. In
GeoDraw you can draw graphs, charts, abstract shapes and lines,
then copy them into GeoWrite.

(= [ T T I - (| (o
File [Edit Ulew Options Modify fArrange Text Window

charts, and

pictures using

TV Market Share for GeoDraw
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GeoDraw lets you shade, fill, and pattern to create detail. All you do
is go to a toolbox, where you can choose different tools, which draw
different shapes. You can change the size, color, and texture of a
shape. You can rotate a shape, including text, to any orientation.

With the GeoWrite word processor, you can change fonts and text
styles atany time, to any size. You can center, justify, and move blocks
of copy. You can work in multiple columns, in different colors, on
different sizes of paper—right on the screen. And of course, you can
also cut and paste to combine text and graphics.

Create
sophisticated
documents
using
GeoWrite's
OFFICERS’ ROSTER advanced
formatting
capabilities

Geolrite - Officers’ 1
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- Laser Music, Inc. -

1. Mary Anne Bovino PRESIDENT 18342 Oak St
Berkeley, CA
2. Julie Ratowitz VICE-PRESIDENT 5628 Kathleen St
Oakland, CA
3. DoraLee TREASURER 3547 Stellar Rd

San L eandro, CA
4, Juan Guerra RECORDING SECRETARY 2467 Kelton Ave,

—

You can print your documents exactly as they appear on the screen,
on any of the supported dot matrix or laser printers. You can even
print in color if your printer supports it.

The rest of this chapter tells you how to use this manual to get the
most out of this new software product.

Why GEOS?



How to Use This Manual

This book is organized sequentially—most topics build upon
previous topics—so if you like that kind of instruction, you can read

from cover to cover.
But that doesn’t mean you have to read the whole thing.

Start with this chapter. Skip ahead if something seems obvious. Turn

back if you miss something important.

Try things out. Use the index. Peruse the table of contents. Look up
words you don’t know in the glossary.

In short, don't feel like you have to do things “by the book.” Use this
manual in whatever way helps you most.

In fact, the best way to learn about GEOS is to play with the software.
As you try things out—and become more comfortable experiment-

ing—GEOS becomes easier to learn and use.

And, if you're worried about accidentally damaging something
important, remember this: GEOS asks you for permission before it
updates or removes anything important, and it almost always gives
you a way to undo your changes.

Putting the Manual to Work

This user’s guide consists of chapters, and each chapter is divided into
topics. Each topic begins with an explanation, and then gives simple
tasks you can follow. Scan down the page for the task you want, then
follow the steps.

Introduction




Pictures illustrate a
point or to tell you

How to Use This Manual

Starting Communications—

Once you have adjusied the GeoComm window (0 a size you are
comfortable with and have set the parameters for your computer, you

A topic begins on its
own page. (A list of
topics appears at the
beginning of each
chapter.)

| Each topic begins with

may start telecommunications with another computer.

If the two computers are already connected, just start typing
Otherwise, you will want to dial a number with your modem

To dial a number...

lan explanation...

...and then gives simple
tasks that you can

1. Choose Quick Dial from the Dial menu. The Quick Dial dialog
box appears.

Enter phone
number you
want to dial

what to do |

2. Type the phone number you wish to dial.
3. Click Dial. GeoComm dials the number.

GeoComm accepts numbers in almost any format. Here are some
guidelines for entering phone numbers:

* Omit the area code for local numbers.

* For long distance calls, include the 1 and the area code, as in this
example:

1-415-555-1212

« If the number needs a special dialing sequence — to access a
long distance service, for instance — be sure to enter this

sequence before the regular number:

Special symbols in this manual, such as(A),(x], and Y], represent keys
on your keyboard.

The symbols shown in the manual won’t always match the keys on
your keyboard. For example, not all keyboards have a key;
sometimes it is marked with the word “Control.” Also, the
key appears as a key on some keyboards. Refer to your

computer’s owner’s manual for more information.

When you see a group of keys separated by a + sign, it means to hold
down the first set of keys while pressing the second. For example, if

you see +(PJ, it means to hold down both the and
keys while pressing the (P] key.

follow. A line separates
each task from the
surrounding text

When you see two
groups of keys separated
by a + sign, it means to
hold down the first set of
keys while pressing the

second.






This chapter introduces you to the
GEOS Welcome screen. It assumes
you have already gone through
the installation process described
in the Quick Start Guide.

In this chapter you learn
e How to start and exit GEOS
e How to use the mouse
e About the elements of the GEOS

Welcome screen
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Starting GEOS

If you’ve just finished running the Setup Program, GEOS starts
automatically. Thereafter, you need to start GEOS from DOS when-

ever you want to use it.

To start GEOS from DOS...
At the DOS prompt type GEOS and press [Enter].
GEOS loads from disk. After a few moments, the Welcome screen
appears.

If you are unable to start GEOS, refer to the booklet Troubleshooting,

Tips, and Extra Features for troubleshooting help.



What You See When You First Start GEOS

When you first start GEOS, you see the Welcome screen. It is your
gateway into the GEOS environment.

[EXIT] Welcome

DOS Programs

Appliances Professional

Buttons Ir l I }

Sunday August 5, 1990 6:04 pm
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- Pointer: You use the pointer to “point” to items on the screen.
o
3 Moving the mouse on a flat surface moves the pointer on the screen.
: Buttons: Buttons represent actions or choices you have. You click
- buttons on the screen by positioning the pointer over a button and
£ pressing and releasing the left mouse button.
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Using the Mouse

GEOS is designed for use with a mouse. The mouse lets you
point and click to get things done.

As you move the mouse on a flat surface, such as a tabletop, a small
arrow-shaped pointer moves on the screen. The motion of the pointer
corresponds to the motion of the mouse.

Sometimes the pointer changes its shape to remind you of what you
are doing or to give you information.

Arrow pointer: This is the normal pointer. It moves with the motion

of the mouse.

Hourglass pointer: The Hourglass (or “Busy”) pointer indicates an
operation is in progress and that you can’t perform another task until
the operation is completed.

Circle/Slash pointer: When the pointer is outside of the active area
of the screen, it becomes a circle with a slash through it.

I-beam pointer: The I-beam pointer shows that you can change the
text under it.

You can control GEOS with either a two-button or three-button
mouse. If you have a two-button mouse, the buttons are referred to
as “left” and “right.” If you have a three-button mouse, the buttons are
referred to as “left,” “right,” and “middle.”

The left and right mouse buttons have specific functions. The middle

button is unused.



Using the Mouse

Screen

Welcome

the

Getting Started With

Two-button mouse

-
eft button | \

Right button |}

Three-button mouse

Left button: The left button performs most operations in GEOS. If
the instructions don’t specify a particular mouse button to use, always
use the left button.

Right button: The right button is for moving items around the
screen. This is called direct manipulation. Not all direct manipula-
tions require you to use the right mouse button, so the documentation
makes it clear when you should.

Moving the Pointer and Clicking

To control GEOS, you move the pointer around the screen until it is
over an item you want to use—such as a button, a menu item, or an
icon—then press and release the mouse button. Moving the pointer
over an item is called pointing to the item. Pressing and releasing the
mouse button is called clicking (or, sometimes, single-clicking).

Left button

Right button

When the instructions
don't specify a particular
mouse button to use, use

the left mouse button.



To move the pointer on the screen...

1. Place the mouse on a flat surface. The cord should face away
from you.

2. Move the mouse in any direction. The pointer movement
corresponds to the movement of the mouse.

If you want to move the mouse without moving the pointer,
lift the mouse off of its surface and place it down somewhere
else. The pointer stays where it is.

"--..

00 P S

As you move the mouse on the
table, the pointer moves the same
way on the screen.

Using the Mouse



Using the Mouse
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To click an item on the screen...

1. Position the pointer so that its tip is over the item you want to
click.

2. Press and release the mouse button—usually the left one—

once.

Move the pointer over the
item you want to click

...and press and release
the mouse button

Double-Clicking

A double-clickis two quick clicks of the mouse button. A double-click
often provides a shortcut way of doing something you could normally
do with multiple single-clicks, such as starting an application with
GeoManager.



To double-click an item on the screen...
1. Position the pointer over the item you wish to double click.

2. Press and release the mouse button twice, rapidly in succes-

sion.

The trick to double-clicking is steadiness and speed: Don’t move the
mouse; press and release quickly. You might need to practice this
until you get it just right.

Triple-clicking, Quadruple-clicking, Quintuple-clicking, and
more. Sometimes GEOS extends the idea of double-clicking to
include additional clicks. There are triple-clicks (three clicks),
quadruple-clicks (four clicks), and even quintuple-clicks (five clicks).
Multiple-clicks are useful in a variety of situations, such as when
selecting text. In a word processor, for example, each successive click
selects a larger unit of text—a double-click selects a word, a triple-
click selects a line, a quadruple-click selects a paragraph, and a
quintuple-click selects an entire page. See “Entering and Editing Text”
in Chapter 4, “The Professional Workspace,” for more information.

Pressing means positioning the pointer on the screen, then pressing
and holding down the mouse button. Pressing an item on the screen
is like pressing and holding a key on your keyboard: Just as some keys
auto-repeat and cause a continuous action, some items on the screen
auto-repeat and cause continuous actions. For example, pressing on
a down arrow—such as those used to scroll through lists—often

causes the list to scroll continuously.

Using the Mouse



Using the Mouse
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To press an item on the screen...
1. Position the pointer over the item you want to press.

2. Press and hold down the mouse button. Do not release it
immediately.

Pressing causes a continuous action (like scrolling) while the
mouse button is down.

3. Release the mouse button. The continuous action stops.

Dragging means to press and hold down the mouse button while
moving the mouse. As Chapter 4 explains, dragging is one way to
browse through menus and choose commands. It is also convenient
for moving and resizing windows, and for selecting areas of text in

a window.

You can also use dragging to pick up items and move them around
the screen. This kind of dragging is called direct manipulation. You
often use the right mouse button for direct manipulation.

To drag an item on the screen...
1. Position the pointer where you want to begin dragging.
2. Press and hold down the mouse button.
3. Move the pointer in any direction.

4. Release the mouse button.
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When Things Go Wrong

When GEOS cncounters a problem that you need to know about,
or when you need to make an important decision, a dialog box
appears in the middle of the screen.

W Are you sure you want to exit GE0OS?

| Buttons for each option

The dialog box tells you what the problem is, or what decision you
need to make, and usually presents you with several options—
visually represented as buttons on the screen. You must click one of
the buttons before you can continue with what you were doing.

If one choice is particularly good, or is at least the safest of the choices

given, the box shows you this by marking the button with an
especially heavy outline.

Press to select this choice, and the dialog box goes away.



Getting Help

Many screens have a special Help button in the upper right

corner.

—| Click for help

Print:
| Print Month |

| Print Events | A window is a

rectangular area of the

When you click the Help button, a window appears with information ~ Screen where information

: and instructions for the screen. is displayed.
[’
-
v
")
Z HEL[P Help for GeoPlanner
0 You are using the Planner appliance. Use the
o Help window |—— two leftmost groups of buttons to display the
i month you desire, and use the third group of
9 buttons to display the day you desire. Use the
; mouse to click on a date in the calendar, and
that day’s schedule will apear on the right.

[} Print either a calendar or the schedule usin
£

I Page Up I | Page Down | I(_:Iose |
= l ]
- Paging buttons i—
3
.g Help window: The text in the help window explains how to use the
: current screen. You can scroll to different pages.
0
i Paging buttons: Use the Page Up and Page Down buttons to flip
- between pages of help.
c
0
V]



Getting Help

Close Button: The Close button closes the Help window when you
are finished using it.

To display the Help Window...

Click the Help button in the upper right corner of the screen. The
Help window appears.

To view different Help pages...
Click the paging buttons:

e Click the Page Down button to view the next page of help.

Page Up e Click the Page Up button to view the previous page of help.

If one of the paging buttons appears dimmed (light grey), then the
function of that button is not available because you are already on
the first or last page of help. If both buttons are dimmed, then there
is only one page of help and it is currently displayed. Clicking a
dimmed button has no effect.

To make the Help window go away...

Click the Close button. The Help window goes away.



Where You Can Go From the Welcome Screen

Screen

Welcome

the

Getting Started With

The buttons on the Welcome screen represent the different parts
of GEOS.

When you click one of the buttons on the Welcome screen, another
screen appears. You work with the new screen and then return to the
Welcome screen when you are finished.

Appliances i Professional DOS Programs

Sunday August 5, 1990 6:04 pm

GeoWorks

Copyright ® GEOWORKS 1990. All rights reserved.

Appliances: Use the Appliance button to access a screen of software
appliances, including a computerized calculator, notepad, calendar,
and address book.

Professional: Use the Professional button to access a screen of
professional applications, such as the GeoManager file manager and
the GeoWrite word processor.



Where You Can Go From the Welcome Screen

DOS Programs: Use the DOS Program button to access a screen of
DOS applications and batch files you can run.

Exit: Use the Exit button to leave GEOS and returns to DOS.

Help: Use the Help button to access the Help window.

Appliances
Clicking the Appliances button reveals a screen of software appli-
ances.
EXW Choose an Appliance HELP
e e E\'
o 3 ™
Calculator Address Book Planner ; Notepad

Click one of the
buttons to start an
appliance

Software appliances are designed to be simple enough for anyone to
learn how to use them. In some respects they resemble conventional
appliances you might find in a home. For example, the Calculator
appliance resembles a handheld calculator. It has large, familiar
buttons and a red LED display.



Where You Can Go From the Welcome Screen

Software appliances are easy to use, and there’s nothing you can do
with them that will harm your computer. Software appliances are a
great way to introduce family and friends to GEOS.

See Chapter 3, “The Appliances,” for more information on using
GEOS appliances.

Professional Applications

Clicking the Professional button reveals a workspace where you can
use advanced GEOS applications, like GeoDraw and GeoWrite.

GeoManager
File Tree Uiew Options Di¥ Window
C:[HARD DISK] \GEOS824\WORLD - 11 items (495,106 bytes) of 11. 23,431,168 bytes free.
s} E
53300 =
America Online Calculator GeoDex GeoDraw GeoManager

(4

i L

GeoPlanner GeoWrite Notepad Preferences Serapbaok

Screen
&
|

o

£

]

v

o

3

0

£

<

-

3 b . :
If you can’t figure out how to exit the Professional workspace, press

L

o to return to the Welcome screen.

-

o See Chapter 4, “The Professional Workspace,” for more information.

-

(2]

o

c

-

[

0

The screen that appears
when you click the
Professional button is
called a workspace.
Software programs you
run in the workspace are

called applications.



Where You Can Go From the Welcome Screen

Clicking the DOS Programs button reveals a screen of buttons
representing DOS programs you can run. At first this screen has only
one button, labeled “Enter DOS.”

EXIT]

Options

DOS Programs HELP

J 5
= | 2
Enter DOS WordPerfect ™ Norton ™

The Enter DOS button lets you temporarily enter DOS. Once in DOS,
you can invoke normal DOS commands. Type exit and press
to leave DOS and return to the DOS Programs screen.

After you become comfortable with GEOS, you can add your favorite
DOS applications to the DOS Programs screen as buttons.

If you want to use the DOS Programs screen right away, you might
ask somebody who understands GEOS and DOS to set up your DOS

Programs screen for you.

See Chapter 12, “Using The DOS Programs Screen,” for information
on setting up and using the DOS Programs screen.
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Exiting GEOS

Screen

Welcome

the

Getting Started With

To exit GEOS and return to DOS...

1. Click the Exit button in the upper left corner of the Welcome
screen. Or, alternatively, press (F3 ].

A dialog box appears, asking if you wish to exit GEOS.

2. Click the Yes button in the dialog box or press (Enter]. GEOS
exits and returns you to DOS.

Get in the habit of exiting GEOS before shutting off your computer.
If you shut off your computer while GEOS is running, you may lose

work.

Get in the habit of exiting
GEOS before shutting off

your computer.



Anybody in your household who can
use a familiar home appliance—
washing machine, telephone
answering machine, remote-control
television—can also use GEOS
software appliances. GEOS software
appliances are designed to be
especially easy to learn.
GEOS comes with four appliances
available for use:
e An Address Book for looking up
names and addresses
e A Planner for showing
important upcoming events
e A Calculator for quick
calculations

e A Notepad for making notes
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APPLIANCES

Turning Appliances On and Off
The Notepad Appliance

The Calculator Appliance

The Address Book Appliance

The Planner Appliance
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Turning Appliances On and Off

To wse an appliance, you must first turn it on. Turning on an
appliance is as simple as clicking a button. When you are finished
using the appliance, you can turn it off with the click of another
button.

To turn on an appliance...

1. Onthe Welcome screen, click the large Appliances button. The
Choose an Appliance screen appears.

2. Click the button of the appliance you wish to use—for

example, click the Calculator button. The appliance turns on

and fills the screen.

If you need help using an appliance, click the Help button in
the upper right corner of the screen. See “Getting Help” in
Chapter 2, “Getting Started With the Welcome Screen” for more
information.

To turn off an appliance...

1. Click the Exit button in the upper left corner of the appliance.
The appliance turns off and the Choose an Appliance screen

reappears.

2. Click a button to use another appliance or click Exit to return

to the Welcome screen.



The Notepad Appliance

The Notepad appliance is a handy place to write quick notes or

lists.

EXIT] Notepad HELR]— Click for help
} Text size: @ Small O Medium O Large @]

L T Y I P\‘ld\ to switch to other
| pages of the Notepad
— |

Shopping List:
Eggs ou can make the text
Milk You can mal e tex
) fish sticks larger if you
Resealing storage bags o
Spaghetti trouble reac

ial bathroom

y steak TU dinner
Ice cream

The Appliances



The Calculator Appliance

The Calculator appliance works like a normal desktop calculator.

‘rtjm‘h for hely
Click to return to }_ KIT HELP

Appliances screen

|rIII

LED display shows the
number you are entering
¢ ) % ||Del |C/CE <'L‘f."fllfﬁf{xT,ﬁ}w e
calculations the way ‘7 HB Hg H— HSTO ‘
" you would on & ‘ 4 |5 & Jx |mcL
regular calculator ’1—_—H2 HS H-— HSTO'*"
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enter numbers and

Click these buttons to ‘
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The Address Book Appliance

The Address Book appliance works much like a common office

card file.
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Name: Phone Numbers:
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Dial a number

The Appliances



The Planner Appliance

The Planner appliance works like a desk calendar and date book.

EXI Today is Sunday August 5, 1990 HELP
Go to Year: Go to Month: Go to Day: Print:
A1 [ 1989 ] [ Juy 1990 ] [Aug 5, 1990 | [ Print Month_|— . Prints monthly calenda
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S ™ T W i | F 8 A 10:30am Get tickets
T 3 3 3 ¢ f
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1€
E] 20 21 22 73 23 75
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The GEOS Professional Workspace turns
your computer into an electronic desktop.
With this desktop, you can write
documents, draw pictures, look up phone
numbers and check appointments, and
even jot down notes to yourself.

Everything in the Professional
Workspace is based on a standard called
Maotif. This chapter explains the parts of
Motif and the Professional Workspace
that are common to all GEOS
applications.

This chapter contains a lot of
information—certainly more than you’ll
need right away—so after reading the
sections at the beginning that help you
get started, you’ll probably want to skip
ahead to other chapters. You can always
come back to this chapter when you
want to learn more or when you
encounter something you don’t

understand.
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Entering the Workspace
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Selecting

Entering and Editing Text

Cutting and Pasting

Printing



About the Professional Workspace

The Professional Workspace is like a real desktop in that you
can place everything out in the open in any way that you want, you
can do many things at once, and you don’t need to finish one task
before starting another.

Another way the Professional Workspace is like a real desktop is that
you can stop working at any time. You don’t need to finish what you
are doing before you exit or quit for the day. No matter how long you
are gone, and no matter what you do in the meantime (you can even
turn off your computer after you exit GEOS), everything in the
Professional Workspace stays exactly as you left it, ready for you
when you start working again. Nothing is ever lost, or misplaced, or

rearranged.

The desktop metaphor of the Professional Workspace is based on the
Motif graphical user interface (GUID). Like other interfaces, Motif
provides a friendly, consistent, graphical way to control your
computer. The Motif standard was developed by the Open Software
Foundation and is supported by some of largest hardware and
software manufacturers in the world, including IBM, DEC, Hewlett-
Packard, and Groupe Bull (Zenith).

Whether you are a seasoned computer user or someone who is new
to graphical software, the Professional Workspace is right for you.
You'll find the Professional Workspace both easy to learn and
exceptionally powerful. You're not likely to get stumped trying to use
it, nor are you likely to outgrow its capabilities.



Entering the Workspace

Workspace

Professional

The

Like other areas of GEOS, you enter the Professional Work-
space from the Welcome screen. The first time you enter the
Professional Workspace, the screen appears with the GeoManager
window. The GeoManager window shows all the applications you
can use. Thereafter, whenever you enter the Professional Workspace,
the GeoManager may or may not appear, depending on how you last
left it.

To enter the Professional Workspace from the Welcome
screen...

1. On the Welcome screen, click the Professional button.
A dialog box appears, asking you if you want to enter the

Professional Workspace. This dialog box only appears the very

first time.

? You are about to enter the Professional
Workspace. If this is your first time using
the Professional Workspace, you may want

to have your User’s guide at hand.

Are you sure you want to enter the
Professional Workspace?

2. Click Yes. The Welcome screen clears and the Professional
Workspace appears.



The Professional Workspace Screen

The GeoManager window is the first thing you see when you  the first fime you enter

enter the Professional Workspace. From the GeoManager window, )
. iy the Professional
you can start GEOS applications as well as manage your documents,

files, directories, and disks. Workspace, the
y ) o GeoManager window
Programs you run in the Professional Workspace are called applications.
You use applications to create documents. Applications use windows, ~2Ppears. When you
rectangular areas of the screen, to display information. leave the Professional
Workspace, GEOS stores
= ‘ : - GeoManager your work £ !hot When
File Tree View Options Di¥ Window
C:[HARD DISK] \GEOS824\WORLD - 11 items (495,106 bytes) of 11. 23,431,168 bytes free. you come bOCk
= =] A '
N & s .
[cons F Amerioa Online Caleulator GeoDex GeoDraw GeoManager everyihlng appears as
o = Gl ES -
12 ‘ § | 1) 7 you last left it.
GeoPlanner Geo'Write Notepad Preferences Serapbook
Window |
DOCUMENT |
directory button | ‘ "
y | Floppy disk
WORLD | | buttons
directory button | | Hard disk
| buttons
Wastebasket %

Workspace
background

Workspace background: This is the background area of the screen,

usually light or dark gray, where windows and icons appear.

Window: Windows are the rectangular areas of the screen where
information appears. Windows may be moved and stacked on the
workspace like sheets of paper on a desktop; they may overlap one
another, partially or completely. GeoManager uses its window to

display the contents of disks and directories.



The Professional Workspace Screen
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Professional
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Icons: Icons are small pictures on the screen that represent things
you can work with. In the GeoManager window, icons represent files
and directories on your disks. When you want to work with a file or
directory, you can do so by working with its icon.

File icon: A file icon in the GeoManager window represents a file on
your disk drive. The file can be either a DOS file or a GEOS file.

Directory icon: A folder icon in the GeoManager window repre-
sents a directory on your disk drive. Because directories appear as
folders in the GeoManager window, “directory” and “folder” are often
used interchangeably.

WORLD and DOCUMENT directory buttons: GEOS has two main
directories: WORLD and DOCUMENT. The WORLD directory con-
tains applications (programs you can run), and the DOCUMENT
directory contains documents (data files you can use). The WORLD
and DOCUMENT buttons quickly display these two directories.

Floppy disk buttons: The floppy disk drives in your computer
appear as buttons along the bottom edge of the GeoManager
window. The letters on the buttons indicate which drives the buttons
represent. Floppy disk drives are labeled “A” and “B.”

Hard disk buttons: The hard disk drives in your computer appear
as buttons along the bottom edge of the GeoManager window. The
letters on the buttons indicate which drives the buttons represent.
Hard disk drives are labeled starting with “C.” (Note: If you have a
RAMdisk, a ROMdisk, or other kind of disk device, such as a LAN
device, it too appears as a button along the bottom edge of the
window.)

Wastebasket icon: Putting a file or a directory folder in the Waste-
basket is one way to delete the file or directory (it is a lot like the DOS
delete command). Whatever you put in the Wastebasket is removed
from the disk and cannot be retrieved.



Applications and Documents

Programs you rum in the GEOS Professional Workspace are
called applications. You use applications to create and edit docu-
ments. A document can be a one-page letter, a ten-page report, an
architectural drawing, or even a complete address book with names
and addresses. Documents are stored as data files on your disks. They
are similar to the files you create and save with DOS programs.

e

R I
{

= Geoldrite - Letter to Mom - =1 s [

File Edit View Options Paragraph Fonts Sizes Styles Window

[ | e e | [ - T IE3 L It} | 5. | I3 L T3 |

[ p ot i ' U 4 |

[ € Page: 1 3 0 O DENENENE] 1=1 1=141=] ]
Dear Mom,

I've settled in at my new
apartment, more or less. I still have
boxes everywhere, and there appear to
be things growing in the grout in the

bathroom, from the previous tenants.

Other than that, things are fine. The
store is just a block away, so I just

hopped over there to buy a bag of 50

frozen fish stick What a dealll

Each application in GEOS uses a unique type of document. A
graphics application uses graphics documents, a word processor
application uses word processor documents, and an address book
application uses address book documents. You can’t open a word
processor document with a graphics application, or vice versa,
because the documents are of different types—but you can share
information between the two documents by cutting and pasting.

In GEOS, you use the WORLD and DOCUMENT directories for
storing applications and documents. Applications are stored in the



Applications and Documents

WORLD directory; documents are stored in the DOCUMENT direc-
tory. You can switch between these two directories by clicking the
WORLD and DOCUMENT directory buttons at the bottom of the
GeoManager window.

Workspace

Professional

The



File

Leaving the Workspace

You can leave the Professional Workspace at any time. You can
return to the Welcome screen first, or you can exit directly to DOS.

There’s no need to clean up or save documents before you exit the
Professional Workspace. GEOS remembers exactly what you are
doing when you leave. This way, whenever you come back, no
matter how long you've been gone or what you’ve done in between
(you can even exit to DOS and turn off your computer), the
Professional Workspace stays just as you left it: The same applications
are running with the same documents open. Nothing is ever lost!

To leave the Professional Workspace and return to the
Welcome screen...

Click the Express button on whichever window you see it. At
first, the Express button is on the GeoManager window, near
the upper left corner. However, if you are running more than
one application, the Express button moves to the window of

the active application.

[_il# ;Ne“:ome !IO“S Disk Wind
[(5 ® GeoManager _j,,0p1S\WORLD -
Startup -
Exit to DOS T
Bo00
America Online Calculator GeoCon

2. On the Express menu, click Welcome (the topmost item). The
Professional Workspace goes away and the Welcome screen

appears.

You should always exit
to DOS before turning off
your computer. Do not
turn off your computer
while in the Professional
Workspace or the

Welcome screen.



Leaving the Workspace

You may also press to return to the Welcome screen
without using the Express menu.

To exit directly to DOS...

1. Click the Express button at the top of the active window. The

Express menu appears.

Click Express button |
[0 open menu r
Fi Weicome ons Disk Wind
[ R DORICS\IORLD -
Startup -3
Wit | Exit to DOS %’cﬁ
directly to ==
i sl
‘ Arnerica Online Calculator GeoCon|

2. On the Express menu, click Exit to DOS. The Professional

Workspace goes away and the DOS prompt appears.

Exiting directly to DOS is a shortcut way to exit, without returning
to the Welcome screen. As when returning to the Welcome screen,
nothing is lost when you exit directly to DOS.

Workspace

Professional

The



Using Windows

L] .
Windows are rectangular arcas of the screen where applica-
tions display information. You can move, stack, and resize windows

on the workspace.

Express button }—j [ — Title
Control button } = | FE otepad ote s ([ l
|

File Edit Sizes

Menu name | l -

Shopping List: I I Miiitnize Bt

Menu bar }
Eggs

Milk

30 fish sticks
Resealing storage bags ~ Scroll
Spaghetti

Industrial bathroom cleaner
Salisbury steak TV dinner | Resize borders
Ice cream| L_A

: [

Title bar: The title bar names the contents of the window. You can

move a window by dragging its title bar.

Menu bar: If an application has menus, the menu names appear on
the menu bar. Not all applications have menus.

Menu name: Clicking a menu name displays that menu.

Control button: Double-clicking the Control button closes the
window. Single-clicking the Control button displays a special menu,
the Control menu.

Express button: Clicking the Express button displays the Express
menu. The Express menu contains options for switching between



Using Windows
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running applications, starting new applications, returning to the
Welcome screen, and exiting directly to DOS.

Maximize button: Clicking the Maximize button enlarges the win-
dow to fill the entire screen. The window loses its resize borders and
can no longer be moved or resized, and the button is now referred
to as the Restore button, since it clicking it now will restore the
window to its previous size.

Restore button: The Restore button is the same button as the
Maximize button. Clicking the Restore button returns the window to
its previous size so you can move and resize it as usual.

Minimize button: Clicking the Minimize button collapses the win-
dow to an icon, moving it out of your way temporarily. Minimizing
an application does not exit the application or stop it from running,
but merely shrinks it to an icon. Double-clicking the icon restores the

application to a window.

Resize borders: Dragging a resize border in any direction resizes
the window.

Scroll bar: When the contents of a window are larger than the
window itself, scroll bars appear at the right and bottom edges of the
window. Scroll bars let you scroll the contents of the window to see
different parts.

Activating Windows

The active window is the window you are currently working in. You
can tell which window is active by looking at the border and title bar.



= oo 10

File Tree View Options Disk Window

C:[HARD DISK] \GEOSB24\WORLD - 11 items (495,106 bytes) of 11. 23,431,168 bytes free.

= & B

GeoDex GeoDraw GeoManager

==
8220

America Online

GeoComm

Calculator

Using Windows

E § ot @ E o

=L% % | { o

GeoPlanner GeoWrite Notepad Preferences Scrapbook
— E Notepad - notes.txt o [[]
File Edit _Sizye

Shopping List

| Inactive window

| Active window with

Eggs
il

Milk
50 fish sticks
i storage bags

Spaghetti
ial bathroom cleaner

| «

y steak TV dinner

ﬁ fce cream B [ C D
£l = =

To activate a window...

Click the window you wish to activate. The best place to click is
the title bar, although you can click anywhere inside the window.
The window moves to the top of the workspace and its title bar
is highlighted.

If the window you want to activate is obscured by other windows,

you may need to first move or close the other windows.

If more than one application is running in the workspace, you can
switch between them by activating their respective windows. See
“Using Applications” later in this chapter for more information on
switching between running applications.

Moving and Resizing Windows

By moving and resizing windows you can rearrange your workspace
to suit your needs. You move a window by dragging its title bar. You
resize a window by dragging its resize borders.

| highlighted title bar
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Press title bar |

of window

.drag outline to new |

position and release

To move a window...

1. Position the pointer over the title bar of the window you wish
to move.
2. Press and hold down the mouse button. The pointer changes
and a rectangular outline of the window appears.
3. Drag the outline in any direction.
4. Release the mouse button. The window redraws at the location
of the outline.
_il GeoM'na er | o '|[j
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To resize a window...

1.

Position the pointer over one of the resize borders on the
window. The pointer changes to a shape which indicates the

edge or edges you are resizing.

Press and hold down the mouse button. An outline of the

window appears.
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Drag in any direction. The outline shrinks or grows as you

move the pointer.

Top and right edges

Bottom and left edges

Bottom and right edges
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Using Windows

— Press resize border..

| ...drag outline, then

| release to resize window
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If you drag a horizontal or vertical border, the outline shrinks

or grows horizontally or vertically only. If you drag a corner

border, the outline shrinks or grows in both dimensions,

horizontally and vertically.

4. Release the mouse button. The window redraws to the size of

the outline.

If you try to make a window smaller than it can actually get, the

window automatically becomes its smallest size.

Some windows don’t have resize borders. You cannot resize these

windows.

Scrolling Windows

When the contents of a window cannot fit within the window itself,

scroll bars appear. Scroll bars let you scroll the window to view more

of its contents. You can scroll a window to the right, for example, to

see parts of a document located off to the right. You can scroll a

window down, to see portions of a document located off the bottom.

File Edit Uiew Options Paragreph Fonts Sizes Stules _Window
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Dear Mom,

I've settled in at my new
apartment, more or less. I still have
boxes everywhere, and there appear to
be things growing in the grout in the
bathroom, from the previous tenants
Other than that, things are fine. The
store is just a block away, so I just

hopped over there to buy a bag of 50

frozen fish stick What a dealll

Scroll arrow

Paging area
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L Horizontal scroll bar

Paging area

Scroll arrow

b Vertical scroll bar



Scroll arrows: Clicking a scroll arrow scrolls the window a single
step in a particular direction. For example, clicking a down-facing
arrow shifts the contents of the window to reveal more of the
document at the bottom.

Slider: The slider indicates the portion of the document now visible
in the window. The entire length of the scroll bar represents the
length of the document. If the slider is at the top of the scroll bar, the
top of the document is showing in the window. If the slider is at the
bottom of the scroll bar, the bottom of the document is showing in
the window. If the entire document fits in the window, the slider fills
the entire scroll bar. Dragging the slider scrolls the contents of the
window to a particular position.

The length of the slider varies depending on how much of the
document is displayed in the window. The more of the document
displayed in the window, the longer the slider.

Paging areas: The paging areas on either side of the slider indicate
the portion of the document hidden from view. Clicking a paging area
scrolls the window a page or a full window at a time.

To scroll a window in small steps...

Click the scroll arrow. The window scrolls a small step in the
direction of the arrow.

To scroll continuously, hold down the mouse button with the

pointer over the scroll arrow.

With a window full of text, each click of a scroll arrow scrolls the
window a line or column at a time. With windows full of other
items, each click of a scroll arrow scrolls the window a uniform

distance.

Using Windows

Click to
scroll up..

...or down in
small steps
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.drag slider
{0 new

position
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File" Edit

To scroll a full window at a time...

Click one of the paging areas to scroll the window a full window
at a time. The window scrolls in the direction of the nearest scroll

arrow.
To scroll continuously a full window at a time, hold down the Click paging
mouse button with the pointer over the paging area. :I;UTI ‘\i’”:tl‘(()’\l\]

To scroll directly to a particular position...
1. Position the pointer over the slider in a scroll bar.
2. Press and drag the slider to a new position.

3. Release. The window scrolls to match the position of the slider.

Closing Windows

Closing a window removes the window from the screen. If close a
window with a document you’'ve made changes to, you are asked if
you want to save the changes. If you close the main window of an
application, the application exits.

To close a window...

Double-click the Control button of the window.
The window closes.

You can also close a window by choosing Close from the
window’s Control menu.



Using Menus

A menv is 2 list of commands and options. You control an
application by choosing items from its menus. Menu names appear
on the menu bar at the top of an application’s window. Beneath each

menu name, out of sight until you need it, is the menu itself.

Express button ——————m
Control button F—H= |2 Notepad - No File a |[]
Menu bar shows | File I Edit Sizes

menu names l
.-H

New | Items you
Open... lum choose
Linse
Heue
Save By
Reser?

Prind.. J
Exit F3

Menu }

| Dimmed items are
| not available

The Control button and Express button reveal special menus for
managing windows and working with applications. Even though
they are not on the menu bar, you use them in the same way you use

regular menus.

Most items on menus represent commands. By choosing a command,
you initiate some sort of action. Other items on menus represent
settings that can be either on or off. These items have special symbols
that indicate whether they are check boxes or radio buttons and

whether they are on or off.



Using Menus
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When a check box is highlighted, the item is on; otherwise, it is off. A check box can be

Choosing a check box from a menu switches the item from off to on, :
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or from on to off.
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You can use two different methods to choose from menus. You can
use the clicking method, in which you click once to display a menu
and then click again to choose an item. Or you can use the dragging
method, in which you press and hold the mouse button to display the
menu, drag down to the item you want, and release to choose the

item.

Items on a menu that appear dimmed (light grey) are unavailable for
use. Some items only become available after you make a selection.
See “Selecting” later in this chapter for more information.

To choose from a menu by clicking...

1. Onthe menu bar, click the name of a menu. The menu appears.

If you don’t find the item you want, click the name of another
menu. The first menu closes, and the new menu appears.

You can continue clicking menus in this way until you see an
item you want to choose. Dimmed items are not available,

which means you can’t choose them.

Using Menus

Only one button in a
group of radio buttons
can be on at a time.
(On color systems, radio
buttons appear as
diamond-shaped

markers.)
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Click to open

menu

With a menu displayed, click the item you want to choose. The
item is selected, and the menu closes.

If you are just browsing, you can close the menu without
making a choice by clicking anywhere off of the menu.
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To choose from a menu by dragging...

1.

2.

Position the pointer over the name of a menu on the menu bar.
Press and hold down the mouse button. The menu appears.

Drag the pointer across the menu bar. As you pass over
different menu names, the corresponding menus appear.

Continue looking through menus until you see the item you
want to choose. Dimmed items are not available, which means
you can’t choose them.

With a menu displayed, drag the pointer down the menu
without releasing the mouse button. Available items highlight
as the pointer passes over them.

When the pointer is over the item you wish to choose, release
the mouse button. The item is selected, and the menu closes.



Drag over file |

If you are just browsing, you can close the menu without
making a choice by dragging the pointer off the menu and

release the mouse button.

=

name (o open
menu. |

..drag down to

Notepad - No File

File | Edit Sizes

—

ew

N
|_0_pen...

Linse

desired item I
and release

RuEe

Revari

Vave By,

*® |

Prini..

i Exit

F3

Using Cascade Menus

Menu items that have a right-facing arrow reveal another menu of
additional choices. This secondary menu is called a cascade menu.

‘aw - Draw Untitled 1

Arrows indi(;ncl
cascade menu

You can choose from a cascade menu by either clicking or dragging

ge | Text | Window Text | Window

i 2 .

Fonts —5 Fonts -

Sizes - Sizes -

Styles = §tult?5_ i -3

Justification - Justification ) =@ Plain Text

Text Properties... Text Properties... ClBold
[italic
[[Junderline

[]strike Thru
[] Superscript (<)
[]Subscript ()

in much the same way as you choose from other menus.

Using Menus

{ Cascade menu
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To choose from a cascade menu by clicking...

1.

2.

Click to open |

Click to open a menu in the normal fashion.

Click the cascade menu item (the item with the right-facing
arrow). The cascade menu appears.

On the cascade menu, click the item you want to choose. The
item is selected, and the cascade menu closes.

To close the cascade menu without making a choice, click
anywhere off of the menu.

first menu... |

click an item |

with a cascade
arrow...

Draw - Draw Untitled l I I
ge | Text | Window ain Text
] [(]8old
Fonts - [Citalic
Sizes —3 [Junderline
[ Stules *® =4 []strike Thru
Justification - [] Superscript (<)
Text Properties... DSubscript )

To choose from a cascade menu by dragging...

1.

2

Drag open a menu in the normal fashion.

Drag the pointer down the menu to highlight the cascade menu
item (the item with the right-facing arrow).

With the pointer on the cascade menu item, drag to the right
so that the pointer is over the right-facing arrow. The cascade
menu appears.

Drag the pointer off of the main menu and onto the cascade
menu.

Drag the pointer down to the item you want to choose and
release the mouse button. The item is selected, and the cascade
menu closes.

...and click
desired item on
cascade menu
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If you don’t want to make a choice from the cascade menu,
drag the pointer back on to the first menu or off of both menus
completely.

Iraw - Draw Untitled

e | Text | Window
Drag over menu | = [ e
name to open... | Fonts -
Sizes =5
[ Stules S e
Justification =3 [ Plain Text
Text Properties... [CIBold | .drag down to
...drag across arrow to | Clitalic desired item and
open cascade menu... | [:]ilnderline I release
[]Sstrike Thru
[] Superscript (<)
[]Subscript ()

You can “pin” a menu to the workspace so that it stays open all the

time.
= |ZE Notepad
File I Edit Sizes [ { Control button
Click here to| B = — = % _
i = —— 1 Title ba
pin menul 2 k_ rl S 2
New New
Open... Open...
sy Linse 4 Pinned menu
Saue Deue
Save By Save By
Reverd Rever? A pinned menu
Prini.. Privi.,
Exit F3 Exit F3 behaves like a window.
It has a title bar so you

can move it and a
Control button so you

can close it.



Using Menus

Workspace

Professional

The

Once a menu is pinned, you can move it around the workspace and

place it wherever you need it most. When you’re done, you can close

the pinned menu so it no longer takes up space on the screen.

To pina menu...

Choose the push-pin item at the top of a menu you want to keep

open.

~—

The menu stays open. A title bar and Control button appear on the

menu for moving and closing.

To move a piﬁnéa menu...

Move a pinned menu as you would move a window, dragging it

by its title bar. The menu moves to its new position.

= File

| Press the

New
Open...
Close
ey
Save As...
Reuveart

Import...

Print...

Exit

F3

title bar..

...drag to new
position and
release
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To close and unpin a menu...

Close a pinned menu in the same way you would close a window:
Double-click the Control button in the upper left corner. The menu
unpins and closes.

Using Keyboard Accelerators With Menus

A keyboard accelerator is a single keystroke you can use to choose
a particular menu item or command. If an item has a keyboard
accelerator, the accelerator appears at the right edge of the menu. Not
every item has a keyboard accelerator.

Geoldrite - Write Untitlec

Edit | View Options Paragraph Fonts

; ._H

Cut Shift+Del

Copy Ctri+ins

Paste Shifdeing

Store Style Ctri+S

Reoail Stge LirisR

Insert Page Break LC_tEEnterl

Insert Page Number

| Keyboard
| accelerators

Most keyboard accelerators require you to hold down the Key  When you see two
while pressing another key. Sometimes you need to hold down both
the key and the key. There is a simple notation that
indicates which keys you should press: When a + sign separates two by a + sign,

groups of keys separated

groups of keys, it means hold down the first set of keys while pressing it means to hold down
the second. If you see Ctrl+P on a menu, you would hold down the s B wat g while

key while pressing (P] to choose the command.
pressing the second.
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To choose from a menu using a keyboard accelerator...
Press the accelerator key combination indicated on the menu.

The menu item is selected exactly as if you had chosen it using the
mouse.

Navigating Menus With the Keyboard

While you normally browse and choose from menus using the
mouse, you can also use the keyboard. Browsing and choosing from
menus using the keyboard is called keyboard navigation.

Knowing how to navigate menus with the keyboard saves you time,
especially when you’re doing a lot of typing because you don’t need
to take your hands off the keyboard to reach for the mouse.

You can navigate through menus using the keys or by
using mnemonics. A mnemonic is a single letter or number that

represents a menu name or item on a menu. Mnemonics appear in
three different ways, as shown below.

Write Untitled - *1
Sizes | Styles | Window View | Options Modify Arrangd
el -

| Numbers used

R = |

[CJPlain Text Ctri+P O 1. Reduced to 125 %
Underlined [ Bold Ctri+B O2.Reduced to 25 % |
HRentnies }———E [m] 1talic Ctri+l O 3. Reduced to 50 %

'TJunderline Ctri+u @ Actual Size

[]strike Thru O 4. Enlarged to 200 %

[]Superscript {<) O 5. Enlarged to 400 %

Mnemonics ml [J Subscript (g) | [Jcorrect for Aspect Ratio

parentheses | Text Color...

| as mnemonics



To choose from a menu using the arrow keys...

17

Press and release the(AltJkey. The name of the first menu on
the menu bar is highlighted.

Press the keys to move left and right from menu to menu,
highlighting names as you go.

Press (+], (Spacepar), or (Enter) to display the menu for the

currently highlighted name.

If you want to display a different menu, press the (¢] or (+] key
to show the previous or next menu.

When you see the item you want, use the keys to move
up and down the menu. Items are highlighted as you move up
and down.

If an item has a right-facing arrow and leads to a cascade menu,
you can open the cascade menu by pressing the (*] key. With
the cascade menu open, press the keys to move up and
down the cascade menu. Press the (¢] key to close the cascade
menu and move back onto the previous menu.

With the item you want to choose highlighted, press the
(Spacebar]. The item is selected and the menu closes.

If you are just browsing, you can press the key to close the
menu without making a choice.

If you move the highlight off of either the left or right edge of the

menu bar, you move up to the area of the window occupied by

the Control button and the Express button. You can choose from

the Control menu and Express menu in the same way you choose

from other menus.

Using Menus
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To choose from menus using mnemonics...

1. While holding down the key, press the mnemonic of the
menu you wish to open. For example, hold down and press
to display the File menu.

2. With a menu open, press the mnemonic of the item you wish
to choose. For example, press S]to choose the Save item from
the File menu.

The item is selected and the menu closes.

3. Release the key.



Using Dialog Boxes

Whenever GEOS needs nmorc information from you, or needs
to alert you to a problem, a dialog box appears.

Some dialog boxes are like windows—they have a title bar for
moving and a Control button for closing. You can keep these boxes
open and switch between them and other windows if you want.

| button —=— Document Size

Page Size: @iletter {8 172 x 117): OC Size (17 x 22™)
O Tabloid {11 x 177}  OD Size (227 x 34™)

Page Orientation: @ Portrait O Landscape

Other dialog boxes require a response before you can continue. Such
boxes do not have a title bar or a Control button, and the image of
the pointer changes to a circle-and-slash symbol when you move
outside of the box. Your computer beeps if you try to click outside
the box while the pointer is a circle-and-slash symbol.

l 1 No control bt

Z

Select Document to Open

"B? | c:HARD DISK]
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Scrolling list

Default button

Some boxes even have symbols indicating their purpose.

A question you need to answer

Something is preventing you from

continuing with an action

Information you might find useful

A warning, such as when

information may be lost

Qe 0o~

Elements of a Dialog Box

Dialog boxes are assembled from standard elements, such as text

fields, radio buttons, and scrolling lists.

Select Directory and Enter New Filename
C:[HARD DISK]
A\GEOWORKSADOCUMENT

1
r

!Eﬂ_ A
COFUNPICTS

COLETTERS
COLIGHTIMG
FOLOGOS

v .2
New name: [Letter to Mom| 7

[Gove]] [Cancer]

{ [ext cursor
| Text field
ll Button



Group of radiol

Printer Options

Using Dialog Boxes

|But[<)n that leads to

Epson FX-100 on LPT1 IChange Options...7

Document Options
Print Quality: \(D High 7 Medium O Low (Fast)

buttons |

Up and down |

| another dialog box

T
L]

Print Pages: @ ANl . §evom

Number of Copies: E] iiCoHate

arrows |

Button: Every dialog box has buttons. Clicking a button causes an
action to occur. If the label on a button is followed by an ellipsis (...),
then that button leads to another dialog box.

Some common buttons include those marked OK and Cancel. You
will see others, too, such as Yes, No, Apply, Reset, and Close. The
function of a button is usually self-explanatory.

Button Name  Function

Apply Apply the current settings without closing the dialog
box.
Reset Reset the box to its previous settings, undoing any

changes you may have made.

Close Close the box without applying the current se;tings.
You can do the same thing by double-clicking the
Control button.

OK Apply the current settings and close the diélogib&(.
Cancel Close the box without applying the current settings.
Yes Answers “yes” to the question presented and closes

the dialog box.

No Answers “no” to the question presented and closes
the dialog box.

Sfop Ends the task in progress at the next ;os;iblé
stopping point.

{ Check box

If a button contains

text with an ellipsis (...),
then clicking that

button leads fo another

dialog box.
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Default button: If a button is surrounded by a thick border, then that
button is the default button. The default button represents the safest
or most common choice in the dialog box. Pressing selects the
default button.

Radio buttons: Radio buttons always come in groups of two or
more. Only one of the buttons in a group can be on at a time. Clicking
a radio button turns that item on and turns off any others in the group.
On EGA and VGA monitors, radio buttons appear as diamond
markers.

Check boxes: A check box can be either on or off. When the box
is highlighted, the item is on; otherwise, it is off. Clicking a check box
switches the box from on to off, or from off to on.

Up and down arrows: Many items have up and down arrows for
cycling through options or for incrementing and decrementing a
number. Clicking the up arrow cycles to the next item or increments
the number. Clicking the down arrow cycles to the previous item or
decrements the number. Pressing an arrow (rather than clicking),
cycles continuously.

Scrolling list: When there is a list of options to choose from, these
choices are provided in a scrolling list. A scrolling list is like a
miniature window.

Text field: A text field appear in a dialog box when you need to enter
text. You can edit the text in a text field just as you edit text
anywhere else.



To respond to a dialog box you set options and fill in the text fields

provided. Then, you click one of the buttons at the bottom of the

dialog box to apply the settings and continue.

To respond fo a dialog box...
1.

Set any options in the dialog box by clicking to turn them on
or off.

To select an item from a list, click the item you wish to select.
To change your selection, simply click another item. You may
need to scroll the list to see more choices. See “Using
Windows” earlier in this chapter for more information on

scrolling.

To enter and edit text in a text field, first click in the text field
you want to edit. The text cursor appears where you click. Now
type on the keyboard. Characters appear at the text cursor.
Press to delete characters if you make a mistake. See
“Entering and Editing Text” in this chapter for more information
on text editing techniques.

Click one of the buttons at the bottom of the box to proceed.

Most dialog boxes have a default button, identified by a thick
border. Pressing on the keyboard is the same as clicking
this button.

If the dialog box has a Cancel button, pressing on the
keyboard is the same as clicking this button.

Using Dialog Boxes

Some dialog boxes

stay open when you are
done. You can move
such a box by dragging
its title bar, and you
can close it by
double-clicking its

Control button.
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In some dialog boxes you can enter units of measure. The default is
usually inches, but you can use any of the following units as long as
you type the correct abbreviation.

Units of Measure Abbrev. Sample Entffy

inches inor" 1

picas pi 6 pi

;;oints 7 pt 100 pt (about 1.39 inches)
centimeters cm 254 cm

millimeters mm 635 mm (about 25 inches)
ciceros ci 5.63 ci

European points ep 67.57 ep

Responding to a Dialog Box With
the Keyboard

You can also use the keyboard to select options in a dialog box. When
responding with the keyboard, you move a dotted selection cursor
to highlight different items and turn them on or off.

= Document Size

Page Size: @®iLetter (8 172 x 117): OC Size (17" x 22™)
O Tabloid (11" x 177) | OD Size (22" x 34™)
| Dotted selection

Page Orientation: @ Portrait O Landscape | cursor
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To respond to a dialog box using the keyboard...
1. Use the following techniques to move the selection cursor and
set options in the dialog box:

e If a dialog box has more than one group of options, press
or +(Tab] to move forward and backward between
the groups.

Once the selection cursor s in a group, press the
keys to move from item to item.

e To jump quickly within a dialog box, press the mnemonic for
one of the items. (As in menus, a mnemonic is a single An item’s mnemonic
character or number marked by an underline. To jump  character is marked by
directly to an item titled Style, you would simply press (T)).
If you are editing in a text field, you need to hold down
while pressing the mnemonic.

an underline.

e To switch an item from on to off or from off to on, move the
selection cursor to the item and press on the
keyboard.

2. When you finish setting options, select one of the buttons at
the bottom of the box to proceed. Use the following techniques:

e Most dialog boxes have a default button, which is identified
by a thick border. To select this button press on the
keyboard.

e You can press or (shift)+(Tab] until the selection cursor
surrounds the button, then press (Enter] or (Spacebar].

e You can press the mnemonic of the button you want to
select. If you are editing in a text field, you need to hold
down the while pressing the mnemonic.

« If the dialog box has a Cancel button, pressing on the
keyboard is the same as clicking this button.
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GeoPlanner

Before you work with an application, you first need to start it.
Starting an application loads it from disk into memory and opens its
window. Once an application starts, you can work with its docu-
ments. When you are finished using an application, you can exit it,
which closes its window and removes it from memory.

You can start as many applications as you want, and you can switch
between them with ease. However, because every application you
start takes up memory in your computer, it’s a good idea to only start
applications you think you’re going to use. If you start too many
applications, and your computer seems sluggish, you should exit a
few of them to free up some memory.

Starting an Application

You can start an application from the GeoManager window by
opening its file or one of its documents. You can also start an
application from the Express menu.

To start an application by opening its file...

Double-click the application icon to select and open the application
in one quick step.

You can also double-click the application icon to select and open

the application in one step.

See “Starting a GEOS Application” in Chapter 5, “Using GeoManager,”
for more information.

To start an application by opening one of its documents...

1. Click the DOCUMENT directory button to display the window
of GeoManager documents.



Using Applications

2. In the DOCUMENT directory, click to select the icon of the
document you wish to start. If you have created additional
directories, you may need to open them to find the document.

3. With the document selected, choose Open from the File menu.
The application loads from disk and the selected document

opens.

You can also double-click the document icon to select and  pouble-click the

open the document in one step. PIRS

See “Starting a GEOS Application” in Chapter 5, “Using GeoManager,”  and open the document
for more information.

in one quick step.
To start an application using the Express menu...

1. Choose Startup from the Express menu. A cascade menu
appears, showing all the available applications.

2. On the cascade menu, click the name of the application you
wish to open. The application loads from disk and its window
opens.

Click to open the P
Express menu
eol
164 Welcome pns Modify Arrange
o
< GeoManager
@ GeoDraw
choose | r
Startup... | Startup =3 Ccalculator
Exit to DOS Scrapbook
GeoPlanner
GeoManager
GeoDraw
Preferences
America Online
GeoComm ...and click the
GeolWrit } application you
| k I |\\';ml to start
Notepad |
GeoDex
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Switching Between Applications

You can start as many applications as you want in the Professional

Workspace. When you start a new application, its name gets added

to the list on the Express menu. The Express menu shows all

applications currently running in the workspace.

Welcome

ns

) GeoManager
O GeoMWrite

O Scrapbook
O GeoPlanner
@ GeoDraw

Startup
Exit to DOS

-

All these applications
are currently running
in the workspace

You can switch between applications by clicking their respective

windows or by choosing from the Express menu.

To switch between running applications...

Do one of the following:

e Click the window of the application you wish to use.

e Choose an application from those listed at the top of the Express

menu.

The application activates and its window comes to the top of the

screen.

Shrinking and Enlarging an Application

When you work with multiple applications, it’s easy to end up with

a lot of windows on the screen. To minimize the clutter, there are a

couple of things you can do.



If you want to concentrate on the contents of a particular application,
you can maximize (enlarge) the application to fill the entire screen.
Likewise, if you want to set an application aside while you work on
something else, you can minimize (shrink) it to an icon on the
workspace.

To shrink an application to an icon (minimize)...
Click the minimize button at the top-right of the window. The

window shrinks to an icon. The application continues to run, its
contents just don’t display in a window.

Minimized window
appears as icon on
workspace background

You can also choose Minimize from the Control menu.

To move an icon on the workspace...

With the pointer over the icon., press and drag it to a new location.

The icon moves to its new position.

Press

Drag to new
position

To restore an application from an icon to its original size...

Double-click the icon. The application is restored to its original
size.
Double-click to

restore to
normal size

Using Applications
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To enlarge an application to fill the screen (maximize)...

Click the Maximize button in the top right corner of the window.

The window enlarges to fill the screen, and the Maximize button
is now called a Restore button.

You can also choose Maximize from the Control menu.

To restore an enlarged application to its original size...

Click the Restore button in the top right corner of the window. The
window is restored to its previous size. The Restore button
changes back to a Maximize button.

You can also choose Restore from the Control menu.

Exiting an Application

You exit an application when you finish working with it. Exiting an
application removes the application from memory and closes its

window.

To exit an application...
Do one of the following:
e Choose Exit from the File menu of the application.

e Double-click the Control button in the upper left corner of the
application’s window.

The application closes its window and removes itself from
memory. If you have made changes to any open documents, the
application asks you if you wish to save the changes before exiting.

Double-click a window’s
tile bar fo alternately

maximize and restore it.



Working With Documents

Most applications automatically create an untitled document
when they start. You can also create an untitled document by
choosing New from the File menu. Most applications make you name
the document the first time you save it.

As you enter new information into a document, these changes are
stored in the computer’s memory but are not automatically made
permanent. To make any changes permanent, you need to save the
document.

You normally save documents in the DOCUMENT directory (or in
subdirectories within that directory), although you are free to save
them anywhere you want. Since documents appear as files in the
GeoManager window, you can move, copy, and delete them like any
other files.

You don’t need to save after every small change—only at major  The Save command
milestones—because GEOS has a special safeguard feature that
makes your changes
periodically copies your work to disk and keeps it safe in case of a
power outage or other mishap (see “The Preferences Desk Tool” in permanent. The Revert
Chapter 11, “Using the Desk Tools,” for more information). Addition-  command restores a
ally, if you've made some changes you don’t want to keep, you get  gocument to its last

rid of them and go back to the last saved version of a document by
; ' saved version, undoing
using the Revert command on the File menu.

any changes you may

To create a new, untitled document... have made.

With the application started, choose New from the File menu. A
new, untitled document appears.

Since many applications automatically create a new, untitled
document when you start them, it may be easiest to just start the
application when you want to create a new document. (Note: This
shortcut does not work with all applications. Some applications,
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such as GeoDex and GeoPlanner, open default documents instead
of creating new ones when they start in this manner.)

To ;:pén a document from within an application...

1. Choose Open from the File menu. A dialog box appears, listing
the documents you can open with the current application.

Select Document to Open

Change drive | { a7 | C:[HARD DISK]
Move up one directory | JI ] | AGEOWORKSADOCUMENT
Double-click to open B Le Cafe Menu
document B Letter to Mom
COLETTERS
Double-click to open FILIGHTIMG
directory FLOGOS

Some applications let you []Read Only

protect the document from
accidental changes

dpen

Items on the list which have a folder symbol represent
directories. They are not documents. You can open a directory
by double-clicking a directory entry in the list.

2. If there are more items in the list than will fit in the window,
use the scroll bar to view different parts of the list.

3. If you wish to open a document that is in a different directory
or on a different disk drive, use the file list to change directories
or disk drives first. See “Using File Lists” later in this chapter for
information.

4. When you see the document you wish to open, click to select
its name in the file list. The name is highlighted, indicating the
selection.
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5. Click Open. The dialog box goes away and the selected
document opens.

You may also double-click the name of the document in the
file list to select and open the document in one step.

To open a document from within GeoManager...

1. With the GeoManager window displayed, click the DOCUMENT
directory icon. The DOCUMENT directory window appears.

2. Select the document you wish to open.

3. Choose Open from the File menu. The application which
created the document starts; the selected document opens
automatically.

You may also double-click the document to select and open

it in one step.

To work on a copy of a document...
1. Open a document in the normal manner.

2. Choose Save As from the File menu. The Save As dialog box
appears.

3. Type a name for the new copy of the document.
4. Click Save or press (Enter]. An exact copy of the document is

created and appears ready for editing. The original document
is left unchanged.

You can also work on a copy of a document by duplicating the
document with GeoManager. See “Managing Files and Directories”
in Chapter 5, “Using GeoManager,” for more information.
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To save a document for the very first time...

1. Choose Save from the File menu. A dialog box appears, asking
you to supply a name and destination directory for the
document.

Select Directory and Enter New Filename

C:[HARD DISK]
\GEOWORKS\DOCUMENT

COFUNPICTS
COLETTERS

FOLIGHTIMG
fOLOGOS

New name: |[Letter to Mom| |

2. If you wish to save the document in a different directory or on
a different disk drive, use the file list to change directories or
disk drives first. See “Using File Lists” later in this chapter for
more information.

°
v 3. Type a name for the document, up to 30 characters in length.
o

o The name you type appears in the dialog box.

"

f_ 4. Click Save or press (Enter]. The newly-created document is
0 saved to disk.

3

0 To save a document and make its changes permanent...

i Choose Save from the File menu. The document is saved to disk.
. Any changes you have made are now made permanent.

0

0

e

The

You only have fo name a
document the first fime
you save it. From then
on, the document
automatically saves

under its existing name.

Changes you make to a
document are
periodically safeguarded,
but are not made a
permanent part of the file

until you save them.



To save a copy of a document under a different name...

Change drive

Move up one directory

Double-click to
open directory

Enter new name
for document

Working With Documents

1. Choose Save As from the File menu. The Save As dialog box

appears.

Select Directory and Enter New Filename

i a7 ][::[HRRD DISK]
{ fa] |\Gmwum(sxnncunzm

}
|

COFUNPICTS
COLETTERS

FOLIGHTIMG
COLOGDS

New name: [Revised Letter|
J

2. Type a new name for the document, up to 30 characters in
length. The name you type appears in the text box, replacing

the original name of the document.

Use the Save As

command on the File

If you wish to save the document in a different directory or on
a different disk drive, use the file list to change directories or ~menu fo save a copy

disk drives. See “Using File Lists” later in this chapter for of q document under a

information.

different name.

3. Click Save or press (Enter). The document is saved to disk under
its new name. The original document is left unchanged, as you

last saved it.

If you have made a lot of changes to a document, but you're not

quite sure you want to make them permanent, use the Save As

command to save the document and its changes under a different

name. After using Save As, you are left editing the new document.

Any further changes are saved in the new document. To edit the
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original document again, use the Open command on the File
menu to reopen the original document.

For example, if you open a document named “Joe’s Monthly
Report,” and make changes to it, but decide you don’t want to save
those changes over the original document, you can use the Save
As command to save the new version of the document under a
different name. You could save the document as “Joe’s Revised
Monthly Report,” leaving the original “Joe’s Monthly Report”
unchanged.

To recover the last saved version of a document...

1. Choose Revert from the File menu. A dialog box appears,
asking if you are sure you wish to revert.

2. Click Yes. The document is restored to its last saved version.
If you have made changes since the last time you saved the
document, those changes are lost.

Use the Revert command to undo changes you wish you hadn’t
made. Revert restores the document to its last saved version,

erasing any changes from memory.

If you make changes to a document but do not want to overwrite
the original document, use the Save As command to save the
changes to a new document.

To close a document when you are finished working
with it...

Choose Close from the File menu. The document closes.

If you've made changes to the document, a dialog box first appears
asking if you wish to save your changes. Follow the directions in
the dialog box if necessary. If you don’t save your changes when
you close a document, your changes are lost forever.



Working With Documents

You can also close a document by exiting the application. If you
have unsaved changes in a document, the application automatically
asks you if would like to save the changes before exiting.

Using File Lists

A file list lets you select documents you want to open and lets you
choose the directories where you save your documents. Commands
that use file lists include Open, Save, and Save As.

Select Document to Open

Change disk IL { a7 | C:[HARD DISK] { Name of current disk
Move up one directory } II EI | AGEOWORKSADOCUMENT | Current pathname
Double-click to open B Le Cafe Menu
document & Letter to Mom
Double-click to open COLETTERS
directory COLIGHTIMG

ICOL0GOS

! I I i
: List window
protect the document from Read Only !

Some applications let you

accidental changes

pen

List window: Files and directories available for selection appear in
this window. Use the scroll bar to see more of the list. Click to select
a file or directory.

Name of current disk: The volume name of the disk whose direc-
tories are being shown appears at the top of the file list. If the disk
does not have a volume name, its name is shown as “[Untitled].”
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Current pathname: The pathname of the current directory appears
above the file list. When you open a directory, the name of the
directory is added to the pathname and the contents of the directory
appear in the list window.

Change Disk button: Click the Change Disk button to switch to
another disk drive or floppy disk..

Up Directory button: Click the Up Directory button to close the
current directory and display the contents of the previous directory,
one level up.

To open a directory in a file list...

Double-click the name of the directory you wish to open. (Small
folder icons appear next to directory names in the file list to
distinguish directories from files.)

To close the current directory...

Click the Up Directory button. The current directory closes and the
contents of the previous directory (the directory one level up)
appear in the file list window.

To display the contents of a different disk...

1. Click the Change Disk button located above the file list. A
catalog of disk drives attached to your computer appears in the
file list window.

Disk drives are listed by drive letter. Floppy drives are usually
shown as A: and B:. Your hard disk and hard disk partitions
appear as other letters, starting with C:.
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2. If the disk you want to use is not in a disk drive, insert it now.
(If another disk is already in the disk drive, remove it before
inserting a new one)

3. Double-click the letter of the drive you wish to use. The
contents of the disk display in the file list window.

Summary of the File Menu

Most applications have a file menu with at least the following
commands:

Open: The Open command opens a document you have already
created.

New: The New command creates a new, untitled document.

Close: The Close command closes the current document. If you have
made changes, you are asked if you wish to save your changes.

Save: The Save command saves the current document.

Save As: The Save As command saves the current document under
a different name. The original document remains as it was when you
last saved it and you are left editing the new document with the
different name.

Revert: The Revert command recovers the last saved version of the
document. Any changes you have made since then are lost.

Exit: The Exit command exits the applications and closes all
documents. If you have made changes to any documents, you are
asked if you want to save your changes.
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Working With Multiple Documents

Many applications let you work with more than one document at a

time. When you open multiple documents, you can control how you

use them with the commands on the Window menu.

o ll_l
5 | Window

[

Provious Page
Next Pags

Go to Page...
Redraw
Overlapping
Fufl-Gized

Liris ¥
LérisN :
Use these commands to
ontrol multiple
DI ETTR zim'umcms =
Ctri+F5 ‘

Llrirf {0

O Officers’ Roster - #1
O Market analysis - *1
O Newsletter - *1

@ Write Untitled - *1

Documents you have
open

| Current document

Every document appears in its own window. You can work with these

document windows as either overlapping or full-sized.

[l [t Wew Qptions Persgraph fopts Siges Styles isndou

s

23
1

st
28 ST T T N D]

Dear Mom,
I've settled in at my new

apactment, more or less. I still have
boxes everywhere, and there appear to
be things growing in the grout in the
bathroom, from the previous temants

Other than that, things are fine. The
store is just a block away, so I just
hopped over there to buy a bag of S0
£ fish stick

uhat a_dealu

Work with one
document at a
time...
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..0r many at once

[#e [t Wow Qptions Poregreph fonts Siges Styes

= Tiariet snebyeis —*7 - 0T
= Harkot sneiysis — <1 D[]
= Officers” Roster - -1 - 0]

¥
7R S T A S T I TR W

Local Laser The piece stars with a
Riistolarn lovely melodic theme,
= [Showcased at  [foiufimet™ 2 obe
Club Lumiere s enama throughout the
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When working in the full-sized mode, you only see one document
window at a time. If you switch to the overlapping mode, you can
work with more than one document side by side.

To open multiple documents...

Use the Open command on the File menu to open each document
you want to work with. If the Open command is dimmed, then the
application you are using can’t open any more documents.

The documents appear in the order that you open them, each in
its own window. You normally can’t see all the windows because
they are stacked on top of each other in full-sized mode.

To work with documents as overlapping windows...

Choose Overlapping from the Window menu. All open documents
become overlapping windows.

When working with documents as overlapping windows, the
document windows behave much like any other kind of window—
they can be moved, resized, and activated in the same way as
application windows. The only difference is that document
windows are confined to the area of the application that would
normally display the single document window.

To switch back to full-sized document windows...
Use one of the following methods:
e Choose Full-Sized from the Window menu.

e Click the Maximize button on any one of the overlapping

windows.

All open documents become full-sized windows, with the active

window on top.
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To switch between open documents...

If you are in full-sized mode, choose the name of the document

from the Window menu.

If you are in overlapping mode, either click in the window of the
document you want to use or choose the name of the document

from the Window menu.

To close a document window...

When working in either full-sized or overlapping mode, do this:

Activate the window of the document you wish to close, and
choose Close from the File menu. The window closes.

When working with overlapping windows, however, you can also
do the following:

Double-click the Control button on the document window.

Alternatively, you can single-click the Control button, then choose
Close from the menu that appears.

If you have a lot of
documents open and
you wish to close them
all, it might be quicker
to simply exit the
application (which closes
all the documents),

then restart.
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Many actions require that you first select an item in a window
and then choose a command to act upon it. The act of selecting
doesn’t change anything; it is merely how you specify what you want
to work with.

For example, to duplicate a file with the GeoManager, you first select
the file you wish to duplicate and then choose the Duplicate

command from the File menu.
If you select an item

Another example: To change the pattern or color of a shape in a e

drawing program, you first select the shape you want to change and
then choose the pattern and color you want. The selected shape "ext simply browse

changes to reflect your choices. through the menus.

When you select an item, it becomes highlighted on the screen. Commands that won't

Different applications have different ways of highlighting items. The  work with the selected
most common method of highlighting is to reverse the colors so that ¢ are dimmed
white becomes black. Some applications, such as those for drawing
Lt s . and are therefore
and painting, have other methods of highlighting selected items. In

every case, though, selected items and unselected items are visually ~ unavailable for use.

distinct.
Type of item. .. ...unselected ...selected
Application icon %
Geo'Write
Text Unselected text Selected texf

GeoDraw graphic - .,///
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You can select a single item or you can select a group of items.
Selecting a group of items lets you work with many items at once. You
can also select text, but you need to use completely different
techniques to do so. See “Entering and Editing Text” later in this

chapter for more information on selecting text.

Most of the time you only need to work with one item at a time, and
so you only need to select a single item.

To select a single item...
Click the item in the window. The item is highlighted to indicate

the selection.

If you accidentally select the wrong item, click another item to

change the selection.

If the item you click isn’t highlighted, it may not be selectable.

To deselect a single item...
Do one of the following:

e Click a different item. The new item is selected and the original

item is deselected.

e Click an area of the window where no item appears. The original
item is deselected.

By selecting a group of items you can work on many items at once.
If you select a group of items and then choose a command, the

command affects all items in the group.

Selecting a group of
items lets you work on

many items at once.



For example, if you are in the GeoManager application and you want
to duplicate more than one file, you can select all the files as a
group—this is called a group selection—then choose the Duplicate
command from the File menu. GeoManager duplicates each file in the

group.

There are many ways to select a group of items. You can select the
items one ata time or you can select them by specifying a range. Once
you have a group of items selected, you can adjust or extend the
selection to include items that are not yet selected. You can also
deselect specific items to remove them from the group selection.

To select a group of items one at a time...
1. Click the first item. The item is highlighted to indicate the
selection.

2. Hold down the key and click additional items you wish
to add to the group. Items are highlighted as you add them to
the group selection.

If you make a mistake selecting an item and wish to deselect
it, click the item again with the key still held down. The
item is deselected.

3. When finished selecting items, release the key.

To select a group of items by dragging...
1. Position the pointer near—but not on—the first item you want
to select.

2. Press and hold down the left mouse button while dragging in
any direction. The outline of a box follows the pointer,
shrinking and growing as you drag the mouse. Drag the outline
so that it encloses the items you want to select.

Selecting

All ifems in a group
must be in the
same window; you
cannot extend a
selection to include
items outside the

current window.
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3. When the outline of the box surrounds the items you want to
select, release the mouse button. All items contained in the box
are highlighted to indicate the selection.

Press here... I_—A- ------ @— l ¢

_ America gn_'hl\e_ -4 _ka_:u_la_to_r_ - GeoDex GeoDraw GeoManager
'@ i Y
B G2
GeoPlanner GeoWrite Preferences Scrapbook

...and drag to here to |
surround objects .

To select a group of items between two points...

1. Click the first item. The item is highlighted to indicate the
selection. This is the first point.

2. Hold down the key and click another item. This is the
second point. All items between the two points become
selected.

If you make a mistake selecting the item for the second point,
click another item while holding down the key. The
selection changes to comprise the new group.

To start over, release the key and begin a new selection.

] Click to select the first

item

...then [shift] and click

[
v
]
o
L]
X . —
: B ' B
9883 | 1 X =]
0 America Online Calculator KERUA 0 GeoDex GeoDraw GeoManager
3 : Fl Y
) =
- GeoPlanner GeoWrite Notepad Preferences Scrapm
]
c
0
-
" 27338 -+
P gagsl a =]
o America Online Calculator GeoManager
. ] i
0 o
= GeoPlanner GeoWrite
o

i
H
N

| here to select the second
item.

All items in between
are selected.
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To add additional items to a group...

1. With the key held down, select items in the normal
manner: click to add a single item to the group or drag to add
a range of items to the group. Items are highlighted to indicate
their selection.

2. When you finish selecting, release the key.

You may repeat this process to add as many items to the group
as you desire.

To subtract items from a group...

1. With the key held down, do one of the following:

e Click a selected item to subtract it from the group. The item
is deselected.

e Drag over a range of selected items to remove the range of
items from the group. The items in the range are deselected.

When the items are deselected, it means they are no longer part
of the group.

2. When you finish, release the key.

You may repeat this process to remove as many items from the
group as you desire.

To select multiple ranges...

1. Select the first range of items in the normal manner, either by
dragging or using some other method.

2. With the key held down, select another range.

You may repeat this step as many times as you like to select
additional ranges.
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3. Release the key. The items remain selected.

Select first range... '——- . i N e P S =T
ra @ S :
GeoComm ! GeoDex GeoDraw | GeoManager
y T I
& OTE (O] Y '
B BN BT I
GeoPlanner GeoVrite Notepad ! Preferences Serapbook :

s

y =]
GeoManager

ZN,

GeoPlanner GeoWrite Notepad

GeoComm

& NoTEs|

] Both ranges are selected F——

To deselect a group of items...

Click an area of the window where no item appears. You should
not hold down any keys while doing this. The group of items is
deselected.

You can also click to select a single item (don’t hold down the
or key). The single item is selected, and the group of items
is deselected in the process.

...hold down [Ctrl] and
drag to select next range.



Entering and Editing Text

Nearly every GEOS application allows you to enter and edit
text. Sometimes you enter and edit text to fill out text fields in dialog
boxes; other times, as in a word processor, entering and editing text
is central to the whole application.

The techniques for entering and editing text are the same in all
applications. So once you learn how to use a word processor to edit
text you'll be able to edit text in a drawing program or address book

or calendar.

Anywhere you enter and edit text you see a flashing text cursor. The
text cursor marks the place where new characters appear when you

type on the keyboard.

= | ¥ Notepad - Shopping o |[]

File Edit Sizes

[0 TToTT SUCKS

Resealing storage bags
Spaghetti

Industrial bathroom
cleaner

Salisbury steak TV dinner

Ice cream
L |

Text cursor ¢ 1

Text field !

To position the text cursor...

Click anywhere in text. The text cursor moves to where you click.
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To enter characters...

Type on the keyboard. Characters appear at the position of the text

cursor.

e Press to delete characters to the left of the text

cursor, one at a time.

e Press to delete characters to the right of the text cursor,
one at a time.

e Click to reposition the text cursor. You can also reposition

the text cursor using the keys.

Selecting and Editing Text

Selecting text is a way of specifying a particular range of text you want
to change as a whole. When you select a range of text, the characters
reverse their colors to indicate the selection: Black becomes white

and white becomes black.

Salisbury steak TU dinher

The simplest way to select a range of text is by dragging. In addition
to dragging, there are additional ways of selecting text, including
ways to quickly celect multiple words, lines, and paragraphs ata time.

Once you have selected a range of text, you can operate on that
range. The two simplest operations involve deleting the range and
replacing the range.

If the text cursor
appears as a solid
block, then you may
have accidentally
pressed the (ins) key
and switched the text
info overtype mode.
See “Overtyping and
Inserting” later in

this chapter.

Selected text
highlighted
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To select a range of text by dragging...

1.

2.

Press here

and drag to

here. Releas

0 select text

},

Position the pointer over the first character you want to select.

Press and hold down the mouse button while dragging across
the text. Text is highlighted as you drag the pointer.

When the range you want to select is highlighted, release the
mouse button. The text remains selected.

moalisbury steak TV dinher

To select a range between two points...

1.

Click to place the text cursor to the left of the first character you
want to select.

Hold down the key and click at the point where you want
to extend the range. Text between the text cursor and where
you click is highlighted to indicate the selection.

If you make a mistake in selecting the range, hold down the
key and click somewhere else. The selection adjusts to
where you click.

1o position text cursor.—— [Salisbury steak TV dinner
Ice]cream
]

}___,_J

: fSalisbury steak TU dinner
; o= cream

Click

Hold down [shift] and click

between 1S select

[ext in
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To adjust a range...

To select words quickly...

Double-click a word to select that word.

To select a range of words, start a double-click, but don’t release
after the second click. Instead, keep the mouse button pressed and
drag in any direction. Words are highlighted as you drag. You can
also hold down the key and click to extend the word
selection.

To select lines quickly...

Triple-click anywhere over a line to select that line.

To select a range of lines, start a triple-click, but don’t release after
the third click. Instead, keep the mouse button pressed and drag
up or down. Lines are highlighted as you drag. You can also hold
down the key and click to extend the line selection.

To select larger units...

In the same way that you double-click to select words and triple-
click to select lines, you can quadruple-click (four times) and
quintuple-click (five times) to select even larger units of text, such
as paragraphs and pages. Each successive click selects a larger unit
of text.

As with words and lines, you can extend the selection by dragging
instead of releasing after the last click. Also, you can hold down
the key and click to extend the selection in the larger units.

Once you have selected a range of text, you can adjust the range
to include more or less text.

To adjust the range, hold down the key and click to where
you want the range to end. The selection changes.
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If you hold down the key and press the keys,
you can adjust the range a character or line at a time using the
keyboard. See “Keyboard Editing” later in this chapter for more
information.

To delete a range of text...

1. Select the range of text you wish to delete.

2. Press or . The selected range goes away.

To replace a range of fext...

1. Select the range of text you wish to replace.

2. Type on the keyboard. The selected range goes away and is
replaced by the characters you type.

Keyboard Editing

As you become more proficient editing text, you will probably want
to start editing mostly from the keyboard so you don’t have to stop
typing to reach for the mouse. As the following table illustrates, there
are numerous keyboard editing techniques.
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Keyboard Editing Tables

Moving the text cursor

A character/line in any direction
One word backward

Or;ei;\;ord forward

One paragraph backward
Onréiparagraph forward

To beginning of line

To end of line

To beginning of text

To end of text

[Ct+(¢)
(ctri)+(>)
[Ct+(*)
(ct)+(+)
End

(Ctri)+ (Home)
(Ctr)+(End)

Selecting Text

Select left, right, up, down
Select to beginning of word
Select to end of word
Select whole word

Select to beginning of line
Select to end of line

Select whole of line

Select to beginning of par:jlgraph
Select to end of paragraph
Select whole paragraph

Select to beginning of column/page

Select to end of column/page

Select whole column/page

S
EmEmyc
 GEm+)
(Ctri)+(Spacebar)
(shift)+(End)
(Ctr}+[Home), followed by
(Snift)(Ctri)+(End]
(snift)(Ctri)+(+)
SHCH+E)
(Ctri]+(#], followed by
+(¥)
(shift)(Ctrl) +(Home)
(Snift)(Ctr)+(End]
+(Home), followed by
+(End]
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Adjusting a Text Selection

Adjust selection in any direction Shift +a
Adjust to pre\;ious word mm+. 7
Adjust to next word - Wm+.
Adjust to beginning of line (shift]+(Home]

) &djust to end of line (Shift)+(End]
Adjust to beginning of paragraph (shift)(Ctri)+(+]
~Adjust to end of paragraph (shift)(Ctr)+(+)
Adjust to begmnmg of colurﬁn/page (shift)(Ctri)+{Home)
- Adijust to end of column/ pagé - mm m

Deleting Text

Delete character to right
Delete character to left
Delete to end of word - (Ctrl)+(Backspace]
Delete to beginning of word Il (ctr)+(Del] -
Delete to end of line (snift)(ctrl)+(Del)
" Delete to beglnnmg of line WM+7

Delete selection (Del) or (Backspace]

Overtyping and Inserting

Normally when you type, characters appear at the position of the text
cursor and existing characters move to the right. This is called insert
mode because new characters are inserted at the cursor position.
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There is another mode, called overtype mode, where characters type
over characters to the right, like a typewriter, rather than pushing
characters over. You can switch between insert and overtype mode
at any time. The shape of the text cursor indicates the mode you are
currently in.

Salisbury |steak Salisbury Steak
| I

Insertion cursorI—J Overtype cursor |—J

To switch between insert and overtype mode...

Press the key. Text editing switches from insert mode to
overtype mode or vice-versa. The shape of the text cursor changes
to indicate which mode you are in.
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Cutting and Pasting

You can share text and graphics between two documents by
cutting and pasting between them. You cut or copy items from one
document and then paste them into the other. You can also cut and

paste within the same document.

Using the Clipboard

GEOS uses a computerized clipboard to store text or graphics you are
moving or copying. First you select the text or graphics you want to
work with, then you choose either the Cut or Copy command. The
Cut and Copy commands place the selected text or graphics on the
clipboard, where they remain until the next time you cut or copy.

Once you have placed something on the clipboard, you can paste it
anywhere else—in the same document or in another document.

Copy an item to the
clipboard and then copy it
back into the document at a
different location. ..

...or use the clipboard as a
place to temporarily hold the
item while you copy it
between documents.
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If you are using the clipboard with different documents, the
documents don’t even have to be of the same type or created by the
same application. This is how you can transfer information from a

drawing program to a word processing program.

You use the commands on the Edit menu to transfer items to and from
the clipboard.

¢ | Edit | View Option
. |
Undo Alt+Backspace g
Cut Shift+Del
Copy Ctri+Ins
Paste Shift+ins -
e X}
Delete

Cut: The Cut command moves the selected text or graphics from the
current document onto the clipboard.

Copy: The Copy command places a copy of the selected text and
graphics onto the clipboard; the original selection remains un-
changed.

Paste: The Paste command copies the contents of the clipboard into

the current document. If you are pasting into text, the contents appear
at the position of the text cursor.

To move text or graphics using the clipboard...
1. Select the text or graphics you want to move.

2. Choose Cut from the Edit menu. The selected information is
removed from the document and placed on the clipboard.



3. Choose where you want the information to appear, either in
the same document or another document. For example, this
could mean clicking to position the text cursor.

4. Choose Paste from the Edit menu. The contents of the
clipboard appear in the destination document. You can choose
paste repeatedly to paste additional copies.

To copy text or Qraphics between two documents...
1. Select the text or graphics you want to copy.

2. Choose Copy from the Edit menu. The selected information is
copied from the document to the clipboard.

3. Choose where you want the information to appear, either in
the same document or another document. For example, this
could mean clicking to position the text cursor.

4. Choose Paste from the Edit menu. The contents of the
clipboard appear in the destination document. You can choose
paste repeatedly to paste additional copies.

Using Quick Move and Quick Copy With Text

If you want to swiftly move or copy text between two documents or
even within the same document, you can use the Quick Move and
Quick Copy features of GEOS.

The Quick Move and Quick Copy features let you take nearly any text
you see in one document on the screen and quickly move or copy
it somewhere else. The Quick Move and Quick Copy do not use the
clipboard, so the contents of the clipboard remain intact.
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Cutting and Pasting

Summary of moving:
Select the fext or
graphics, choose Cut,

then choose Paste.

Summary of copying:
Select the text or
graphics, choose Copy,

then choose Paste.
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To Quick Copy text...

1. Select the text you want to Quick Copy.

2. Position the pointer over the selected text.

3. Press and hold down the right mouse button. The pointer
changes to a Quick Copy pointer.

4. With the right mouse button still held down, position the
pointer where you want to copy the text.

5. Release the right mouse button. A copy of the selected text

appears at the position of the pointer.

If the text doesn’t copy, then you positioned the pointer over
an area of the screen that won’t accept Quick Copy text.

To cancel a Quick Copy, position the pointer back over the
original selection and release the right mouse button.

To Quick Move text...

1.

2:

Select the text you want to Quick Move.
Position the pointer over the selected text.

Hold down the key while pressing and holding down the
right mouse button. The pointer changes to a Quick Move
pointer.

With the key and the right mouse button still held down,
position the pointer where you want to move the text.

Release the right mouse button first, then the key. The
selected text moves to the position of the pointer.

If the text doesn’t move, then you positioned the pointer over
an area of the screen that won't accept Quick Move text.

To cancel a Quick Move, position the pointer over the original
selection, then release the right mouse button and the key.

Quick Copy summary:
Select text, then drag the
selected text with the

right mouse button.

Quick Move summary:
Select text, then hold
down the (2it) key while
dragging the selected
text with the right mouse

button.



Printing

When you first install GEOS, you have the opportunity to identify
the printer attached to your computer. If you want to change your
printer, or if you get a second printer, you can use the Preferences
desk tool to tell GEOS about the change. See “The Preferences Desk
Tool” in Chapter 11, “Using the Desk Tools,” for more information.

You print from within most applications by choosing the Print
command from the File menu. A Print dialog box appears. The Print
dialog box is more or less the same for most applications.

Printer Options

. |Click to change printer
Printer being used | Epson FX-100 on LPT1 [change Options... | | or paper

Document Options
Print Quality: @ High 7. Medisn O Low (Fast)
A s | Turn on to use the

| printer's internal fonts

Range of pages | Print Pages: @ All ;§rom

to print
iJ Number of Copies: |1__] m H

GnHate

Number of copies
to print

Printer Options: The Printer Options area displays the name of the
current printer. A Change Options button lets switch printers (if you
have more than one attached) and change other settings, such as
paper size and the paper tray to use if your printer has more than one.

Print Quality: With most printers you have a choice of printing in
either high or low quality. The High setting offers the best results. The
Low setting offers the fastest printing. Some printers have an

additional Medium setting.
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TextMode Only: Turning on this option prints a quick text-only draft
of your document. The text-only draft uses your printer’s internal
fonts. It does not print in different fonts or styles, nor does it print
graphics.

Print Pages: You have the choice of printing all the pages in your
document, or, if there is more than one page, specifying a range of
pages to print.

Number of Copies and Collate: You can print multiple copies of the
same document. If the document has more than one page, you can
choose to collate the copies by turning on the Collate option. Printing
with the Collate option on can be slower than printing with it off.

To print with the default settings...
1. Choose Print from the File menu. The Print dialog box appears.

2. Click OK. The document prints with the standard settings.

To change the print quality...
1. Choose Print from the File menu. The Print dialog box appears.
2. Next to Print Quality, choose the setting you want:

e High—highest quality print out; prints the maximum resolution
of your printer.

e Medium—prints at a medium quality (not available on all
printers).

¢ Low (Fast)—faster printing for drafts and documents where
looks are less important than speed.

3. Ifyouwant to get a text-only draft, turn on the Text Mode Only
option. This option prints using your printer’s internal fonts
and does not print graphics.

4. Set any other options as desired.
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Click OK. The document prints using the settings you have
chosen.

To print a range of pages...

1.

2.

Choose Print from the File menu. The Print dialog box appears.

Next to Print Pages, click to select From. If your document only
has one page, this option is disabled.

Change the From and To fields to the range of pages you want
to print. Change these fields by clicking the arrows or by typing
new numbers. To print all the pages in your document,
click All

Set any other options as desired.

Click OK. The pages you have selected are printed using the
settings you have made.

To print more than one copy...

1;
2.

Choose Print from the File menu. The Print dialog box appears.

Change the Number of Copies by clicking the arrows or typing
a new number.

If you want to print the document so that each copy is printed
and sorted independently, turn on the Collate option. (If you
are only printing one page, the Collate option is disabled.)

Set any other options as desired.

Click OK. The document prints.

Printing
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The Change Options button in the Print dialog box leads to the
Change Options dialog box, which you use to set the printer and
paper options.

I Epson FX-100 on LPT1
Fast Laser Printer on LPT2

Options

Paper Size:
Folio
Legal

e s v g C— s

Paper Source: @ Tractor (O Manual Feed

Printer: The printers you have identified as being attached to your
computer are listed under this setting. The printer currently being
used for printing is selected. You can select a different printer from
the list if you want. To add printers to the list, use the Preferences desk
tool to install them.

Paper Size: You can select the size of the paper in your printer from
those listed in the scrolling list. If your paper size isn't listed, you can
change the Width and Height fields to the custom size. Changing the
paper size does not change the size of the printed image.

Paper Source: Some printers have multiple paper sources, such as
different paper trays. Depending on your printer, you may be offered
up to three Tractor feed and three Tray sources. Additionally, there
may be a Manual Feed option, which pauses the printout between
pages to let you insert sheets by hand.
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To change printer and paper options...

1. In the Print dialog box, click Options. The Options dialog box
appears.

2. Click to select the printer you want to use.

3. Click to select the paper size. If you can’t find the paper size
you want, enter the dimensions in the Width and Height fields.






GeoManager is a file management
application that lets you easily
perform file and disk management
tasks, such as copying or deleting
files and duplicating or formatting
disks. There’s no need to
remember cryptic DOS commands,
either, because you can do
everything you want by dragging
icons and choosing from menus.
The first part of this chapter
introduces you to GeoManager
and tells you how to open
directories and view files in the
GeoManager window. The
remainder of the chapter provides
instructions on managing files

and disks.
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What You Can Do with GeoManager

With GeoManager, you can perform all your file and disk
management tasks without having to remember a single DOS
command. GeoManager shows files as icons—small symbolic pic-
tures—on the screen. Instead of typing commands, you open files
and perform management tasks by using the mouse to select and
move icons that represent files, directories, and tasks.

GeoManager’s features let you
e Open and view the contents of more than one directory at a time

e View the contents of a directory by name, size, or the date and time
files were last modified

e Open GEOS applications and documents, as well as DOS programs
and batch files

e Copy and move files and directories by selecting them with the
mouse and dragging them to other disks and directories

* Delete files and directories by selecting them with the mouse and
dragging them to the Wastebasket

e Perform all disk management tasks, such as formatting, copying,
and renaming disks

e View the directory structure of a disk as a hierarchical tree,
expanding and collapsing branches to see more or less detail
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Up Directory button |

WORLD and
DOCUMENT

directories

Wastebasket

When you open a directory to view its contents, GeoManager
displays the contents in the window. Normally the files and folders
appear as icons (small pictures) in the window, although there are
other ways to view the contents.

= E GeoManager . [
File Tree View Options Disk Window
I [a] | C:IHARD DISK] \GEOS824\DOCUMENT - 10 items (39,861 bytes) of 10. 23,414,784 bytes free:
— © < = :
} @ ¥ hd £
LETTERS MEMOS First Address Book Itinerary My Schedule NOTES.TXT
3 5 @ @
| «
Price Quotes QUOTES. TXT Report Sales/Days

|

Y
ARt | [B [y
1
Full-Sized and ton (featss el ]
(hu\:vx;w"gl Drive buttons p————i

buttons
button

Information bar: The information bar displays the following infor-
mation about the directory, including

e The directory pathname (the path of directories that leads to the
directory).

e The number of files shown out of the total number contained in the
directory (files not shown are hidden files).



The GeoManager Window

e The number of bytes used by the files shown and the number of
bytes free on the disk.

File icon: A file icon is an icon in the GeoManager window that
represents a file on your disk drive. GeoManager displays both DOS
and GEOS files. The name of the file appears below its icon.

GEOS file: Each type of GEOS application and document has a
unique icon. The different icons help you quickly spot particular
types of files. Additionally, a GEOS file can have a filename up to 32
characters in length, counting punctuation and spaces.

DOS file: Though you won't often see DOS and GEOS files in the
same directory, DOS files have a unique icon that sets them apart if
you do. Unlike GEOS files, DOS files must adhere to the standard
DOS naming conventions: an eight-character file name and an
optional three-character extension (FILENAME.EXT).

Folder icon: A folder icon in the GeoManager window represents
a directory on your disk drive. A directory is like a folder in that it
can contain other files. The name of a folder must adhere to the
standard DOS naming conventions: an eight-character name with a
three-character extension.

Drive buttons: The drive buttons let you display the contents of
another disk drive. A floppy disk button appears for each floppy disk
drive attached to your computer and a hard disk button appears for
each hard disk. Additional buttons appear if you have a RAM disk,
ROM disk, or other type of disk device (such as a LAN device)
attached to your computer.

Up Directory button: Use this button to move up a level in the
directory hierarchy. Displays the previous (parent) directory.

Scroll bar: The scroll bar lets you scroll the window to see more of
the directory’s contents, if any. See “Using Windows” in Chapter 4,
“The Professional Workspace” for more information on using scroll
bars.
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Wastebasket icon: Use the Wastebasket to delete files and directo-
ries permanently.

Full-Sized and Overlapping buttons: The Full-Sized and Over-
lapping buttons let you switch between (respectively) viewing one
directory at a time and viewing multiple directories at once.

WORLD and DOCUMENT buttons: GEOS has two main directories:
WORLD and DOCUMENT. The WORLD directory contains applica-
tions (programs you can run), and the DOCUMENT directory
contains documents (data files you can use). The WORLD and
DOCUMENT buttons quickly open these two directories.

The GeoManager window also has standard features common to all
GEOS windows (as shown below). See “Using Windows” in Chapter
4, “The Professional Workspace,” for more information.

About Directories

A directory is like a folder that contains other files—in fact, GeoManager
uses folder icons to represent directories.

You can view the files contained in a directory by opening the
directory.

A directory can contain only files, or it can contain other directories—
as folders can contain other folders. A directory within another
directory is sometimes called a subdirectory—and the directory that
contains it is called the parent directory. All directories are subdi-
rectories of the root directory, which is the topmost directory level on
a disk. The root directory has no name.

The directory pathnamerepresents the “path” of directories that lead
to the directory shown in the window. Each directory level is
separated by a backslash (\). For example, suppose the BAROQUE
directory is contained within the MUSIC directory, which is contained

You can see the contents
of a directory as a list of
names instead of icons if
you want. See
“Changing the Viewing
Options” later in this

chapter.
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within the DOCUMENT directory. The pathname of the BAROQUE
directory would look like this:

DOCUMENT\MUSIC\BAROQUE

To get to the BAROQUE directory from the root directory, you follow
a path of opening first the DOCUMENT directory, then the MUSIC
directory, then the BAROQUE directory.

An open directory is always identified by its pathname in the
information bar of a GeoManager directory window.



Selecting Files and Directories

Before you can open a file or directory, or perform any other  gelect items in
operation on it, such as moving or copying it to another place, you
) ‘ ) i GeoManager the same
need to select it. You can select multiple items in the GeoManager

window and perform the same operation on all of them. Forexample, WaY you would select
you can select a group of files and then move all of them at the same  items in other

time. applications. See

— “Selecting” in Chapter 4.
To select a single item...

Click the item you want to select. The item highlights to show that
it is selected.

If you accidentally select the wrong item, try again. Clicking
another item deselects the first item.

To select a group of items by dragging...

1. Visualize an imaginary box surrounding the group of items you
want to select. Then position the pointer at one “corner” of this

imaginary box.

2. Hold down the mouse button and drag diagonally until the
dotted selection rectangle surrounds all the items you want to
select. Then release the mouse button. The items highlight to

show that they are selected.

If you missed an item, you can try again, or you can hold down
the key and drag to readjust the selection rectangle.

- = ==EFE | =E
Position at corner graphi Itinerary graphi
of imaginary

=
rectangle. .. \

‘ Sales/Days Units Per Month ‘

...and drag to
enclose the
desired files

Using GeoManager
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Selecting Files and Directories

To add items to (or subtract them from) a selection...
1. Hold down the key.
2. Click to select (or deselect) a single item.
Or,

Drag to select (or deselect) a group of items (see “To select a
group of items by dragging,” earlier).

3. When you have finished selecting, release the key.

To select all the items in a directory...

Choose Select All from the File menu.

To deselect all the items in a directory...

Choose Deselect All from the File menu.
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Current (active) |

When you want 0 perform file management tasks (such as
copying or moving files and directories), you begin by opening the
directory that contains the items you want to work with. You can also
open a directory to simply view its contents.

When you open a directory, its contents appear in a new window.
When you are in the Overlapping view, you can open multiple
directories from the same disk or from different disks. Each directory
you open gets added to the list of directories at the bottom of the
Window menu. You can switch between the open directories by
choosing from this menu or by clicking the window of the desired
directory. The directory you are working with is called the current
or active directory, and its name is selected on the Window menu.

GeoManager
k | Window

1
ol
— Close —
Close Al \
Overlapping Ctri+F5

firs| gt Gizes CuPFIn
QO C:[HARD DISK] \GEOWORKS\WORLD

directory |

@ C:[HARD DISK] \GEOWORKS\DOCUMENT
O C:[HARD DISK] \GEOMWORKS

|

Switching Between Full-Sized and
Overlapping Windows

You can view either one directory at a time in a full-sized window,
or open directory windows together in an overlapping arrangement.

You can arrange overlapping directory windows any way you want.
To move a directory window, you can drag its title bar; to resize a
directory window, you can drag its resize borders. Arranging
directories side-by-side lets you copy and move files between them

with ease.

Before you open multiple
directories, you should
switch to the Overlapping
view so that you can see

them all at the same time.



To view directories as overlapping windows...

Click the Overlapping button or choose Overlapping from the
Window menu.

To view directories as full-sized windows again...

Click the Full-Sized button or choose Full-Sized from the Window

menu.

Alternatively, click the Maximize button on any of the overlapping

windows.

Opening the WORLD and DOCUMENT
Directories

The WORLD and DOCUMENT directories contain your GEOS files.
The WORLD directory contains GEOS applications; the DOCUMENT
directory contains documents created with GEOS applications.

When you want to start a GEOS application or open a GEOS
document, you can quickly display the contents of the WORLD or
DOCUMENT directories by clicking their buttons at the bottom of the
GeoManager window.

To open the WORLD or DOCUMENT directory...

Click either the WORLD directory button or the DOCUMENT
directory button at the bottom of the GeoManager window.

WORLD directory |
button |

DOCUMENT |
directory button |

The WORLD or DOCUMENT directory opens and its contents
display in the window. If the directory is already open, its window
comes to the top.
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The WORLD and
DOCUMENT directories
were automatically

created when you set up
GEOS on your hard disk.
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Opening a Directory From its Icon

Directories appear as folder icons in the window. When you open
a directory, its contents appear in a separate window.

To open a directory from its folder icon...

Double-click the icon of the directory you want to open.
Or,

Select the icon of the directory you want to open and choose Open
from the File menu.

The directory opens and its contents display in the window. If the
directory is already open, its window comes to the top.

Opening the Parent Directory

You can display the preceding level in the directory hierarchy—often
referred to as the parent directory—by clicking the Up Directory
button on the directory window. When you click the Up Directory
button, GeoManager displays the contents of the parent directory in
a new directory window.

You can continue clicking the Up Directory button to display
preceding directory levels until you reach the root directory (the
highest directory level). When you are viewing the root directory, the
button is dimmed to indicate there are no higher directory levels to

view.

To open the parent directory...

E Click the Up Directory button on the directory window.

The parent directory appears in a separate window.
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Opening a Directory on Another Disk

You can display directories on another disk by clicking the appropri-
ate drive button at the bottom of the GeoManager window. The letters
on the buttons indicate which drives they represent.

u— E GeoManager o [

File Tree View Options Disk Window

C:(HARD DISK] \GEOS824\DOCUMENT - 10 items (39,861 bytes) of 10. 23,414,784 bytes free.

— — — 7
O] PN = -
O O
.l ¥ B
First Address Book  Itinerary My Schedule NOTES.TXT

¥
WALy

Opening Directories

To open a directory on another disk...

1. If you wantto open a directory on a floppy disk, insert the disk
in a floppy disk drive.

2. Click the Drive button for the floppy disk or hard disk you want
to view.

GeoManager displays the root directory of the floppy disk or
hard disk. You can display a directory by double-clicking the
folder icon of the directory you want to view.

Changing the Active Directory

Only one of the open directories is active at a time. If you have more

than one directory open, you can activate a different directory by
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choosing the directory pathname from the Window menu. If you are
viewing directories as overlapping windows, you can simply click the
window of the directory you want to activate.

veorManager
k | Windows

[ = _]
Close
Close Al
sy by Edriet
Full-Sized Ctri+F10
Choose a |-_ O C:[HARD DISK] \GEOWORKS\WORLD

directory name @ C:[HARD DISK] \GEOWORKS\DOCUMENT
to activate it O C:[HARD DISK] \GEOWORKS\DOCUMENTALETTERS

To activate another directory...
Choose the directory pathname from the Window menu.

If you are using the Overlapping view, you can also click the

directory window you want to activate.

A directory remains open until you close it. If you open a lot of
directories, you should periodically close the ones you aren’t using
any more.

To close the active directory...

1

)

o Choose Close from the Window menu. The window of the active
o :

. directory closes.

o

s If you are viewing directories as overlapping windows, you have
: the option of double-clicking the Control button of the window
(U] =k you want to close instead of choosing Close from the Window
Py menu.

c

'.7.

2
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To close all open directories...

Choose Close All from the Window menu. All the directory
windows close.
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Changing the Viewing Options

Items in 2 directory window normally appear as icons alphabet-
ized by name. The Choices option on the View menu lets you change
how files appear—for example you can view them by name instead
of as icons, or you can arrange them in a different order, such as by

size.

Viewing as Icons or as a List

You can choose to view the contents of a directory as icons or as a
list. The View menu has three options for switching between icons
and lists. The highlighted option is the one currently selected for the

active directory.

e | View | Options Disk Hind

iAR{__s—4 -

(O Names Only —
(2 Names and Details ‘

e ey loons

Sort By -3
[[] show Hidden Files
[[Jcompress Display

Using GeoManager
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= C:[HARD DISK] \GEOWORKS\DOCUMENT ]
12 items (16,165 bytes) of 12. 3,063,808 bytes free.

(0 LETTERS B QUOTES.TXT

& MEMOS B Report

B First Address Book Bl sales/Days ;

: { Names Only

B grapht E Units Per Month N .
B Itinerary B write Untitled

E NOTES.TXT

Bl Price Quotes
Bl =

T T

Names Only: This option shows the contents of the directory as a
list of small icons with the name to the right of the icons. This view
is especially useful if you have a lot of files in a directory and want
to see as many as possible without scrolling.

= C:[HARD DISK] \GEOWORKS\DOCUMENT ] | ...size of file
12 items (16,165 bytes) of 12. 3,063,808 bytes free. | (in characters)
) D LETTERS 07/15/90 01:59:36 pm
Names and Details | & MEMOS 07/15/90 01:58:42 pm
option shows the | El First Address Book 1,120 04/22/90 04:50:26 pm A ] ...attributes
B grapht 880 04/22/90 01:30:00 pm A
E itinerary 2,352 04/22/90 03:25:14pm A
B NOTES.TXT 0 07/16/90 03:18:50pm A
El Price Quotes 2,608 04422/90 05:02:24pm A .
ir= : - “ H |.. -modification
= . | date and time

Names and Details: This option shows the contents of the directory
as a list of small icons with the name, size, modification date, and
attributes to the right of the icons. The four possible file attributes
appear as single-letters to indicate they are set: Read Only (R), Hidden
(H), System (S), and Archive (A). See “To change file attributes” later
in this chapter for more information about file attributes.

The modification date that appears for a directory is the date you
created the directory.
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Icons }

= C:[HARD DISK] \GEOWORKS\DOCUMENT —J

12 items (16,165 bytes) of 12. 3,063,808 bytes free.

— i S = =
L 1 [ ] <
o]
LETTERS MEMOS First Address Book graphi
E E
H Itinerary NOTES.TXT Price Quotes QUOTES.TXT H

Icons: This option shows the contents of the active directory as icons
with the name below the icon.

To change the current viewing option...

1. Activate the directory you want to change.
2. Choose the option you want from the View menu.

The directory view changes according to your choice.

The Sort By cascade menu on the View menu lets you control the
order in which items are sorted in a directory. Directories always
appear before files in any sort arrangement. The highlighted option
is selected for the current directory.

There are three different ways to sort the items in a directory:

e Name: This option arranges the contents of the active directory
alphabetically by name.

e Date and Time: This option arranges the contents of the active
directory by the date and time the files were last modified, with the
most recent first.

e Size: This option arranges the contents of the active directory by
size, beginning with the largest file.

New windows you open
“adopt” the viewing
options of the window
from which they were

opened.
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T;}Tange how files are sorted...
1. Activate the directory you want to change.
2. Choose Sort By from the View menu. A cascade menu appears.
3. Choose the arrangement you want from the cascade menu.

The directory view changes according to the option you

If you want to
experiment with different
arrangements, you may
want to pin the Sort By

cascade menu so that it

stays open.
choose. i
L 3 L] o
Showing Hidden Files
When you turn on the Show Hidden Files option on the View menu,  The Hidden and System
files that have the Hidden or System attribute assigned to them also g e oltribute are only
appear in the directory window and are included in the byte count
: . { ' ; : used by other DOS
on the information bar. Hidden and System files do not appear in the
directory window when the Show Hidden Files option is turned off. ~ programs. Refer fo your
DOS reference manual.
| 1 items (149,182 bytes) of 31. 3,063,808 bytes free.
B HHH.BAT 13 06/17/90 03:3958pm &
B HIMEM.SYS 6,261 03/13/89 12:00:02am A
B io.svys 22,398 02/02/88 12:00:02am RAHS
B io.svs 22,398 02/02/88 12:00:02am RAHS
B ™Mspos.sys 30,128 02/02/88 12:00:02am RAHS
B ™Mspos.sys 30,128 02/02/88 12:0002am RAHS “H” indicates
B MYFILEBAT 23 07/06/90 04:18:116pm A | | Indicates
E SMARTDRV.SYS 10,224 01/26/90 03:23:14pm A u | hidden file
TMP BAT 007/05/90 02:4026om & | fbd ||
I v

To turn the Show Hidden Files option on or off...

Choose Show Hidden Files from the View menu.

If the Show Hidden Files option is on, choosing the option turns
it off. If it is off, choosing the option turns it on.
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Compressing the Directory Display

When the Compress Display option in the View menu is turned on,
directory items are displayed in a compact format that allows you to
view as much of the directory’s contents as possible without scrolling.

C:IHARD DISK] \GEOW

[(3] 11 items (13,445 bytes) of 11. 3,229,696 bytes free.

DOCUMENT

display |

[E] 11 items (13,445 bytes) of 1. 3,229,696 bytes free.
—
)
)
T waihl
tinerary QUOTES X
Report

S
— %
9 @

G e Vil et sty iy

It ompressed display

Price Quotes QUOTES TXT  Report  Sales/Days Units Per

To turn the Compress Display option on or off...

Choose Compress Display from the View menu.

If the Compress Display option is on, choosing the option turns it

off. If it is off, choosing the option turns it on.
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Starting a GEOS Application

You can start another GEOS application while you are running
GeoManager. When you start another GEOS application, its window
appears on top of GeoManager (unless the Minimize on Run option
is turned on in the Options menu). The title bar of the application you
start appears highlighted to indicate that it is the active window—the
one you are currently working in. You can start an application directly
from the WORLD directory, or you can start an application by
opening one of its documents from the DOCUMENT directory.

You can switch between GeoManager and any other open applica-
tions by choosing from the list at the top of the Express menu or by
clicking the window to activate it (if you can see the window).
Switching to another application moves its window to the top and
makes it active.

See “Using Applications” in Chapter 4, “The Professional Workspace,”
for more information.

I Weicome ] ns
~|© GeoManager I\\\m'u to another
O GeolWrite application by

selecting 1t

O Scrapbook

O GeoPlanner

@ GeoDraw e= | Active application
Startup -
Exit to DOS

To start a GEOS application...
1. Open the WORLD directory by clicking its icon.

2. Double-click the application in the WORLD directory.

Or,
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Options menu, the
GeoManager window
shrinks to an icon when
you open another GEOS

application.



Starting a GEOS Application

Using GeoManager

Select the application and choose Open from the File menu.

The application window appears on top of the GeoManager
window. GeoManager remains open.

To opeh a GEOS document...
1. Open the DOCUMENT directory by clicking its icon.
2. Double-click the document in the DOCUMENT directory.
Or,
Select the document and choose Open from the File menu.

The application which was used to create the document opens
and the document appears in the window (which appears on
top of the GeoManager window). GeoManager remains open.

To switch to another open application...

Choose the application from the Express menu, or click its window
if the window is visible.

The window of the selected application becomes active.

134



Starting a DOS Program or Batch File

You can start a DOS program or batch file directly from GeoMan-
ager. The GeoManager window temporarily closes and the DOS
program or batch file appears. When you quit the DOS program or
the batch file finishes, the GeoManager window reopens automati-
cally. The window appears exactly as it looked before it closed.

To start a DOS program or batch file...
1. Open the directory that contains the DOS program or batch file
you want to start.

2. Double-click the file in the directory.

Or

)

Select the file and choose Open from the File menu.

The GeoManager window temporarily closes and the DOS
program or batch file appears. When you quit the DOS
program or batch file, you see a message that lets you return
to GEOS or go directly to DOS. Follow the directions on the

screen.
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When you first crecate documents and directories, you might not
have a clear system in mind for organizing or naming them. As you
gain experience, you may decide to change your directory structure
and reorganize your files. You may want to create new directories and
move items from one directory to another. You may decide to rename
files or directories and delete old ones to free up space on your disk.

This section describes how to use GeoManager to perform all your
file and directory management tasks.

A Word About File and Directory Names

You assign a name to a file or directory when you

e Create a new directory

e Duplicate or rename a directory folder or a GEOS or DOS file

The names of GEOS applications and documents can be up to 32
characters long, including spaces and punctuation.

The names of directories and DOS files must conform to the standard
DOS format. The file name can be from one to eight characters long.
You can use both numbers and letters in the file name. The optional
file name extension follows the file name and begins with a period.
An example of a file name and extension is shown below:

PROJECT3. TXT .
{ P 10Nd
File name }—:l—_‘ \—Ll period and
extension
Creating a New Directory

You can create a new directory folder in any open directory. The new

directory folder is empty until you move or copy items into it.

The more ifems a
directory contains, the
longer it fakes to display
its contents. If a directory
takes too long to open,
you may want to move
some of its files into

another directory.
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To create a new directory...

1. Open the directory in which you want to place the new
directory. If the directory is already open, make it active.

2. Choose Create Directory from the File menu.
A dialog box appears requesting a name for the new directory.
3. Type the name of the new directory.

For information about naming restrictions, see “A Word About
File and Directory Names,” earlier in this chapter.

3. Click Create.

A new directory appears in the active directory.

Moving and Copying Files and Directories

The easiest way to move or copy a file or directory is to drag it from
one window to another, or onto another icon such as a disk drive icon
or a directory folder icon. You can also copy and move by using the

Copy and Move commands on the File menu.

You drag items with the right mouse button. Dragging an item to a
directory on the same disk moves the item to that directory. Dragging
an item to a directory on a different disk copies the item. You can copy
an item directly into the root directory of another disk by dragging
the item to the disk icon at the bottom of the GeoManager window.

In the following procedures, the directory you copy or move items
from is sometimes called the source directory, and the directory you
copy or move them to is called the destination directory. If the
destination directory already contains an item with the same name,
you're asked if you want to replace the existing item (unless you have
turned off the Confirm Replace option in the Options menu). For
more information about the confirmation options, see “Changing
GeoManager Options,” later in this chapter.
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To move or copy an item by dragging...

1.

2,

Select the item or items you want to move or copy.

Position the pointer over one of the selected items and press
and hold down the right mouse button (not the left mouse
button). The pointer changes to indicate whether you are
dragging a single item or multiple items.

Dragging a single item I—Q ll?ﬂ

Dragging multiple items }

Drag the pointer and position it over one of the following
elements, according to where you want to move or copy the
items:

e Over a folder icon in a directory window.

If the directory represented by the folder is on the same disk,
then the items are moved into the directory; if the directory
is on a different disk, then the items are copied into the
directory.

e Over any area of a directory window, except over a folder
icon.

If the directory in the window is on the same disk, then the
items are moved into that directory; if the directory is on a
different disk, then the items are copied.

e Over the up directory icon on a directory window.

The items are moved to the parent directory, one level up in
the directory hierarchy.

e Over one of the disk drive icons at the bottom of the
GeoManager window.

The items are copied to the root directory of the disk currently
in the drive.
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4. Release the right mouse button.

When you move or copy more than one item, a dialog box
appears showing you the progress of the operation. If you
want to halt the move or copy operation, click Stop. The
operation stops after finishing with the current file.

Normally GeoManager copies or moves depending on whether
the source and destination directories are on the same disk or
not. You can force a move operation by holding down the
key during the drag operation, or force a copy operation by
holding down the key.

To move an item using the Move command...

1. Select the item (or items) you want to move.

2. Choose Move from the File menu. In the Move dialog box, find
and select the destination directory.

The Move dialog box shows the directories within the current
directory (files in the directory are not listed,; if the list is empty
then there are no folders in the current directory).

To open a directory and view additional directories contained
within it, double-click the directory, or select it and click Open.

Move Selected Files To:
Change drive | “?i| c:[HARD DISK] Shows currently
Move up one directory | { 5 | A\GEOWORKS chosen destination

. : q directory
Selected directory | ’

FOFONT

) GEOCOMM

FJ)STATE

) SYSAPPL

| ﬂoue] | Open I | Cancel |
Click to open

selected directory
to show directories
inside
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To

Change drive
Move up one directory

Selected directory

3. Click Move to move the files into the directory.

When you move more than one item, a dialog box appears
showing you the progress of the operation. If you want to halt
the move operation, click Stop. The operation stops after
finishing with the current file.

copy an item using the Copy command...
1. Select the item (or items) you want to copy.

2. Choose Copy from the File menu. In the Copy dialog box, find
and select the destination directory.

The Copy dialog box shows the directories within the current
directory. Files in the directory are not listed; if the list is empty
then there are no folders in the current directory.

To open a directory and view additional directories contained
within it, double-click the directory, or select it and click Open.

Copy Selected Files To:
“k¥'? | c:iHARD DISK]

1
I
t { [#9] | \GEOMWORKS
I

FOFONT

) GEOCOMM
FOSTATE
FSYSAPPL

I Copy I I Open I I Cancel I

|«]:r: Clory

|

3. Click Copy to copy the files into the directory.

When you move more than one item, a dialog box appears
showing you the progress of the operation. If you want to halt
the move operation, click Stop. The operation stops after
finishing with the current file.

Shows currently

chosen

Click to
selected
[0 ShOw

insice

destination

DET
directory

directories
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Duplicating a File or Directory

The Duplicate command on the File menu creates a duplicate copy
of an item within the same directory. For example, you may want to
duplicate a document file so that you can use the duplicate copy as
a template for a new document.

When you duplicate many items, a dialog box gives you the chance
to change the name of the duplicate copy of each item.

Current Directory is C:[HARD DISK] \GEOWORKS\DOCUMENT

Duplicate: Price Quotes

To: opy of Price Quotes I

Choosing Duplicate automatically creates a duplicate copy of the file
or directory, entitled “Copy of (file or directory name).” Clicking Next
skips the current item. Clicking Cancel closes the message box
without duplicating additional items.

To duplicate an item...
1. Select the item (or items) you want to duplicate.
2. Choose Duplicate from the File menu.
A dialog box appears.

3. To change the name of the duplicate file or directory, type a

new name.

For information about naming restrictions, see “A Word About
File and Directory Names,” earlier in this chapter.

When you duplicate a

directory, you duplicate
the directory and all of

its contents as well.
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4. Click Duplicate.

A duplicate of the selected item (or items) appears in the same
directory as the original.

If you're duplicating more than one item, the name of the next
item appears in the dialog box.

Deleting a File or Directory

You can permanently delete a file or directory folder by dragging the
item to the Wastebasket or by using the Delete command on the File
menu. This section describes both methods. As when copying and
moving by dragging, you use the right mouse button when deleting
an item by dragging.

Be careful, though. You cannot recover a deleted item using GEOS.

To delete an item by dragging it to the Wastebasket...
1. Select the item (or items) you want to delete.

2. Use the right mouse button to drag the selection to the
Wastebasket.

To drag, position the pointer over the selected item (or one of
the items if multiple items are selected). Then, hold down the
right mouse button and drag the file to the Wastebasket.

If the Confirm Deletes option is turned on, a dialog box
appears asking you to confirm each deletion. Clicking Yes
deletes the item. Clicking No preserves the item. Clicking
Cancel closes the dialog box without deleting additional items.

If you delete more than one item, a dialog box may appear
showing you the progress of the operation. If you want to halt
the deletions, click Stop. The delete operation stops after the
current file is deleted.
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To delete an item using the Delete command...
1. Select the item (or items) you want to delete.
2. Choose Delete from the File menu.

A dialog box may appear asking you to confirm the delete
operation. Follow the instructions in the dialog box.

Renaming a File or Directory

You can change the name of a file or directory by using the Rename
command on the File menu. The new name immediately replaces the
old name in the directory window. For information about naming
restrictions, see “A Word About File and Directory Names,” earlier in

this section.

To rename an item...

1. Select the item (or items) you want to rename.
2. Choose Rename from the File menu.

A dialog box appears. Enter the new name in the box. Click
Rename to apply the new name. Click Next to skip the current
item and go on to the next selected file. Click Cancel to close
the dialog box without renaming the rest of the selected files.

Current Directory is C:[HARD DISK] A\GEOWORKS\DOCUMENT

Rename: Price Quotes | Original name
. = - ] ] Fnter ne ame
To: ﬁlce Quotes (original)| T 1 Enter new name
| Skip to next

| Next | Cancel | | selected item
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If a file with the same name already exists, a dialog box asks
you to type a different name.

Changing DOS File Attributes

There are four DOS file attributes that define the kinds of operations
you can perform on a file or directory: Read Only (R), Hidden (H),
System (S), and Archive (A).

An item can have one or more file attributes. File attributes appear
in the directory window when you select the Names and Details
option on the View menu. The file attributes appear in the last column
of the listing.

| DOS file

C:[HARD DISK] \ =]
31 items (149,182 bytes) of 31. 3,063,808 bytes free.
El HHHBAT 13 06/17/90 03:39:58 pm &
B HIMEM.SYS 6,261 03/13/89 12:00:02am A
B 10sys 22,3298 02/02/88 12:00:02am R AHS
B 10.sys 22,398 02/02/88 12:00:02am RAHS
B MSD0S.5YS 30,128 02/02/88 12:00:02am RAHS
El MSD0S.SYS 30,128 02/02/88 12:00:02am R AHS
B MYFILEBAT 2% 07/06/90 04:18:16pm A L
Bl SMARTDRY.SYS 10,224 01/26/90 03:23:14pm A H
IMP BAT 0 07/05/90 03:4026pm & |
Bl >
. :

The most useful attribute, and the only one you may ever want to
change, is the Read Only attribute. When the Read Only attribute is
set on a file, it adds a level of protection to the file and prevents the
file from being changed or deleted easily. For example, if there are
certain documents that you don’t want to change accidentally, setting
the Read Only attribute is a good way to protect them.

The Archive, Hidden, and System attributes are used by DOS and
DOS utilities. They are not very useful to GEOS applications. Refer
to your DOS reference manual for more information on these

attributes.

| attributes
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To change file attributes...
1. Select the item (or items) whose attributes you want to change.
2. Choose Attributes from the File menu.

The Change Attributes dialog box appears. Click to select the
attributes you want to assign. Clicking a selected attribute
deselects it.

I . Current Directory is C:[HARD DISK] \GEOWORKS\DOCUMENT
File name }

Change Attributes: Price huotes

File attributes } To:

Skips to next |
selected file |

3. Click Change to apply the attributes you've selected. Click Next
to skip the current item and go on to the next one (if you
selected more than one item). Click Cancel to close the dialog
box without making any further changes.

Getting Information About a File or Directory

The Get Info command on the File menu displays the following
information abouta file. When you display information abouta GEOS
application or document, you can also enter your own notes.

To display information about an item...

1. Select the item (or items) and choose Get Info from the File
menu.

The Get Info dialog box appears.
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2.

If the item is a GEOS application or document and the Read
Only attribute is not set, you can enter and edit text in the User
Notes box. Notes are saved along with the file.

Last Modification: 035:02:24 pm 04/22/90

User Notes:

Name: Price Quotes
Path: C:[HARD DISK] \GEOWORKS\DOCUMENT
Attributes: A

File Size: 2,608
GEDS File Type: UM File
Token: “WDAT™,0
Creator: GeoMrite

Quotes for work on AKC project.

| Enter notes that

See “Entering and Editing Text” in Chapter 4, “The Professional
Workspace,” for more information on editing text.

Click OK to save the notes and display information about the
next item.

Click Next to skip this item and display information about the
next item.

Click Cancel to close the dialog box.

| describe the file
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The Disk menu commands let you perform the following disk
management tasks:

e Copy a disk’s contents onto another disk
e Format a disk so that it can be used
e Rename a disk

e Rescan any drives needed to update the contents of the open
directories.

The disk name can be from 1 to 11 characters long, upper-case
(lower-case letters are converted to upper-case). You can use both
numbers and letters in the name, as shown in the following example:

LETTERS 12

Formatting a Floppy Disk

The Format Disk command on the Disk menu lets you format (or
reformat) a disk. If the disk is unformatted, you must format it before
you can use it. If you want test whether a disk is formatted, insert the
disk in a floppy drive and click the drive icon to open the disk Formatfing a disk erases

directory. A message tells you if the disk needs formatting. all the information on the

Your formatting options depend on the capacity of your disk drive disk.

and the size of the disk you are formatting. In many cases you are
given the option to choose high density formatting. High density
formatting requires special high density disks, which you can find at

most computer stores.

To format a floppy disk...

1. Insert the floppy disk into one of the disk drives.
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2. Choose Format Disk from the Disk menu.

Select drive and size for format:
Drive: @A (O B:

il‘n single-floppy

4 Systems

Size: @ 1.2M (Requires High Density Diskette)
O 360K (Low Density)
(O 320K (Rarely Used)
(O 180K (Rarely Used)
) 160K (Rarely Used)

Click the drive that contains the disk you are about to format.
Click the option for the disk capacity you want.

Click OK.

A dialog box appears requesting a name for the disk.

Type a name for the disk, and click Format.

GeoManager formats the disk according to the options you
specified. A message lets you know how the formatting is
proceeding and when it is complete.

Copying a Floppy Disk

The Copy Disk command on the Disk menu lets you create an exact
duplicate of a floppy disk. The original disk is called the source disk
and the duplicate disk is called the destination disk. When you finish
copying, the destination disk contains the same name and files as the
source disk. GeoManager writes over any files that were on the
destination disk.
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To copy a floppy disk...

1. Ifyouhaven’t done so already, label the source and destination
disks.

2. Choose Copy Disk from the Disk menu.

The following dialog box appears.

Select source and destination for disk copy:
Source: @A O B:

Destination: @® A: &

3. Click to select the source drive and the destination drive.

If you have only one drive, drive A appears as both the source
and destination drive.

4. Click Copy.

5. GeoManager tells you if you need to insert a new disk. Just
follow the instructions on the screen.

Renaming a Disk

The Rename Disk command on the Disk menu lets you change the
name of a disk.

To rename a disk...

1. Choose Rename Disk from the Disk menu.
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The following dialog box appears.

Drive [hat| Select drive for disk rename:
contains disk | ORf: O B: @ c: O
Original disk name } From: HARD DISK
Enter new | To: IOLDHMSKI

disk name |

Bonams

2. Click to select the drive that contains the disk you want to
rename.

3. Click in the text field and type a new name for the disk.

4. Click Rename to rename the disk.

If the contents of a disk have somehow changed (for example, if you
use another computer to copy additional files onto a floppy disk), you
can use the Rescan Drives command to update the directory display
and show the new files.

To rescan...
Choose Rescan Drives from the Disk menu.

GeoManager rereads the contents of all displayed disks and
changes the windows if necessary to reflect any changes.
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The items on the Tree menu lets you see how directories are
organized on a disk by displaying the directory hierarchy as an
organizational tree. The root directory appears at the top of the tree,
and branch lines connect directory names and show their relationship
to the root directory.

You can control how much of the directory tree is displayed by
expanding or collapsing the directories in the tree. Expanding a
directory displays its subdirectories; collapsing a directory hides its
subdirectories. A plus sign indicates that a directory can be expanded.
A minus sign indicates that a directory is already expanded.

= Directory Tree [:l
D:[SMALL DISK] \GEOWORKS

S A

Expands directory b—-| ;gissm
Collapses directory p=—
] # DPAINT . | Currently expandec

—=

| directory

DOCUMENT
FONT
GEOCOMM
STATE
SYSAPPL
SYSTEM
WORLD
NORTON

x

I« =

The Tree window does not show the files within a directory.
However, you can open directory to view its files by double-clicking
the directory name in the tree window. You can also create new
directories and perform all directory file management tasks (such as

copying or moving directories) from within the Tree window. You
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can click the directory name to select it and then choose the
command you want from the File menu. Or just drag a directory from
the Tree window to move or copy it into another directory.

To open the Tree window...

To display the contents of the current drive, choose Show Tree
Window from the Tree menu in the Tree window.

To display the contents of a different drive, choose Drive from the
Tree menu and choose the drive from the cascade menu.

To expand all directories in the tree...

Choose Expand All from the Tree menu.

To expand the next directory level...

e Click the plus sign next to the directory you want to expand.
Or,

e Click to select the name of the directory you want to expand (do
not click the plus or minus sign), and choose Expand One Level
from the Tree menu.

To expand all directories within a branch...

1. Click to select the name of the directory you want to expand
(do not click the plus or minus sign).

2. Choose Expand Branch from the Tree menu.

To collapse all directories within a branch...

e Click the minus sign next to the directory you want to collapse.

Or,
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e Click the name of the directory you want to collapse (do not
click the plus or minus sign), and choose Collapse Branch from
the Tree menu.

To display the directory tree for another disk...

1. Choose Drive from the Tree menu. A cascade menu appears,
listing the drives connected to your computer.

2. Click the drive you want to display. The Tree window changes
to show the contents of the selected drive.
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The Options menu has three options that control whether a
confirmation message appears when you delete a file or replace a file.
A fourth option controls whether GeoManager shrinks to an icon
when you run another GEOS application.

When options are turned on, they are selected in the menu. When a
confirmation option is deselected (turned off), no confirmation
message appears when you perform the action.

Remember, when you delete or replace a file, you cannot undo the
operation if you change your mind. Do not turn off a confirmation
option unless you are very experienced with the system and do not
need a warning message for operations that cannot be undone.

UView | Options | Disk HWindow

|

[M] confirm Delete

E] Confirm Read-0Only

[W] Confirm Replace

[W] Minimize on Run
Save Options

Confirm Delete: This option displays a confirmation message when
you delete a file. It does not affect deletion of Read-Only files.

Confirm Read-Only: This option displays a confirmation message
when you delete a Read-Only file. For more information about Read-
Only files, see “Changing DOS File Attributes,” earlier in this chapter.

Confirm Replace: displays a confirmation message when you copy
or move a file to a directory that contains another file with the same

name. When this option is deselected, a file you’re copying or moving
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automatically replaces the files of the same name without your

confirmation.

Minimize on Run: This option causes GeoManager to shrink to an
icon when you run another GEOS application. When this option is
deselected, the GeoManager window remains open when you run
another GEOS application.

To turn an option on or off...
Choose the option from the Options menu.

If the option is currently selected, choosing it deselects the option
(turns it off).

To save the current options and make them permanent...

Choose Save Options from the Options menu.
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The Exit command closes GeoManager. Normally you never exit
GeoManager, but if you are running several additional applications
and notice that your system is running slowly, you can exit GeoManager
to free up memory on your computer.

To close GeoManager...
Choose Exit from the File menu.
The GeoManager application closes.

If another GEOS application is currently open, you see the open
application when you close GeoManager. If no other GEOS

applications are open, you are returned to the Welcome screen.

To restart GeoManager...

1. Choose Startup on the Express menu of any application. A

cascade menu appears.

2. Fromthe cascade menu, choose GeoManager. The GeoManager

application restarts.
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GeoDraw is a powerful and easy-
to-use drawing application that
lets you produce full-color graphics
with integrated text.

The first part of this chapter
introduces you to GeoDraw’s
features and describes how to
open the application and GeoDraw
documents. The remainder of the
chapter explains how to use the
drawing tools and menu
commands to create, edit, and

print your drawing.
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185
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203
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What GeoDraw Can Do

Starting and Exiting GeoDraw
Opening a Document

The GeoDraw Window

Setting the Document Size

Creating an Image

Selecting and Modifying Objects
Moving and Reshaping Objects
Copying and Pasting

Deleting

Changing Colors, Patterns, and Styles
Editing Text

Arranging Objects Within a Stack
Working With Multiple Documents
Importing an Image From a DOS Application
Printing

Saving a Document

Closing a Document
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What GeoDraw Can Do

GeoDraw offers many powerful graphics features. It includes
drawing tools that create geometric shapes or smooth outlines, and
a text tool that creates a full range of text fonts, sizes, and styles.

You can add colors and patterns and use a variety of line widths.
GeoDraw gives you the power to create some of these special effects:

e Change size and proportions

A N

Ll

e Rotate and flip shapes and text

S
>
Draw &

@& wetd

Q

e Add colors and patterns
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¢ Add line widths and dashed line styles

'
'
'
'
s
i
'
I
'

e Add colors and halftones to text
GRAPH # =
e Use different text fonts, sizes, and styles

Sophistication is a

matter of sfvie.

In GeoDraw, your drawing appears exactly as it will print.



Starting and Exiting GeoDraw

You start and exit GeoDraw from GeoManager, the same way that
you start and exit all GEOS applications.

There are ways to start GeoDraw other than those described in this
section. For more information, see “Using Applications” in chapter 4,
“Using the Professional Workspace.”

To start GeoDraw and open a new document...

% e From the GeoManager WORLD directory, double-click the
'k GeoDraw icon. GeoDraw starts, opening a new, untitled
SEOLrEw document.

e From another GEOS application, choose Startup from the
Express menu. A cascade menu appears. Choose GeoDraw from
this second menu. GeoDraw starts, opening a new, untitled

document.

To start GeoDraw and open a particular document...

From the GeoManager DOCUMENT directory, double-click the
icon of the GeoDraw document you wish to open. GeoDraw starts
and automatically opens the document.

To exit GeoDraw...
Choose Exit from the File menu.

If you've made changes to any of the documents since the last time
you've saved, GeoDraw asks you if you wish to save these
changes. Click Yes to save your work or click No to ignore all the
work you've done since the last time you saved. For more
information about saving documents, see “Saving a Document”

later in this chapter.
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You can work with the untitled document that appears when you
start GeoDraw, or open a new or existing document from within the
application. You can open as many documents as you want—each
document appears in its own window.

You can also open an existing document directly from the GeoMan-
ager window (which automatically opens the GeoDraw application).

To open a new document from within GeoDraw...

Choose New from the File menu.

A new, untitled document appears.

To open an existing document from within GeoDraw...
1. Choose Open from the File menu.
The directory dialog box appears for you to choose the file. The

files and directories in the current directory appear in a

scrolling list.

| | Select Document to Open
W7 | c:IHARD DISK]
| Fa] | \GEOWORKS\DOCUMENT

S FACES
COFUNPICTS
B Graphics

B Happuy face
B Letterhead

[[Jread Onily

Gpen

[
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2. Change the drive or directory as necessary to locate the
document you want to open.

3. Double-click the name of the document you want to open.

The document appears in its own window.

To open an existing document from the GeoManager...

1. Click the DOCUMENT icon in the GeoManager window to see
the documents.

2. Double-click the GeoDraw document you want to open.

The GeoDraw application starts and the document appears in
its own window.
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Title bar

The GeoDraw window is your electronic drawing board. It
includes a drawing area and a Toolbox that contains tools for draw-
ing, moving, and reshaping objects. The dotted margin lines around
the edge of the drawing area define the printable area of the page (for
most printers). You'll want to make sure that your image does not
extend over these dotted lines, because the image may appear
cropped at this margin when you print.

The GeoDraw window also has standard features common to all
GEOS windows (as shown in the following figure). For detailed
information about using the standard window features, see “Using
Windows,” in Chapter 4.

I File Edit Uiew Options Modify Arrange Text Window

Toolbox }

Drawing area |

Resize border all
1 around edge of
ikl

{ Vertical scroll bar

| Horizontal scroll bar




The GeoDraw Window

Moving and Closing the Toolbox

You can move or hide the Toolbox whenever you wantan unobscured

view of your drawing.

To move the Toolbox...

1. Position the pointer over the title bar at the top of the box.

Title bar

2. Drag the box to its new position.

To drag, hold down the left mouse button and continue
holding it down as you move the mouse to position the box.

Then release the mouse button.

As you drag the box, the pointer changes to two crossed arrows
and an outline shows where the box will be positioned when you

release the mouse button.

Press here

Drag to move
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To close the Toolbox...

g e Double-click the Control button on the box.
Or,

e Click the Control button and choose Close from the menu that

appears.

To reopen the Toolbox...
Choose Show Toolbox from the Options menu.

The Toolbox reappears exactly where it was positioned when you
closed it.

Changing the Size of Your View

The View menu lets you change the magnification of the page within
the window. As you create your image, experiment by choosing
different magnification levels from the View menu to find the one
that’s most appropriate for the work you're doing. For example, when
you want to precisely align two objects, it’s easier if you magnify the
view. When you want to get an overview of the entire layout of the
image, a reduced view is better.

Options Modify Arrang
O 1. Reduced to 125 %
O 2. Reduced to 25 %
O 3. Reduced to 50 %
@ Actual Size
O 4. Enlarged to 200 %
(5. Enlarged to 400 %
[Jcorrect for Aspect Ratio

To magnify or reduce the view...

Choose the level of magnification or reduction you want from the
View menu.

Using GeoDraw



The GeoDraw Window

To return the document to its original size...

Choose Actual Size from the View menu.

Correcting for Aspect Ratio

Some monitors, such as those that display Hercules and CGA
graphics, have rectangular pixels rather than perfectly square ones
(pixels are the small dots on your monitor that make up the display).
These monitors have a rectangular aspect ratio which tends to
elongate the image of your document, making it look stretched or
squashed.

If you have a monitor with a rectangular aspect ratio, you can turn
on the Correct for Aspect Ratio option. With this option on, your
documents appear in their proper proportions and more closely
resemble their printed result. Screen drawing is sometimes slower
when this option is on, so you might want to use it only for
previewing your document.

To turn on the correct for aspect ratio option...

Choose Correct for Aspect Ratio from the View menu. The option
turns on and the document appears as if your monitor had square
pixels.

If the Correct for Aspect ratio is dimmed, it is because your monitor
already has square pixels and no correction is necessary.

To turn off the correct for aspect ratio option...

Choose Correct for Aspect Ratio from the View menu. The option
turns off and the document redraws.
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The size of a new document is automatically set at 8.5 x 11.5 inches.
You can use the Document Size command to change the page size
and orientation. These settings control the size and shape of the
drawing area in the GeoDraw window.

To set the page size and orientation...

Choose Document Size from the Options menu.

The Document Size dialog box appears.

Page Size: @®iletier (8 1727 11%) Oc Size (17" x 227)
O Tabloid (117 x 177) O D Size (22" x 347)

Page Orientation: @ Portrait O Landscape

Click the radio button for the size and orientation you want.

The Portrait setting orients the page vertically; the Landscape
setting orients the page horizontally.

Click OK to apply the settings, then close the dialog box.



Creating an Image

In GeoDraw, an image is composed of one or more objects. An
object can be text or a shape, such as a rectangle or a polygon. Each
object can be selected, edited, and manipulated separately from the
other objects in the image.

v £ CBRAT iact
[here are four separate objects

nis drawing

You create objects using the text tool and drawing tools in the
Toolbox. Two additional tools—the Arrow Pointer and Rotate
Pointer—are used for selecting and manipulating objects after they

4‘
Arrow Pointer | i | Rotate Pointer

- { Rectangle tool

are drawn.

X
J

Line tool } | Circle tool

QI\[=

v ] Polygon tool

As you draw, don’t worry if an object is not exactly the right shape
or positioned just where you want it. You can easily move and
reshape an object—or delete it and try again. You can also flip an
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object (including a text object) or rotate it to the angle you want.
These techniques are described in “Moving and Reshaping Objects,”
later in this chapter.

When you create an object, it appears in the currently selected color,
pattern, or style. You can change any of these properties after the
object is created. You can also edit text and change its font, size, and
style. The “Editing an Image” section, later in this chapter, describes
how to make these changes.

After you create an object handles appear around the object and one
handle, called the move handle, appears in the center of the object.
The handles are used for dragging, rotating, and reshaping the object
(see “Moving and Reshaping Objects” later in this chapter).

sss
ssse
sass

In the procedures that follow, “click” always refers to clicking the left
mouse button unless the right mouse button is specified.

A Word Abovut Overlapping Objects

If you draw one object on top of another, the object on top may hide
part or all of the object underneath. Often this is exactly the effect that
you want. Objects are said to be stacked when they overlap each
other. You can move an object towards the front or the back of a stack
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by using the Arrange menu commands. This is covered in “Arranging
Objects Within a Stack,” later in the chapter..

These three
objects are
overlapping,

or stacked

Selecting a Tool

To create and manipulate objects, you first select the appropriate tool
from the Toolbox. The Arrow Pointer tool is automatically selected
when you first enter GeoDraw. You use it to select, move, and resize

objects.

If you select one of the drawing tools, the pointer changes to
crosshairs when you move it over the drawing area. The center of the
crosshairs shows where the shape will begin as you draw.

If you select the Text tool, the pointer changes to an I-beam when you
move it over the drawing area. The I-beam shows where the text
cursor will appear when you click the mouse button.

If you select the Rotate Pointer, the pointer shape changes to a curved
pointer. The Rotate Pointer works like the Arrow Pointer, except that

you can also use it to rotate objects.

A tool remains selected after you have finished drawing the object.
You can use the same tool again or select another tool.
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A

To select a tool...

Position the pointer over the tool you want and click the left mouse
button.

The selected tool is highlighted in the Toolbox.

Drawing Lines

The Toolbox has two tools for drawing lines. With the Line tool, you A closed shape that is

can draw a single continuous line in any direction. With the RSO B

Connected Line tool, you can draw any number of connected lines
cannot be filled with a

to create a simple geometric outline or a smoother outline that
resembles a freehand drawing. The technique for drawing a smooth  color or pattern. To

outline is the same as for drawing a geometric outline—the line roqte a closed shape

segments in the smooth outline are just very small.
that can be filled, use the

Rectangle, Circle, or

Polygon tools.

Drawn with Line tool Drawn with Connected Line tool

When you draw a line, it appears in the currently selected color,
pattern, width, and style (solid or dashed).

To draw a line...

1. Select the Line tool in the Toolbox.

2. Position the center of the crosshairs where you want the line

to begin.
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3. Hold down the mouse button and drag until the crosshairs are
centered over the point where you want the line to end. Then
release the mouse button.

As you drag, a dotted line follows the crosshairs. When you
release the mouse button, the line is drawn and its handles
appear.

Press here...
...release for
e :———___‘: finished line

To draw connected lines...

l-f 1. Select the Connected Line tool in the Toolbox

2. Position the center of the crosshairs where you want the line

to begin, and click to anchor this point.

3. Move the crosshairs to where you want the first segment of the
connected line to end (you don’t have to hold down the mouse
button). Then click again to anchor the segment.

4. Continue positioning the crosshairs and clicking to create as
many segments as you want. At the end of the last segment,
double-click to finish the connected line.

The line is drawn and its handles appear.

...and double-
Click at the starting point... click to finish

...click at the end o
ot a segment...

...click at the end of each
additional segment...
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You can also finish a connected line by pressing the key
or the right mouse button. When you end the connected line
this way, GeoDraw doesn’t connect the last point to the first
one, the way it does when you double-click to end.

The Circle tool draws filled circles and ovals.

To draw a circle...

1. Select the Circle tool in the Toolbox.
ol

2. Position the crosshairs where you want the circle to begin.

3. Hold down the mouse button and drag diagonally in any
direction until the circle (or oval) is the size you want. Then
release the mouse button.

Press here. l—,

\-——4 Lllllg to here and release

Using GeoDraw
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Asyou drag, a dotted outline indicates the circle’s size. You can
adjust the size until you release the mouse button. When you
release the mouse button, the circle is drawn and its handles
appear.

The dotted outline appears as either a circle or a rectangle,
depending on whether you choose the Drag as Rectangle or
the Drag as Outline option from the Options menu. For more
information, see “Setting the Drag Option” later in this chapter.

Creating an Image

| Drag as Rectangle

-~ ~

The Rectangle tool draws filled rectangles and squares.

To draw a rectangle...

1L,

2.

Select the Rectangle tool in the Toolbox.
Position the crosshairs where you want the rectangle to begin.

Hold down the mouse button and drag diagonally in any
direction until the rectangle (or square) is the size you want.
Then release the mouse button.

Press here.. '—ﬁ

4

.drag to here |

and release |
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L8

As you drag, a dotted outline indicates the rectangle’s size. You
can adjust the size until you release the mouse button. When
you release the mouse button the rectangle is drawn and its

handles appear.

Drawing Polygons

The Polygon tool draws a simple geometric shape, or a smoother

shape that is filled with the currently selected color or pattern. The

Polygon tool works like the Connected Line tool except that it creates

a filled object instead of an outline. You can make a smooth polygon

by drawing very small line segments.

Filled polygons drawn
with Polygon tool

To draw a polygon...

1.

2

Select the Polygon tool in the Toolbox.

Position the crosshairs where you want the first line of the

polygon to begin, and click to anchor this point.

Move the crosshairs to where you want the first segment of the
polygon line to end. Then click again to anchor the segment.

Continue positioning the crosshairs and clicking to create as
many segments as you want. At the end of the last segment,

double-click to finish the polygon.
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When you double-click the last segment, GeoDraw closes the
polygon by drawing a line from that last point to the starting
point. The polygon is then filled, and its handles appear.

Click at the
-
starting point e

~
~
click at the end of each |

additional segment

click at the end
of a segment
and double-
click to finish i |
I "

| Finished
pe lygon
[ = [

You can also finish a polygon by pressing the key or the
right mouse button. The polygon is closed at the last segment
you clicked.
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Empty text object — I

Enter t

Using GeoDraw

ext

Typing Text

The Text tool lets you create a simple caption or fill the page with

many paragraphs of text. In GeoDraw, text is an object and can be

moved, reshaped, rotated, and flipped like any other object—this lets

you create some interesting effects.

Text is fun...

The letterform comes to us
through many ages and
reflects the evolutionary
solution to efficient written
communication. |t should,
indeed, seem amazing to us
that we are able to scribble
marks on a page—marks
that represent thoughts—
and then decipherthem at a
later date

What is it that drives man to
communicate? To write a
poem. To construct a novel
When as children we stack
block A on of block B, and
smile, and then write a
poem or scratch a deer on a
cave wall, what is this force?

Rt
RO

FLIPPEpq3qqlld
M IbbEP d3dd |74

When you select the text tool, the pointer changes to an I-beam. You

define the width of a text object by dragging the I-beam. As you type,

text wraps within the text object, and the object automatically grows

to accommodate new lines of text. The blinking vertical line, or fext

cursor, indicates where the next character you type appears.

To be or not to be— that is the question:
‘Whether 'tis nobler in the mind to suffer
The slings and arrows of outrageous fortune,)|
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Text appears in the current font, size, style, and justification. You can
change these attributes and also add color and halftones to text. Text
is fully editable, and can be cut, copied, and pasted.

To type text...

T 1. Select the Text tool in the Toolbox.

The pointer changes to an I-beam to indicate that the Text tool

is selected.
2. Position the I-beam where you want the first character to begin.

3. You can create a text object with a standard three-inch line
width by just clicking.

Click for standard
3-inch line w Idlhl % ........................................................................................................ :

You can create a custom line width by holding down the
Or. for a custom l mouse button and dragging the I-beam to the right.

width, press here

- g
%o | ...and drag until
e I box is desired size

The line width can be as wide as the page. If the page is wider
than the window size, continue dragging when you reach the
right edge of the window—the page scrolls until you reach the
right page margin.

4. Type the text.
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You don't need to press at the end of each line—text
wraps automatically to the next line when it reaches the right
edge of the text object. Press only when you want to

begin a new paragraph.

I will never forget the first
words of Steve Holden,
my longtime friend and
traveling mentor. I hadn't
known him more than ten
seconds when he looked
across his desk and said,

i—— Wrapped text

| Press (Enter] to start

%"Pack lightly!"”

5%"Pa.‘:k lightly?" I thought,
"what a strange thing to
say.” But I followed his]

|new paragraph

When you finish typing, the Text tool remains selected. You

can create additional text objects or select another tool. To edit

text, or change the text font, size, or style, see “Modifying Text,”

later in this chapter.
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Selecting and Modifying Objects

After you create and sclect an object, you can edit or modify it
in the following ways:

e Moving or reshaping

e Duplicating by copying and pasting

e Deleting

e Changing the color or pattern

e Changing the line style or width (for draw objects)

e Changing the text font, size, style or justification (for text objects)

Before you change an object, you first need to select it. You can select  With text objects, you

one object or multiple objects. If you select multiple objects and make 4

can select the enfire
a change, the change applies to all the selected objects.

object or specific
You can use either the Arrow pointer or Rotation pointer tool to select o
objects.

“Selecting Characters
The techniques for selecting objects in GeoDraw are the same as for Within a Text Object”

selecting items in any other GEOS application. For more information

about selecting, see “Selecting” in Chapter 4. b

To select an obiéct”by élicking...

ﬁ* 1. Select the Arrow pointer or the Rotation pointer.

2. Position the pointer over the object.

The pointer does not need to be over the center of the object.
You can position it over any part of the object which is not

overlapped by another object.
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3. Click to select the object.

and click to select. The |

Position pointer over
rectangle is now selected. |

any part of the object

To add additional objects to a selection...
1. Position the pointer over the next object you want to select.
2. Hold down the key and click to select.

The object is added to your selection.
]

|
Position pointer over hold down (Ctrl] and click. The

another object... circle is now added to the selection

To select objects by dragging...

k* "\* 1. Select the Arrow pointer or the Rotation pointer.

2. Visualize a box surrounding the group of objects you want to

select. Then position the pointer at the “corner” of the

imaginary box.

3. Hold down the mouse button and drag diagonally until the
dotted selection rectangle surrounds all the objects you want

to select. Then release the mouse button.

Using GeoDraw

If you are having trouble
selecting an object by
clicking, try clicking on
the edges of the object or
try drag-selecting, which
is described below.



Selecting and Modifying Objects

As you select an object, its handles appear. If you missed an
object, try again.

i\l‘\.“/
_,‘i I —
[of

.
|

2K

Selecting Characters Within a Text Object

When you want to edit or modify selected characters within a text
object, use the Text tool to select the characters you want to change.
The selection appears highlighted, as shown in the following figure.

And there is a Catskill eagle
in some EVE that can alike
dive down into the blackest of
gorges, and soar out of them
again and become invisible in
the sunny spaces. And even
if he forever flies within the
gorge, that gorge is in the
mountains; so that even in his
lowest swoop the mountain
eagle is still higher than the
other birds upon the plain,
even though they soar.

—] Sel¢

To move or reshape a text object or make the same change to all its
characters, select the text as an object. For example, you select text
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as an object when you want to rotate it or change all the characters

to the same text font. For information about selecting objects, see

“Selecting and Modifying Objects,” earlier in this chapter.

To select characters in a text object...

Drag to

. Select the Text tool.

Position the I-beam next to a character at the beginning of the

text you want to select.

Hold the mouse button down and drag to the end of the

selection. Then release the mouse button.

The selected text is highlighted.

ress here

nere [

And there is a Catskill eagle
in some e VNERGEIR UL
MR IV BTl oFthe blackest of

and I'(‘.‘(:N’I

gorges, and soar out of them
again and become invisible in
the sunny spaces. And even
if he forever flies within the
gorge, that gorge is in the
mountains; so that even in his
lowest swoop the mountain
eagle is still higher than the

other birds upon the plain,
even though they soar.

Note: You can also use various other techniques for selecting

text. For detailed information, see “Entering and Editing Text,”

in Chapter 4.
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Moving and Reshaping Objects

This section cxplains how to move and manipulate an object
you've created by

e Dragging it to a new location

e Nudging it a pixel at a time

e Rotating it in any direction

e Flipping it horizontally or vertically

e Stretching it to change its size and proportions

Moving Objects by Dragging

In GeoDraw, you can move objects by dragging them using the right
mouse button—the same way you move files in GeoManager. You
can also use the left mouse button to drag a selected object if you drag
the object’s move handle (the center handle).

To drag one or more objects using the left mouse button...
1. Select the objects you want to drag.

2. Position the pointer over the center handle of the selected
object (or over one of the objects if multiple objects are

selected).

3. Press the left mouse button and drag to where you want the
object positioned. Then release the mouse button.
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As you drag, a dotted outline follows the pointer on the screen.
When you release the mouse button, the object appears in

place of the outline.

To drag one or more objects using the right mouse button...

1. Position the pointer on the object (or on one of the objects if
multiple objects are selected).

The pointer does not need to be over the center of the object.

2. Press the right mouse button and drag to where you want the
object positioned. Then release the mouse button.

When you draw, drag, or reshape an object, a dotted outline shows
the size and location of the object as you manipulate it. The outline
can appear as a rectangle or as an outline of the object’s shape,
depending on whether you select the Drag as Rectangle or the Drag
as Outline option from the Options menu.
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GeoDraw performs much faster if you use the Drag as Rectangle
option when you drag or reshape a complex object

GeoDraw - Draw
View | DOptions | Modify Arrange
I
Document Size...
@ Drag As Rect
> Drag As Outline
Show Tool Box

To set the drag option...

Choose the drag option you want from the Options menu.
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You can precisely position an object by moving it one pixel at a time
using the Nudge command on the Modify menu. Pixels are the small
dots that form the character image.

To move an object slightly by nudging...
1. Select one or more objects.
2. Choose Nudge from the Modify menu.
The Nudge cascade menu appears.

3. Choose the direction in which you want to nudge the selection.

The Rotate 45° Right and Rotate 45° Left commands on the Modify
menu let you rotate an object precisely 45° clockwise or counter-

clockwise.

The Rotation pointer lets you rotate an object freehand to any
position. An object rotates around its center point.
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You cannot rotate a circle, an oval, oran image imported from another
application. Text characters cannot be edited when the text object has
been rotated. To edit text characters, first rotate the object back to its
original orientation.

To rotate objects 45°...
1. Select one or more objects.

2. To rotate 45° clockwise, choose Rotate 45° Right from the
Modify menu.

To rotate 45° counter-clockwise, choose Rotate 45° Left from
the Modify menu.

Each object in the selection rotates 45° around its center point.

To rotate an object freehand...

‘\i 1. Select the Rotate pointer in the Toolbox.

2. Click the object you want to rotate.

The object selects and its handles appear.
3. Position the Rotate pointer over one of the corner handles.

4. Hold down the mouse button and drag clockwise or counter-
clockwise to rotate the object to the position you want it.

As you drag, the outline shows how the object appears if you
release the mouse button.

5. Release the mouse button. The object appears in its rotated
position.
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You can flip an object on its horizontal or vertical axis using the Flip
Horizontal and Flip Vertical commands on the Modify menu.

You'll just flip over
this...

noavo qilt Fauj I'voY
Il.airld

Text characters cannot be edited when the text object has been
flipped. To edit text characters, first flip the object back to its original
orientation.

To flip an object on its horizontal axis...

1. Select one or more objects.

2. Choose Flip Horizontal from the Modify menu.

To flip an object on its vertical axis...

1. Select one or more objects.

2. Choose Flip Vertical from the Modify menu.

You can change the size and shape of an object by stretching it
vertically or horizontally—or both directions at the same time.
Stretching an object distorts the object’s shape.

Note: Reshaping a text object changes the line width, but does not
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affect the shape of the characters. The line width determines how
words wrap within a text object.

To stretch an object...

‘S 1. Select the Arrow pointer.

2. Click the object you want to select.

The object’s handles appear. Smaller objects don’t have middle
handles.

3. To stretch an object vertically, position the pointer on one of
the handles on the top or bottom edge.

To stretch an object horizontally, position the pointer on one
of the handles on the left or right edge.

To stretch the object both vertically and horizontally, position
the pointer on any corner handle.

4. Hold down the mouse button and drag to stretch the object.
Then release the mouse button.

Until you release the mouse button, you can continue adjusting
the shape. An outline shows the size as you stretch.

When you release the mouse button, the object appears in the
stretched shape.

Drag any top or
bottom handle to
stretch vertically

Drag any left or
right handle to
stretch horizontally

Drag any corner
handle to stretch
diagonally
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Original objects f———r

Copied and

pasted objects

Copying and pasting produces an exact replica of an object
and makes it easy to create an image that contains many identical
parts. After you paste, you can drag, rotate, or flip the object to
position it where you want it.

With text, you can also copy selected characters and paste them
within an existing text object or a new text object.

The Copy and Paste commands can also be used to copy a selection  Note that Quick Copy, a

from one document and paste it in another. For more information, see special quick method of

“Cutting and Pasting,” in Chapter 4.
copying, works with
= most GEOS applications
To copy and paste an object...
but not with GeoDraw.
1. Select one or more objects.
2. Choose Copy from the Edit menu.
GeoDraw copies the selection.
3. Choose Paste from the Edit menu.

A copy appears in the center of the window. To move the
object, see “Moving and Reshaping Objects,” earlier in this
chapter.

To copy and paste text characters...

1. Select the characters you want to copy.
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2. Choose Copy from the Edit menu.

3. To insert the text in an existing text object, position the I-beam
where you want to insert the text, and click. Then choose Paste
from the Edit menu.

To insert text in a new text object, choose Paste from the Edit
menu. The pasted text appears in the center of the screen.

Or,

Position the I-beam where you want the new text object to
appear, and click. Then choose Paste from the Edit menu.

GeoDraw inserts the text at the cursor position.
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There are two ways o delete selected objects or text charac-
ters—cutting or deleting. Cutting removes the selection to a storage
area called the clipboard so that you can paste the selection in
another document. Deleting permanently removes a selection with-

out saving it on the clipboard.

To cut...
1. Select one or more objects or specific text characters.
2. Choose Cut from the Edit menu.

The selection is removed and placed on the clipboard.

To delete...
1. Select one or more objects or specific text characters.

2. Choose Delete from the Edit menu.



Changing Colors, Patterns, and Styles

You can use colors and patterns to distinguish objects and to add
style and pizzazz to your image.

GeoDraw has a palette of 16 colors and 16 patterns that you can apply
to lines and to the area inside filled objects (rectangles, circles, and
polygons). You can also apply color and halftones to text.

| Different colors
| and patterns

You can work with colors only if you have a color system. To print
a document in color you need a color printer and the appropriate

printer driver installed.

Opening, Moving, and Closing the
Properties Boxes

GeoDraw has three properties boxes for changing colors, patterns,
and styles—an Area Properties box, a Line Properties box, and a Text
Properties box. You open a properties box by choosing its command
from the Modify menu. A properties box can be moved within the
window just like the toolbox. You can leave a properties box open

so that you can make additional changes as you work.
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To open a properties box...

Choose the Area Properties, Line Properties, or Text Properties
command from the Modify menu.

The selected properties box appears. You can have all three
properties boxes open at the same time.

Line Properties

A property box on an
EGA or VGA monitor

and the same box on Line Properties

a monochrome monitor Width: [ ] —— [ e | e | e | e |
Style: [—]--- ]I__I__]
Pattern: [mesooe]ms w5 [=]m]=f<] [~ \[None|

Color: ED

—

To move a properties box...
1. Position the pointer over the title bar at the top of the box.
2. Drag the box to its new position.

To drag, hold down the left mouse button and continue
holding it down as you move the mouse to position the box.
Then release the mouse button.

On a monochrome
monitor, you only have a
choice of black or white
in the color palettes of all

the properties boxes.

4 Press here

Line Properties

Using GeoDraw

Drag to new position
and release
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As you drag the box, the pointer changes to two crossed arrows
and an outline shows where the box will be positioned when
you release the mouse button.

To close a properties box..

! e Double-click the Control button on the box.
Or,

e Click the Control button and choose Close from the menu that

appears.

Changing Line Color, Pattern, Width, or Style

The Line Properties command lets you change the color, pattern,
width and style of lines and object outlines. The outline of a filled
object is treated as a line and can have a different color and pattern
than the object’s interior. You can choose from seven line widths and

five dashed or solid line styles.

NRENARNNSN
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You can change the objects you've already drawn or the next object

you plan to draw by clicking the settings you want in the Line

Properties box.

Line Properties

Width: g ] —— | e | e | o | s | s |
styte: [|—]---[ |- --]----]
Pattern: | Jmm]sooe|ms|se|m]me]

Color: ED

=] <] [\~ [None]

Current settings
are ! \.‘1;{1\[&‘0

To change line color or pattern...

1|

To change the line color or pattern of existing objects, select
the object (or objects).

If you do not select an object before you change the line color
or pattern settings, the change will be applied to the next
object you draw.

Choose Line Properties from the Modify menu to open the Line
Properties box if is not already displayed.

The Line Properties box appears.
Click to select the Color or Pattern you want.
You can click both a color and a pattern setting.

Each time you click a setting the objects show the new color
or pattern. You can continue trying different settings until you
get the effect you want.

You can leave the Line Properties box open if you want to
select and change additional objects, or close the box by
double-clicking the Control button.
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To change line width or line style setting...

1. To change the line width or style setting of an existing object,
select the object.

If you do not select an object before you change the line width
or style setting, the change will be applied to the next object
you draw.

2. Choose Line Properties from the Modify menu to open the Line
Properties box if it is not already displayed.

The Line Properties box appears.
3. Click to select the Width or Style setting you want.
You can click both a width and a style setting.

Each time you click a setting the selected objects reflect the
change. You can continue trying different settings until you get
the effect you want.

You can leave the Line Properties box open or double-click the
control button to close it.

Filling an Object With a Color or Pattern

The Area Properties command lets you change the color or pattern
of the area within a filled object. A pattern can be either solid or

transparent.

Filled with solid |

(opaque) patterns

Filled with|

transparent patterns
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Current settings
are highlighted

A filled object is any object created with the Rectangle, Circle, or

Polygon tools. A closed shape created with the Line or Connected

Line tool cannot be filled with a color or pattern.

You can change the area color or pattern of objects you've already

drawn or the next object you plan to draw by clicking the settings you

want in the Area Properties box.

Pattern:

Color:

ea Properties

=R None]

@ Solid Pattern O See-Thru Pattern

r_—

To change the fill color or pattern...

1

To change the fill color or pattern of existing objects, select the
object (or objects).

If you do not select an object before you change the fill color
or pattern settings, the change will be applied to the next object
you draw.

Choose Area Properties from the Modify menu to open the
Area Properties box if it is not displayed.

The Area Properties box appears.

Click to select the Color or Pattern you want to apply to the
object (or objects) you've selected.

You can click both a color and a pattern setting.

Each time you click a setting the selected objects show the new
color or pattern. You can continue trying different settings until
you get the effect you want.

You can leave the Area Properties box open if you want to
select and change additional objects, or close the box by
double-clicking the Control button.
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Changing Text Color and Halftone

The Text Properties command lets you change text color and set a
dark, medium, or light halftone for text. A halftone is a lighter shade
of the color you have selected. The illusion of shades is created by
turning off some of the pixels (the small dots that form the character
image). For this reason, halftones look best on larger font sizes and
bolded characters that have more pixels.

5<>11§] Dark Medium Light
halftone halftone halftone halftone

You can change the color or halftone of text you've already typed or
text you're about to type by clicking the settings you want in the Text
Properties box.

Text Properties

i O Dark O Medium O Light

Halftone: @;
Color:

Current settings
are highlighted

Each of the halftone settings is a percentage of the full concentration

of the selected color:

Setting Concentration

Solid 100%

Dark 75%

Medium 25% 7
Light 15% )
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To apply text color or halftones...

1k

To change the color or halftone of existing text, select the text
you want to change. You can select specific characters or a text
object.

If you do not select text before you change color or halftone
settings, the change will be applied to the next characters you

type.

Choose Text Properties from the Modify menu (or the Text
menu) to open the Text Properties box if it is not already
displayed.

The Text Properties box appears.
Click to select the Text Color you want.

To change the Halftone setting, click the radio button for the
setting you want.

When you click a setting, the selected text reflects the settings
you chose. You can continue trying different settings.

You can leave the Text Properties box open if you want to
select and change additional text, or close the box by double-
clicking the Control button.



Editing Text

In GeoDraw, text is fully editable. You can copy, paste, or delete
text using the same procedures you use to edit draw objects. For
instructions on copying, pasting and deleting, see the relevant

sections earlier in this chapter.

In addition to the standard editing techniques, you can modify text
by changing the text font, size, style, and justification, as described

in the following procedures.

Changing the Text Font

The Fonts option on the Text menu lets you change the font of
selected text or the next characters you type. The most commonly
used fonts appear on the Fonts cascade menu. You can select one of
these or choose More Fonts from the Fonts cascade menu to display
the complete list of fonts available on your system.

ange Text | bindow Frankiin Gothic A
- bl
[ E;_m's : 5 yj Century Schoolbook
i O Nimbus Mon: Cooper Black All f AGEINEIR
Styles -4 Nimbus Roman i }.\H tfmI-x J\JI}JD.L
alustification PO Nimbus Sans Nimbus Mono on your system
Nimbus Sans

; Sample of the
displays all AaBbCc 123 —_{

selected font

Commonly / URW SymbolPS
ised fonts ‘_I More Fonts n

available fonts

To change the text font to a standard font...
1. Select the text you want to change.

You can select characters or an entire text object.

203



Editing Text

Using GeoDraw

2. Choose Font from the Text menu.
The Font cascade menu appears.

3. Select one of the fonts listed.

To change the text font to a non-standard font...
1. Select the text you want to change.
You can select specific characters or a text object.
2. Choose Font from the Text menu.
The Fonts cascade menu appears.

3. Choose More Fonts from the cascade menu to display a
complete listing of fonts in your system.

4. Select a font from the scrollable list of fonts in the dialog box,
and click Apply. You can close the box or keep it open to make
additional changes.

Changing Text Size

The Sizes command on the Text menu lets you change the font size
of selected text or of the next characters you type. You can choose
from a list of standard font sizes, make the size larger or smaller, or
set your own custom size. You can enter a custom size from 4 points
to 792 points (a 792-point character fills an entire 8.5-by-11 inch

page).
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nge | Text | Window
.
Fonts =
| Sizes =3
Styles =D 1. 10 point
Justification = 2. 12 point
Text Properties... @ 3. 14 point

4. 18 point
(5. 24 point
O 6. 36 point
O 7. 54 point
O 8. 72 point

Smaller —

| Standard point sizes

Larger —

Custom Size...

This is 10 point text
Thisis 12 point text

This is 14 point text

This is 18 point text
This 24 point text

This is 26 point text

To choose a standard text size...

1. Select the text you want to change.

You can select specific characters or a text object.

1 size of selected text

If you do not select text before you choose the text size, the

change will affect the next characters you type.

2. Choose Sizes from the Text menu.

The Sizes cascade menu appears.
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3.

Click the size you want.

If text is selected, the sizes menu reflects the new size setting.

To make the size smaller or larger...

1.

Select the text you want to change. You can select characters

or text objects.

If you do not select text before you change the size setting, the

change will affect the next characters you type.
Choose Sizes from the Text menu.

The Sizes cascade menu appears.

Choose Smaller or Larger.

The size of the selected text decreases or increases depending

on the setting you chose.

To set a custom text size...

1.

Select the text you want to change. You can select characters
or text objects.

If you do not select text before you choose a custom text size
setting, the change will affect the next characters you type.

Choose Sizes from the Text menu.
The Sizes cascade menu appears.
Choose Custom Size.

The Custom Size dialog box appears.

Point Size: [63 pt] |
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If you want to change the
size of additional text,
pin the Sizes cascade

menu so that it stays

open.

Again, if you want to
change the size of
additional text, pin the
Sizes cascade menu so

that it stays open.



4. Click the up arrow or down arrow in the dialog box to increase

or decrease the custom size.

Or,

Type a new size.

Click Apply to apply the size, then close the dialog box.

Selected text reflects the new text size.

Changing Text Style

The Styles command lets you apply styles (such as bold or italic) to

selected text or to the next characters you type. You can apply more

than one style to the same text selection, except when you select the

Plain style. For example, text can be bold and italic style.

‘oDraw - Draw Untitled

Editing Text

Text | Window

o_”

Fonts =3

Sizes =

Styles i

Justification =@ Plain Text

Text Properties... O Eold
[italic
[Junderline

[]strike Thru
[ Superscript (<)
[]Subscript ()

Un_derline

Shike-Thet
Bold + Italic
{talic + Underline

To change the text style...

1%

Select the text you want to change.

Plain Text
Bold
talic

Super="*
Subcipt

You can select specific characters or a text object.

If you do not select text before you change the text style setting,

the change will affect the next characters you type.
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2. Choose Styles from the Text menu.

The Styles cascade menu appears.

3. Click the style you want.

Changing Text Justification

The Justification command lets you set how the left and right edges
of text are aligned with the borders of the text object. You can choose

from four justification settings.

Left Justification aligns the left text edges and leaves the right edges

ragged.

Right Justification aligns the right text edges and leaves the left edges

ragged.

Center Justification centers text between the left and right borders of

the text object.

Full Justification spreads each line of text out so that both the left and

right text edges are aligned with the borders of the text object.

Left justified |-

Right justified |

Center justified |

Fully justified

Ray'srule of precision: Measure
with a micrometer. Mark with
chalk. Cut with an axe.

Ray'srule of precision: Measure
with a micrometer. Mark with
chalk. Cut with an axe.

Ray'srule of precision: Measure
with a micrometer. Mark with
chalk. Cut with an axe.

Ray's rule of precision: Measure
with a micrometer. Mark with
chalk. Cut with an axe.
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You can change the justification setting for selected paragraphs
within a text object or the entire text object.

To change text justification...

1. To change a selected paragraph, position the cursor in the
paragraph

To change all text in an object, select the object (or objects).
2. Choose Justification from the Text menu.

The Justification cascade menu appears.
3. Choose the justification setting you want.

The cascade menu closes. The text justifies according to the
setting you chose.
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When you have a stack of overlapping objects, use the Arrange
menu commands to move an object towards the front or the back of
the stack to get the effect you want.

i

[riangle brought
to front

To bring an object to the front...
1. Select the object.
2. Choose Bring to Front from the Arrange menu.

The selected object moves in front of all the other objects in the
stack.

To send an object to the back...
1. Select the object.
2. Choose Send to Back from the Arrange menu.

The selected object moves behind all the other objects in the
stack.

To move an object one level towards the back of the stack...

1. Select the object.

2. Choose Move Backward from the Arrange menu.



Arranging Objects Within a Stack

The selected object moves one level towards the back of the
stack because the Move Backward command moves the object
one level at a time, you may need to use this command several
times to get the object exactly where you want it in the stack.

To move an object one level towards the front of the stack...
1. Select the object.
2. Choose Move Forward from the Arrange menu.

The selected object moves one level up in the stack because
the Move Forward command moves the object one level at a
time, you may need to use this command several times to get
the object exactly where you want it in the stack.
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Open documents |-

When you have multiple documents open, you can switch to
another document by choosing the document title from the Window
menu.

hw - Draw Untitled

Window
= ..
Overlapping Ctri+F5
Fufi-Sized riel iy
@ Draw Untitled
> Letterhead

) Mountains
O Sunset
(O Company logo

S SEPI s s 4

You can also use the Overlapping command on the Window menu

to display open documents in an overlapped arrangement so that you
can switch between them by simply clicking on the document you
want.

= GeoDraw s ([]

File Edit View Options Modify HArrange Text Window

Ir= Draw Untitied =] J
Letterhead I || |J
Mountains l =] Ilr
Sunset [ ll
= T S

Castle Cove

&t & O

T




Working With Multiple Documents

You can arrange multiple documents exactly as you want them. To
move a document window, drag it by its title bar; to resize a window,
drag its resize borders. The following example shows two documents
arranged side-by-side.

£ SRR T R R R
file Edit Uiew Options Modify Arrange Text Window
=] Company logo L= 100} = Ol ]
’ Castle Cove q
S8l & SBreaktist
[« > |
[« | >

When you want to expand a document to full-window size, use the
Full-Sized command in the Window menu, or click the Maximize
button on one of the document windows.

To arrange multiple documents as overlapping windows...

Choose Overlapping from the Window menu.

To switch between open documents...
e Choose the document title from the Window menu.
Or,

e Choose Overlapping from the Window menu. Then click the

document window you want to work in.
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Change drive —

Move up one |

The Import command on the File menu lets you import an
image saved in another file format. An imported image is treated as
a single object in GeoDraw. You can manipulate the imported object

as you would any other GeoDraw object.

You can import TIFF files or PC Paintbrush files into GeoDraw. TIFF
files have the file extension .TIF and PC Paintbrush files have the

extension .PCX.

To import an image...
1. Choose Import from the File menu.
The Import dialog box shows the files and directories in the

current directory. To open a directory, double-click its name

or icon in the scrolling list.

Select file to import n
"B? | C:[HARD DISK]

directory |

Click to select a file —11 [EDB&W

Double-click to |

&) | sCLIP_ART

£ ALASKA.PCX

B CHART.PCX

open directory |

{COLOR
I B EARTH.PCX

Bitmap Type @& PCX O TIFF E
|« | > |

2. Click TIFF or PCX to see a list of these files contained in the

current directory.

(O8]

Select the file you want to import.

4. To preview the image before importing the file, click View.
You can use the scroll bars to scroll the image in the dialog box.
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Importing an Image From a DOS Application

5. When you are ready to import a file, click Import.

To close the Import dialog box without importing, click
Cancel.

When you click Import, the Import dialog box closes and the
image appears in the document window. If the image is large,
it may take a several minutes for the image to be imported.
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Shows the |

The Print command opens a dialog box that lets you tailor
printing for a fast draft or high quality final output. You can start and
end printing at specific pages, and ask GeoDraw to collate the pages
when printing more than one copy.

current PI'IH[L‘I‘I

- Printer Options

| Click to change

Star NX-2400 on LPT1 :Change Options... |

Document Options

Set print quality here }

Enter number |

Print Quality: @ High - Meddian O Low (Fast)

Loiiaie

of copies here |

Select page size |—1 Page Size: @iletter (81727 % 117} OlLegal (8 172" x 147)

Select ofentat;
elect orientation '— Orientation: @ Portrait (tall) O Landscape (wide)

of text

Number of Copies: E

If you have more than one printer connected, you can select the one
you want to use for this printing. You can also change other printer

options, such as paper size and paper source.

To print a document...

1. Ifnecessary, choose Page Setup from the File menu and choose
a paper size and page orientation.

O Tabloid (117 x 177) O Small (5 172" x 8 1727)

)

| Rude Widtx i?;\(

Alternate Left and Right Margins: @ No O Yes

Title Page: @ No O Yes

Margins: Left [1in ___ |F84 Right 1lin |74
Top [1in — |P§dsottom [1in  |F§d

2. Click OK to close the Page Setup dialog box.
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3. Choose Print from the File menu.
4. Select the Print Quality:
e Select High to print at the highest resolution of your printer.

e Select Medium to print at medium resolution (if the selected
printer has this capability).

e Select Low to print at the low resolution for quick drafts.

5. To print only a portion of the document, enter the page
numbers by clicking the arrows or typing the page numbers.

6. Enter the Number of Copies. If you want more than one, you
can select the Collate option, which prints one copy at a time
from beginning to end.

7. Click Print to start printing.

To choose a different printer or paper size or paper
source...

1. Choose Print from the File menu.

2. Click the Change Options button in the Print dialog box.

Select from list of | Printer: a Nx—4LPTI E
installed printers | gserce on
Options
Select from common | Caper Slzes o
paper sizes | Legal
Enter a width and height | Width: m Height: —m

for a custom paper size | Paper Source: @ Tractor O Manual Feed
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3. To change printers, select a printer from the list.

The printer list shows the printers you chose when you installed
GEOS. When your printer environment changes, choose Setup
from the Express menu and choose the Preferences desk tool
The changes you make using the Preferences desk tool appear
in the Print dialog box the next time you choose the Print
command. See “The Preference Desk Tool” in Chapter 11,
“Using the Desk Tools,” for more details.

Select a Paper Size from the list of sizes.

You can override these choices by entering the Width and
Height of your paper in the boxes below. Paper height can be
as large as 34 inches. If you enter a width that is wider than your
printer allows, GeoDraw uses the maximum supported size.

Select Tractor or Manual Feed as the Paper Source for this
printing.

6. Click OK, then click Print in the Print dialog box.



Saving a Document

The File menv contains two commands that let you save the
current document to disk:

e Save: Use this command when you’re through with the document,
want to make your changes permanent, or when you’re about to
try something new and want to be able to Revert back to the current
document.

e Save As: Use this command to save a copy of your document under

a different name.

The first time you save, a dialog box appears for you to name the

document.

You don’t actually need to save your document while you’re working
on it. GeoDraw automatically safeguards your data as you go—in
other words, it keeps a temporary “working” copy on hand. In the
event of a power failure or other problem, your work isn’t lost even
if you haven’t saved. You can set how frequently GeoDraw safe-
guards your document using the Preferences desk tool. See “The
Preferences Desk Tool” in chapter 11, “Using the Desk Tools,” for
more information.

To name and save a GeoDraw document...

1. Choose Save or Save As from the File menu. The Save As dialog
box appears.

2. Go to the directory where you want to save the document.

The Save dialog box shows you the files and subdirectories in
your current directory. To go into a subdirectory, double-click
its name or icon in the scrolling list.

3. Type a name for the document and click Save.

219



Saving a Document

Using GeoDraw

Irive —|_| Select Directory and Enter New Filename

\‘ C:[HARD DISK]

Move up one | [ (3 | \GEOWORKS\DOCUMENT

directory l

‘ E “JFUNPICTS
COLIGHTIMG
CLoGos

New name: [Mountain scene] |

I document

To save a copy of the GeoDraw document with a different
name...

1. Choose Save As from the File menu. The Save As dialog box
appears.

2. Gotothe directory where you want to save the new document.
3. Type the new name for the document and click Save.

The title of the document at the top of the window changes to the
new name. This means that your changes are saved into this new
document from now on.

To save your changes as you work...

After you have named and saved the document once, choose Save
from the File menu to save any additional changes as you work.
It’s a good idea to save after you make an important change.

To revert to the previously saved version...

If you start revising your document and don’t like the changes
you've made, you can return to the last saved version by choosing
Revert from the File menu.
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Closing a Document

The Close command closes a2 document. If the document
contains changes that haven’t been saved, a message gives you the

option of saving them.

To close a GeoDraw document...

1. Choose Close from the File menu.

If you have changes that you haven’t saved, a message appears
asking if you want to save them.

2. To save the changes, click Yes.
To close the document without saving, click No.
To return to the document without saving, click Cancel.

If you click Yes and the document is untitled, a dialog box asks
you to select a directory and enter a file name. If you need help
to complete these steps, see “Saving a Document,” earlier in
this chapter. When you are ready to save, click Save in the
dialog box.
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This chapter introduces you to
GeoWrite, a straightforward and
powerful word processor. The
chapter begins with instructions on
opening the application and
opening GeoWrite documents,
followed by an explanation of how
the GeoWrite window works. You
should read through these sections
if you are new to GeoWrite.

The remainder of the chapter
provides procedures for
performing the full range of your
word processing tasks. Refer to
these procedures as needed in the

course of your work.
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What GeoWrite Can Do

GeoWrite offers complete word processing with a direct and
intuitive approach. You work with a clear and completely WYSIWYG
(What You See Is What You Get) view of your document. You see
one page ata time with margins, headers, and footers clearly outlined.
The basics of entering, selecting, and editing text are accomplished
by typing, selecting text with the mouse, and using the menu
commands.

In addition to the basics, GeoWrite has special features that let you
easily increase the readability and impact of your documents.

These special features include the ability to

e Color text and paragraph backgrounds and produce white-on-
black reversed-out type

e Add borders to text, then color and customize the borders
e Apply halftones to text, backgrounds, and borders

e Create multi-column formats with the flexibility to control the space
between columns and add a line of variable width between the

columns
e Store and copy paragraph styles, including ruler settings
e Paste graphics and import text files from GeoDraw

e Work with four types of tabs, set the default tabs, and add tab
leaders and tab lines

e Easily access headers and footers

e Automatically number pages
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Geo'write iI;-

You start and exit GeoWrite from GeoManager, the same way that
you start and exit all GEOS applications.

To start GeoWrite and open a new document...

From the GeoManager WORLD directory, double-click the GeoWrite

icon.
GeoWrite starts, opening a new, untitled document.

From another GEOS application, choose Startup from the Express
menu. A cascade menu appears. Choose GeoWrite from this
second menu. GeoWrite starts, opening a new, untitled document.

To start GeoWrite and open a particular document...

From the GeoManager DOCUMENT directory, double-click the
icon of the GeoWrite document you wish to open. GeoWrite starts
and automatically opens the document.

To exit GeoWrite...

Choose Exit from the File menu.

If you've made and changes to any of the documents since the last
time you've saved, GeoWrite asks you if you wish to save these
changes. Click Yes to save your work or click No to ignore all the
work you've done since the last time you saved. For more
information about saving documents, see “Saving a Document”
later in this chapter.
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Opening a Document

You can work with the Untitled document that appears when you
start GeoWrite, or open a new or existing document from within the
application. You can open several documents at a time. Each
document appears in its own window.

To open a new document from within GeoWrite...

Choose New from the File menu.

To open an exigting document from within GeoWrite...

1. Choose Open from the File menu.

The directory dialog box appears for you to choose the file.
The files and subdirectories in the current directory appear in
a list.

2. Change the drive or directory as necessary to locate the

document you want to open.

Select Document to Open
C 7 ;| C:[HRRD DISK]
} [#9] |\GEDNORKS\DDCUMEHT

Change drive

Move up one directory

Double-click to open directory

FJFUNPICTS
B Le Cafe Menu
COLETTERS
FJLIGHTIMG

[JRead Only

Gpen

Double-click to open file




Opening a Document

3. Double-click the name of the document you want to open.

The document appears in its own window.

To open an existing document from GeoManager...

1. Click the DOCUMENT icon in the GeoManager window to see
the documents.

2. Double-click the document you want to open.

Using GeoWrite
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The GeoWrite Window

GeoWrite gives you a true view of a document, one page at a
time. You know exactly where you are on the page at all times.

Across the top of the GeoWrite window is the menu bar. Browse through
the menus to see where the various commands are located.

|
[[File Edit Uiew Options Paragraph Fonts Sizes Styles Window I
[ 'p,...!lAJ.'LzAJ B e | S le - 7 .} -
—4{ € Page: 1 ¥ 3 e O DENENENC] DENENE] |
|
e e - 3 L - 4
|
|
|
= — | T
|

Maximize/Restore button: Click the Maximize/Restore button to
set the window at full or reduced size.

Ruler: The ruler contains movable margin markers.

Next page and Previous page: The Next and Previous page arrows
display the next or previous page.

Left, Center, Right, and Full justification: Click Left, Center, Right

or Full to select justification.

Single, Double, Line-and-a-Half spacing: Click Single, Double, or
Line-and-a-Half to select spacing.
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Top edge

ol page

Header area |
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rooter area |

Bottom of page
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The Header, Body, and Footer

You can enter text in the body of the document, or in the header or
footer areas. Text or graphics that you enter in the header or footer
appear on each page of the document.

To see the header area, drag the scroll bar up to the top of the page.

GeoWrite automatically creates the header. Here you enter text or
graphics that you want to appear at the top of each page.

GeoWrite - Write Untitled -
File Edit Uiew Options Paragraph Fonts Sizes Styles Window
jo L n | IF3 L B L a L IS L I3 L T2 L

3
4 Page: 1 ¥ N A A DERERENRE] +1=l 1= 121

To see the footer area, drag the scroll bar down to the bottom of
the page.

You can add automatic page numbering and graphics, such as a logo
or design elements, in the header or footer so that they appear on
each page.

If you want a header or footer in your document, see “Adding a
Header and Footer.”
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The GeoWrite Window

Changing the Size of Your View

The View menu lets you change the magnification of the page within
the window.

1. Open the View menu and click the push-pin icon so that the
menu stays open.

=
Edit | View | Options Paragraph Fonts
(1. Reduced to 25 %
Page: 1~ 5. Reduced to 50 % i w)
(3. Reduced to 75 %
@ Normal Size
O 4. Enlarged to 125 %
(5. Enlarged to 150 %
(6. Enlarged to 175 %
(7. Enlarged to 200 %
[CJcorrect for Aspect Ratio

2. Try the different levels of magnification. Reducing the view to
25% lets you preview the whole page before you print.

3. When you finish, close the pinned menu by double-clicking
the Control button.

Correcting for Aspect Ratio

Some monitors, such as those that display Hercules and CGA
graphics, have rectangular pixels rather than perfectly square ones
(pixels are the small dots on your monitor that make up the display).
These monitors have a rectangular aspect ratio which tends to
elongate the image of your document, making it look stretched or
squashed.

If you have a monitor with a rectangular aspect ratio, you can turn
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The GeoWrite Window

Using GeoWrite

4 Page: 1 \

on the Correct for Aspect Ratio option. With this option on, your
documents appear in their proper proportions and more closely
resemble their printed result. Screen drawing is sometimes slower
when this option is on, so you might want to use it only for
previewing your document.

To turn on the correct for aspect ratio option...

Choose Correct for Aspect Ratio from the View menu. The option
turns on and the document appears as if your monitor had square
pixels.

If the Correct for Aspect ratio is dimmed, it is because your monitor
already has square pixels and no correction is necessary.

To turn off the correct for aspect ratio option...

Choose Correct for Aspect Ratio from the View menu. The option
turns off and the document redraws.

Moving Between the Pages of a Document

GeoWrite provides several ways to switch to a different page in your
document. You can click the Page arrows to go to the next or
previous page, use the GoTo Page command to move to a specific
page, or switch back to a page you were working on by choosing it
from the pages listed on the Window menu.

e To go to the next or previous page, click the arrow to the right
or left of the Page indicator.

Or,

e Choose the Previous Page or Next Page command from the
Window menu.
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The GeoWrite Window

e To see a specific page on the screen, choose the GoTo Page
command from the Window menu. Type the number of the
page you want and click OK.

e To quickly return to a page you have recently opened, choose
it from the page list in the Window menu.

For more information, see “Using the Window Menu” later in this
chapter.
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When you open a ncw document, you see a blinking text cursor
in the upper-left corner of the page. Text appears here when you

begin to type.

To enter text...
1. Begin typing.

At the right margin, words wrap automatically to the next line.

You do not have to press (Enter].
2. Erase a mistake with the key.
3. End paragraphs by pressing (Enter).

Pressing starts a new line. Press twice to create
a blank line and move the text cursor down the page.

For more on how you enter text throughout GEOS, see “Entering and
Editing Text” in Chapter 4, “The Professional Workspace.”

Entering Special Characters

See the Special Characters appendix to learn how to type special
characters. Here is a short list of what you type to create frequently

used characters.

Press... i To get. .. -
(ctr)+(=) a soft hyphen (-)
(ctr)(alt)+(8) a solid bullet (e)
(shift)(ctr)(at)+(-) an em-dash (—)
(ctr)(Art)+(2) trademark (™)
(ctr)(A)+(R) registered trademark (®)
(cu(ai)+(a) copyright symbol (©)
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soft hyphen in a word by
typing (Ctr)+(=). The soft
hyphen remains invisible
unless the whole word
won't fit at the end of a
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Selecting Text

You select text o indicate which text you want to change.
Selected text is highlighted. Commands that you choose affect the

selected text.

GeoWrite lets you select text by dragging or by clicking.

To select text...
e Select any text by dragging over it with the mouse button down.
Or use these shortcuts to select a word, line, or paragraph:
e Double-click a word to select it.
e Triple-click to select a line.
e Quadruple-click to select a paragraph.
e Quintuple-click to select the contents of a page or column.

Note that if you hold down the mouse button after the last click
and drag, you extend your selection to the next word, line, or

paragraph.

Alternatively, you can use the (shift)-click method to select any

region of text.

» Click at the beginning of the selection, then hold down and
click at the end.

For more on selecting, see “Entering and Editing Text” in Chapter
4, “The Professional Workspace.”
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Editing Text

After you select 2 word, phrase, or the entire document, you can

make editorial changes.

The Edit menu contains three editing commands that you will use
often: Cut, Copy, and Paste. Note that the keyboard accelerator
appears next to the command on the menu.

For more information on editing, see “Entering and Editing Text” in
Chapter 4, “The Professional Workspace.”

To cut, copy, or paste text...
1. Select the text to cut or copy.
2. Choose Cut or Copy from the Edit menu.

Cut deletes the selection from the document and places a copy
on the Clipboard for pasting. Copy leaves the text in the
document and saves a copy on the Clipboard.

3. Click to position the text cursor where you want the text
pasted, then choose Paste from the Edit menu.

The contents of the Clipboard appear at the text cursor.

To insert text...

Click to position the text cursor where you want to insert new text
and type the text.

Existing text is shifted to the right, making room for the text you

insert.

Using GeoWrite
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To rc.;p;lace text...

e Replace text by first selecting it and then typing over it. The
selected text disappears when you start to type.

Or,

e Press the key to switch from insert mode to overtype
mode, and type. Existing text is erased as you type over it.
Press again to return to insert mode.

To delete text...
1. Select the text you want to remove.

2. Either choose Cut from the Edit menu or press to
delete the text.

Editing Text



Formatting Text

Creating an attractive printed document involves personal
choices about the style of text. GeoWrite makes it easy to try different
looks.

You can select text and then choose between different fonts, font
sizes, and special styles such as bold, italic, and underline. You can
also color text, lighten it with a halftone, or adjust the character

spacing for titles or headlines.

= E GeoWrite - Invitation - *1 o ([]
File Edit VUiew Options Paragraph Fonts Sizes Styles Window
[ [0 s It L 12 f [E3 1 Iz} | I L It3 | I3 1]
[ 5 T 7 i T i 1 ]
[ Page: 1 ¥ T r BX DENENENE] =1 1= 1= i

yYyoure inmvite

...to a wonderful evening of jazz, along
with wine and cheese and, of course, |
brilliant company.

GeoWrite gives you sophisticated control over text formatting and a

fast way to see your ideas.

Changing a Font

Font refers to the design of the characters such as the thickness and
shapes of the lines. Some common fonts are:

Sans
Roman

Zyupor (Symbol)

Using GeoWrite
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In GeoWrite the fonts appears on the screen exactly as they will
appear on the printed page.

You change the font by selecting text and
e Choosing a font from the Fonts menu
Or,

e Choosing the More Fonts command and selecting a font from the
More Fonts dialog box

The Fonts menu lists the most commonly used fonts. More Fonts lists
all the fonts currently installed on your system. When you select a
font in the More Fonts dialog box, you see a sample of the font so you
can preview the font before you apply it.

Working from the More Fonts dialog box is useful if you make font
changes to different parts of the document. As with most of GeoWrite’s
dialog boxes, you can move back and forth between the dialog box and
your document, selecting different text to change.

To choose a new font...
1. Select the text.

2. Choose a new font from the Fonts menu.

To change fonts with the More Fonts command...

1. Select the text.
2. Choose More Fonts from the Fonts menu.

3. Select a font from the list in the More Fonts dialog box. An
example of the font you select is displayed below the list.
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Franklin Gothic
Broadway
Century Schoolbook
Cooper Black
Garamond
Nimbus Mono
Nimbus Sans o e fie gatnpl
URW SymbolPS Q below shows how

AaBbCc 123

Sty | [Close |

4. Click Apply to see the change in your document.

5. Click Close when you finish.

Changing the Text Size

A point is a measurement of the height of a character. One point is
1/72 of an inch, so 72 point type is one inch tall.

GeoWrite allows a broad range of text size—from 4 to 792 points. The
maximum point size (792) prints one character to a page.

The Sizes menu contains the standard font sizes from 10 to 72 points.
In addition, the Smaller and Larger commands let you make a gradual
change in point size for selected text. You also have a Custom Size
command that lets you enter the specific point size you want.

Scale text to ALY SiZ@
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To change text size...
1. Select the text.
2. Choose a size from the Sizes menu.

To vary the size incrementally, choose the Larger or Smaller
commands.

To change text to a custom size...
1. Select the text.

2. To specify a point size that is not listed on the menu, choose

Custom Size.

3. In the Custom Size dialog box, click the Up or Down arrows
or type a new size, then click Apply.

4. Click Close when you finish.

Changing the Character Spacing

The Sizes menu contains a Character Spacing command that lets you
expand or compress the spaces between characters. Default spacing
is zero, but you can set spacing from -100 up to 600. A negative

number compresses text and causes the characters to overlap.

The ability to control the character spacing is particularly useful for
titles, headings, flyers, and fine print.

Style is a matter of
= g &Y eE
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You can keep the dialog
box open, and select
and apply changes

again and again.

Note that using a large
negative value for
character spacing can
cause the overlapping
characters to display
incorrectly. If this occurs,
choose the Redraw
command from the

Window menu.



Formatting Text
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To change character spacing...

1. Select the text.

2. Choose Character Spacing from the Sizes menu.

3. Click the Up or Down arrows, or type a new number for the

Degree of Spacing.

A larger number expands text. A negative number compresses

4. Click Apply.
text.
5. Click Close.

Changing the Text Style

The Styles menu gives you a choice of seven styles for text.

> Untitled - #1
is | Styles | Window

i
" — @] Plain Text CtrisP
E [C]Bold Ctri+B
[CIitatic Ctri+l
Different }ﬁ [Junderline Ctri+U
Wk []strike Thru
] Superscript {<)
i [[] Subscript ()

Text Color...

You can apply more than one style to text at a time, such as bold and

italic. Choosing Plain Text cancels any other styles.

For information on applying color to text, see “Using Color in

GeoWrite” later in this chapter.
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Formatting Text

To change the text style...

1. Select the text.

2. Choose a style from the Styles menu.
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Units of Measure

Using GeoWrite

GeoWrite lets you cnier your choice of units of measure in most
of the dialog boxes throughout the application. The default is usually
inches but you can enter any of the following units—as long as you
use the correct abbreviation.

Units of Measure Abbreviated One Inch is
Inches inor" 1 inch
Picas pi 6 pi

Points pt . 72 pt
Centimeters cm 2.54 cm
Millimeters mm 25.4 mm
Ciceros ci 5.63 ci
European points ep 67.57 ep

There are 12 (American)
points in a pica.
Similarly, there are

12 European points in

a cicero.



Using the Ruler

The page ruler borders the top of the window and is your guide
in changing margins, indenting paragraphs, and setting tabs.

Normally, the page ruler shows you the current margins, indents, and
tabs. When you select a range of text, however, the ruler turns gray
and shows only those settings that are common to all the selected

e

- = =

paragraphs.
= |=Z] Geolrite - Write Untitled - *1 = [
File Edit VUiew Options Paragraph Fonts Sizes Styles Window
g 'p L l‘ L 12 L !3 L 14 L p F !6 ‘| 7. L I
[ € Page: 1 3 o A A A DENENENE] DEEENE ]
T 1 T ; : i
['ab well with
four tab types L] Right margin
Justification ~ p—
Line spacing l—

Default tab stops }

Setting Your Tabs

Setting tabs is simply a matter of dragging the type of tab you want
from the tab well and positioning it on the ruler. You clear tabs by
dragging them off the ruler in any direction.

You have a choice of four types of tab:
Left tab aligns text on the left.

Right tab aligns text on the right.

Center tab centers text at the tab location.

Decimal tab aligns text around a decimal point.
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—————— Text aligned with Left tab
L—— Text aligned with Decimal tab

See “More About Tabs” later in this chapter.

To set and clear tabs...

1. If necessary, choose Show Ruler Bottom from the Options
menu so that the tab markers are visible.

2. Position the text cursor in the paragraph for which you are
setting tabs, or select multiple paragraphs.

3. Drag a tab marker to the location you want on the ruler.
Releasing the mouse button sets the tab.

4. Continue dragging tabs from the tab well to set as many tabs
as you want.

To move a tab, drag it to a new position on the ruler.

To clear a tab, drag it off the ruler in any direction.
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When this option is on,
tab and margin markers
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mark when you move

them on the ruler.



Adjusts first
line indent

1Y
.4

N

——

Adjusts left

margin

To copy a tab...

1. Create the first tab.

2. Hold down the key and drag the tab to a new position on
the ruler. The original tab stays in place. The copy is the same
tab type and contains the same formatting as the original tab.

You can isolate an important point or offset a long quote by
narrowing the margins of a particular paragraph. You adjust the left
and right margin markers on the ruler to change a paragraph’s
margins. You indent the first line of a paragraph with the first line
indent marker.

:IQ.|.I'I.|.IZ.|;§11L£4.1lﬂ.|.|§.|

¥ T
e: 1 ¥ T 11 % M ] = 1= 1z

The individuals in this organization are all here
for their own reasons. But every single one of us
believes in the need for change. As our founder is fond
of saying,

If you believe something needs

Using the Ruler

doing, do itf

4{ Narrowed margins

So as a group, the purpose and goals of this
organization are to:

- Promote the status of

1
i]mimlui first line

electronic music combined

with laser light worldwide

Note that the left margin marker is split into two halves. The top
portion allows you to indent the first line separately from the left
margin of the paragraph.

When you extend the first line to the left of the rest of the paragraph,
you create an indentation referred to as a “hanging indent.” This
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indentation is typically used for bulleted lists, numbered steps, and
bibliographies. Dragging the first line indent marker to the left of the
left margin marker creates this paragraph style. See “To create a
hanging indent...” in this section.

To change paragraph margins...

1. Position the text cursor in the paragraph, or select multiple
paragraphs that you want to change.

2. Hold down and drag the left marker to a new position on
the ruler.

3. Drag the right margin marker to reset the right margin.

If you want to change the margins for the entire document, choose
Page Setup from the File menu. Otherwise, change paragraph
margins with the margin markers on the ruler.

To indent the first line only...

1. Position the text cursor in the paragraph to be indented, or
select multiple paragraphs.

2. Drag the left indent marker (upper half) to the correct position
on the ruler.

0.1.14.1.12.1.?.1.!4.1

=
Inclents s e |— K A A Al NENENENE] DEEENE

one half inch

The individuals in this organization are|
for their own reasons. But every single one ¢
believes in the need for change. As our foun
’ of saying,
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Holding down
while dragging the left
margin marker moves
the left margin and the
first line indent markers

together.



To create a hanging indent...

i,

Select the paragraph(s) you want to align with a hanging
indent.
A hanging indent sets the first line to the left of the rest of the
paragraph.
Drag the left margin marker (the lower portion of the left
markers) to the right. Leave the first line indent marker (the
upper portion) in place.
Indent marker is set | [ 4 P - T R - S ] S O
farther out than the § A e 4
left margin. 1 = HE Fimp 1=t Ll
‘ = Promote the status of
[ext starts at indent

position, but wraps
at left margin
position

electronic music combined
| with laser light worldwide
- Locate and encourage

Centering and Justifying Text

GeoWrite sets justification on a paragraph-by-paragraph basis. A

paragraph may be several lines or only a few words—as long as it is
separated from other text by pressing (Enter].

Left justified

Right justified text F————

L 1[2 L l§ L ld.n.‘i.{l

M

el DEEENE

+1zl 1=l 121 181

text p———

This text is left justified. Notice how the text is evenly
aligned along the left margin, but is ragged on the right.
This is the most common justification for body !exvf

This text is right justified. Notice how the text is evenly
aligned along the right margin, but is ragged on the left.
Itis usually only used for a special effect.

‘entered te This text is center justified. Notice how each line is
red text f—————
Cente S centered between the margins.
. i 1 This textis fully justified Notice how each line is spaced
Fully justified text I to align evenly along bot margins, except for the last

line.

yZ:

Using the Ruler
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To center or justify text...

i

Choose Show Ruler Bottom on the Options menu to display the
lower portion of the ruler if it is not showing.

Click a justification icon on the ruler:
Align Left aligns text evenly along the left margin.
Align Right aligns text evenly along the right margin.

Center justification centers the text between the paragraph’s
right and left margins.

Fully Justify aligns text evenly along both the left and right
margins.

The change affects the paragraph that the text cursor is in or
any paragraphs that are selected when you click the icon.

Changing Line Spacing

You can choose Single, Double, or One-and-a-Half spacing settings

by clicking the appropriate spacing icon on the ruler.

To change the line spacing...

2

If necessary, choose Show Ruler Bottom on the Options menu
to see the line spacing controls.

Click the text cursor in the paragraph to be spaced or select
multiple paragraphs.

Click one of the three line-spacing icons on the ruler:
Single spacing
One-and-a-half spacing

Double spacing

For more information see “Setting Paragraph Spacing.”
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L
Setting Paragraph Spacing

In typeseftting terms, linc spacing is called leading.

In addition to the three standard line spacing controls available on the
ruler (Single-, Double-, and One-and-a-Half), GeoWrite lets you
customize the leading above, below, and within the paragraph by
choosing the Paragraph Spacing command on the Ruler menu. This
flexibility is useful for adding space before or after a heading, or for
pulling lines of text closer together to fit in a column or small area.

You have a choice of setting Automatic or Manual leading:

’g 1 ll 1 !2 i l§ 1 54 | p L !6 ‘|
lge: 1 ¥ i 3 O DENENENE] 1=[+1=1_1Z1
Did you know? | space on Top of
= n | paragraph
[}
Youre invite i
| Space on Bottom of
. . | paragraph
...to a wonderful evening of jazz, along
with wine and cheese and, of course, ——
ustomized, larger
brilliant company.| | leading

The space between lines

in a paragraph is called

* With Automatic leading, the largest font on the line is multiplied  |eqading because in
by the value you enter. You enter 2 for double-spacing, 3 for triple-

) earlier times typesetters
spacing, and so forth.

inserted rectangular

e With Manual leading, you enter a specific leading value. P 0 GO

GeoWrite displays measurements in dialog boxes in inches as a  he lines of metal type to
default. Using the correct abbreviation, you can enter values in any
of these units: in (inch), pi (pica), pt (point), cm (centimeter), mm
(millimeter), ci (cicero), or ep (European point). spacing.

control the paragraph
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Setting Paragraph Spacing

To set custom line spacing...

1. Position the text cursor in the paragraph you want to change.

2. Choose Paragraph Spacing from the Paragraph menu. Note
that under Leading you have two choices: Automatic and
Manual.

3. Select Automatic Leading.

4. Click the arrows or type a value such as 3 in the Line Spacing
box for triple-spacing.

The normal line spacing (as determined by the largest font size
on the line) is multiplied by this number. 1 is single-spacing,
2 is double-spacing, and so forth. You can enter a fractional
value.

5. Click Apply.

6. Click Close.

To manually set the leading... Manual leading that is

1. Choose Paragraph Spacing from the Paragraph menu and less than normal (e.g., a
select Manual Leading. 14-point font normally

The Manual option lets you enter a specific value rather than  has a 14-point leading

a multiple of the normal line spacing. volue) may couse sray

2. Click the arrows or type a new value in the Manual Leading  dots when the characters

box.
it are drawn on the screen.
3. Click Apply. Choose Redraw from the
4. Click Close. Window menu to correct

any display problems.

Using GeoWrite



Setting Paragraph Spacing

To change the spacing above or below a paragraph...
1. Choose Paragraph Spacing from the Paragraph menu.

2. Click the arrows or type a value for Space on Top or Space On
Bottom.

3. Click Apply.
4. Click Close.
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In addition to sciting and clearing tabs directly from the ruler, the
Paragraph menu contains two commands, Default Tabs and Tab
Attributes, that let you further refine your tabs:

e Use Default Tabs to change the default tabs.

e Use Tab Attributes to insert leaders or vertical lines for design and

emphasis.

Changing the Default Tabs

GeoWrite sets tabs every one inch as the default for new documents.
Note that default tab stops are marked by a small crosshairs below
the numbers on the ruler.

-agrapn  FoNts SIZes SIgies  WInaow |
P T T DO - S T | Do | (RO et ull -
¥ ¥ T F
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Default tab stops every inch }J

To change the default tabs...

1. Choose Default Tabs from the Paragraph menu.

2. Click one of four options on the cascade menu: Half Inch, One
Inch, Two Inches, or None.

Using Tab Leaders

Tab leaders automatically insert a line or a row of dots between the
text and the leader tab. For example, leading dots are often used to
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fill in the space between a table of contents entry and its page number,
as the following example shows.

I Arrow indicates which
tab you are formatting
- ISP P S A ——"——r . =1 ‘ : =

e: 1 ¥ 0 (O T DENEINENE] =1 1= 121

e
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-
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Chapter 5 - Using GeoWrite

|U tted leader line fills

l I space before tab st P

What You Can D o With GeoWrite
Starting and Exiting GeoWrite......
Opening aDocument
The GeoWrite Window.
The Header, Body, and Footer.
Changing v.he Size of Your View...
Moving Between the Pages of a Documem.

aw b hwn—

To set tab leaders...

1. Click the tab on the ruler. A small arrow appears beside it
indicating that it is selected.

2. Choose Tab Attributes from the Paragraph menu or double-
click the tab on the ruler.

3. Select either Dot or Line under Tab Leaders.

Tab Types: @®ileft: O Center O Right O Decimal | Click here for 2
Tab Leaders: @® None O Dot O Line dotted leader
Tab Lines: @& Off O On ?

Tab Line Wigih {pointsh

|( [1ICK here [or a

—|\mr leader

Tabh fine Spacing {(poinisk

The options are dimmed when no tab is selected. The leader
is associated with the tab that is selected.

4. Change the Tab Type if necessary.
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5. Click Apply.

You can go back and forth between the GeoWrite document and the
dialog box. You do not need to close the dialog box until you have
verified that the tab works to your satisfaction. You can also keep the
dialog box open and click different tabs on the ruler.

Drawing Vertical Lines With a Tab

The tab lines feature lets you draw vertical rules for tables and
columns. You can also use tab lines to mark parts of a document that
have changed or to simply add an interesting design element to a

document.

To draw tab lines...

1. Click to select a tab on the ruler. The arrow indicates which
tab you are formatting.

2. Choose Tab Attributes from the Paragraph menu.

3. Turn on the Tab Lines option. Note that a line appears next
to the tab on the ruler to show that a line will be drawn at the
position of this tab.

iihA..Lz‘.Agi..lc. BE le .
L A DN NENCT DEEENE]

OFFICERS' ROSTER
- Laser Music, Inc. -

Mary Anne Bovino PRESIDENT 18342 Oak St.
Berkeley, CA|

Julie Ratowitz VICE-PRESIDENT 5628 Kathleen St
Oakland, CA|

[DoraLee TREA SURER 3547 Stellar Rd.
San L eandro, CA

Juan Guerra RECORDING SECRETARY 2467 Kelton Ave.
Berkeley, CA|

Dan Fitzer CORRESPONDENCE 964 Hurwchison Rd.
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6.

You can specify the width and the amount of spacing between
the tab line and the text. These options become selectable as

soon as you turn on Tab Lines.

= Tab Attributes

Tab Types: @ilLeft! O Center O Right O Decimal
Tab Leaders: @ None OO Dot O Line

Tab Lines: QO Off @ On
Tab Line Width {points): [1]
Tab Line Spacing (points): [1]

Click the arrows next to Tab Line Width. You can vary the line
width from 1 to 3 points.

Click the arrows to change the Tab Line Spacing value from 1

to 3 points.

Click Apply to see the tab line in your document.

The tab is now formatted to insert a vertical line in your document

when you press [Tab] at this tab stop. Using this tab on several

continuous lines creates a solid vertical line.
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Storing a Style

A style is all the character and ruler settings such as font, size, style,
and indentation that you have applied to text. You can store a style,
then use it as a shortcut to format new or existing text.

If, for example, you have formatted a heading in Roman font, 14 point
bold, with character spacing set at 200 for a heading, you can save
the style with the Store Style command on the Edit menu. When it
is time to type another heading, you can then choose Recall Style from
the Edit menu before typing the heading. The heading is automati-
cally formatted correctly as you type.

To store a style...

1. Format text with the font, size, style, and ruler settings that you

want.

2. With the text cursor anywhere in the text, choose Store Style
from the Edit menu.

To recall a style...

1. Click to position the text cursor in the paragraph you want to
restyle or select multiple paragraphs.

2. Choose Recall Style from the Edit menu.

When you choose Recall Style, GeoWrite applies the settings of the
last style you stored. The style changes the current paragraph, the
paragraph of any selected text, and new text that you type at this
location.

Using GeoWrite
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Creating Borders for Text

GeoWrite lets you add borders to paragraphs of text for
emphasis and design. A paragraph is any text that you separate from
other text by pressing (Enter]. You have a choice of three types of
borders:

e One Line
e Two Line

e Shadow (with imaginary light source placed at top left, top right,
bottom left, or bottom right)

One Line Border

A paragraph can have
Two Line Border any one of three types

of borders

| |Shadow Top Left
| |(imaginary light
; source in top left
corner)

In addition, the Custom Border command gives you great flexibility
in designing the borders. Borders can be colored and halftoned.
Combined with paragraph color, borders offer a wide range of
interesting possibilities.

To add a standard border to text...

1. Position the text cursor in the paragraph you want to border,
or select multiple paragraphs.
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Creating Borders for Text
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2. Choose Border from the Paragraph menu. A cascade menu
appears. Choose a border from the cascade menu: One Line,
Two Line, or Shadow Top Left.

To remove a border, choose None.

Customizing Borders

Choosing Custom Borders displays a dialog box that lets you refine
the three standard borders. For example, you may want a thick line
that appears only above and below the text, not on all four sides.

Custom Border with
thick lines abowve
and below only

The Custom Border dialog box presents options according to the
border type that you select. For example, when you choose a Double
border, you have the option of adjusting the width between the
double lines.

To customize a border...

1. Choose Border from the Paragraph menu. Then choose
Custom Border from the cascade menu that appears.

2. Choose a Border type: Normal, Shadow, or Double Line.

The dialog box displays different options according to the
border type you choose.
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Creating Borders for Text

— Custom Border ‘

Sides to Border: [ JLeft []Top [JRight []Bottom []Draw Inner Lines

Border Width (points): [1]| P84 Border Spacing (points): @ A Y]
Border Type |
O Double Line '

11T Shadow Anchor: O Top Left O Top Right O Bottom Left O Bottom Right

Type: O Normal

Shadow Width (points): [1] G4
Wigth Behpeen Bouble Lines {pointsh

3. Turn on the Draw Inner Lines option if you want a line drawn
when you press within the border.

The default is to not draw inner lines so that you can press
Enter] to add blank lines inside the border.

4. Click to deselect any Sides that you do not want bordered.

5. Click the arrows if you want to adjust Border Width, Border
Spacing, Shadow Width, or the Width Between Lines of a two-
line border.

If you select the Shadow border, you can select the corner from
which the shadow is cast (Shadow Anchor).

6. Click Apply to see the results in your document.

7. Make final adjustments to the border settings and click Close
when you finish.

To apply a color or halftone to the border see “Using Color in
GeoWrite.”
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A table presents daw in rows and columns. You can use tab
lines in conjunction with a border to build tables in your documents.

Here are the basic steps to creating a table in GeoWrite.

To create a table...

1.

Set tabs on the ruler where you want each column of text to
begin. Use decimal tabs where appropriate for numeric data.

Add a tab where you want a vertical line drawn between the
columns of data. Double-click the tab to open the Tab
Attributes dialog box and turn Tab Lines on. Click Apply.

Halftone Settings:

hadow border

Enter the data in the columns of the table. Be sure to use the
key. The tabs you formatted with tab lines create the
vertical line between each of the columns.

Some table entries are inevitably longer than others. Tab to the
appropriate column for each entry.

Select the entire table and choose Border from the Paragraph
menu. Choose a border from the cascade menu that appears,
or create a custom border for the table.
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Using Color in GeoWrite

GeoWrite offers cxicnsive color capabilities for your docu-
ments. If you have a VGA or EGA display, you can choose from a
palette of 16 colors and apply the color to text, to a paragraph
background, or to a border.

To color... Choose. ..

Text Color from the Styles menu
Paragraph background Paragraph Color from the Paragraph menu

A border Border from the Paragraph menu, then
choose Border Color from the cascade
menu. Tab lines within a border are also
colored when you color the surrounding
border

In addition to the preset 16 colors, you can vary the concentration of

red, green, and blue to create custom colors.

About Color on a Monochrome System
The color palette starts with black and ends with white.

On a monochrome monitor the 14 intervening colors appear as
patterns which simply distinguish the buttons in the palette. You
cannot apply any of these patterns to paragraph backgrounds or
borders; they are only stand-ins for the colors. If you want patterned
objects in your document, you can create them in GeoDraw and paste
them in (see “Inserting Graphics” later in this chapter).

Colors always appear and print as black on a monochrome monitor
orprinter. For example, if you color a border red on a color monitor
and the printer is not a color printer, the border appears red on the

263



Using Color in GeoWrite

Using GeoWrite

screen but prints black. Conversely, the red border appears black on
a monochrome monitor but prints red on a color printer.

White is an exception. White appears on the screen and on the
printed page as white regardless of the color capabilities of your
system. White type on a black background is always an option.

Text Color

The color p;i|s‘\‘g
on an EGA or
VGA monitor

and the same

RGB Color: Red Elm Green [0 |8 Blue E]m palette on a

nonochrome
Halftone: @ Solid O Dark O Medium O Light DS

MOonitor

ooy

The Halftone controls, on the other hand, change the intensity of text,
paragraph backgrounds, and borders on both color and monochrome
monitors. Halftones also print on both color and black-and-white
printers. Halftone screens the concentration of color (including
black) to create a lighter or darker image. See “About Halftones” later
in this section.

Coloring Text, Paragraphs, and Borders

Whether you choose a color for text, a paragraph background, or a
border, a dialog box presents the color controls in the same way.
Here is the Color dialog box that appears when you choose Color
from the Styles menu for text.
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..Or create a
custom color

Using Color in GeoWrite

Text Color

To use color...

1.

Select text or position the text cursor in the paragraph
containing the border or background you want to color.

To color text, choose Color from the Styles menu.

To color a paragraph background, choose Paragraph Color
from the Paragraph menu.

To color a border you have already created for this paragraph,
choose Border from the Paragraph menu. Then choose Border
Color from the cascade menu that appears.

Click to select the color of your choice.

To create a custom color, use the arrows to vary the amount
of Red, Green or Blue from 0 to 255.

To lighten the concentration of color, change the Halftone
setting to Light (15%), Medium (25%), or Dark (50%).

Click Apply to see the change in your document.

When you finish, click Close.
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Creating White-on-Black Text

You can add the sharp look of white type against a black background
with the Paragraph Color option. To create white type,

e Set the text to white

e Set the paragraph background color to black

To create white-on-black text...
1. Select the text you want to change.
2. Choose Color from the Styles menu.
3. Click White on the color palette and click Apply.

The selected text “disappears” (becomes white on white) until
you add color to the paragraph background.

4. Choose Paragraph Color from the Paragraph menu.
5. Click the black square or other color on the color palette.

6. Click Apply.

The white type that you selected or that you type is now visible
against the contrast of the background.

Abovut Halftones

GeoWrite provides four Halftone settings that you can apply to text,
borders, and backgrounds.

The four

" No halftone i differe
No ha screening -

settings

%ﬁﬁ%igmg
FET
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Halftones change the concentration of color or black according to the

following percentages:

The Halftone settings proportionately turn off the number of pixels

that display the color or black on the screen. On the printed page,

the number of dots of ink are screened according to these percent-

ages.
Halftone Setting Concentration of Color
Solid: 100%

Dark: 50%

Medium: 25%

Light: 15%

Halftones work with color and monochrome displays and printers.

Halftone text is most effective with large fonts.

To apply halftones...

1;

Select the text. Or position the text cursor in a paragraph if you
want to apply a halftone to its border or background.

Choose one of the following commands:
e Color from the Styles menu (for text)
e Paragraph Color from the Paragraph menu

e Border from the Paragraph menu and then Border
Color from the cascade menu that appears

Select a Halftone setting: Solid (100%), Light (15%), Medium
(25%), or Dark (50%).

Click Apply to see the change.

When you finish, click Close.
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Inserting Graphics
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Graphic created |

n GeoDraw

Logos, lines, and other graphic elements that you create in a
drawing application such as GeoDraw can be pasted into your
GeoWrite documents from the Clipboard or the Scrapbook.

‘_k“iin...12...lsi..l‘s...ls...}a.‘.

|e:1'~) N [ A ¥ M =] 1= 1= 1=l

OFFICERS ROSTER

I

- Laser Music, Inc. - ‘

1.  Mary Anne Bovino PRESIDENT 18342 Oak St
Berkeley, CA

2. Julie Ratowitz VICE-PRESIDENT 5628 Kathleen St

i OQakland, CA

When you paste a graphic into your document, the graphic appears
at the position of the text cursor. The line of text expands to
accommodate the height of the drawing. Once placed, you move the
graphic as you do text—moving it forward on the line by pressing the
or moving it to the next line by pressing (Enter]. You can
double-click to select it as you would a word of text, then use the Cut,
Copy, and Paste commands to reposition it in the document.

Copying Graphics From GeoDraw

With the multitasking capabilities of the GEOS environment, you can
work in both GeoWrite and GeoDraw at the same time, creating and
copying graphic elements into your document. Once drawn, you can
copy a logo or other artwork to the clipboard, return to GeoWrite, and
paste it into your document. Or you can store it more permanently
in a scrapbook and copy it into documents from there.

The clipboard only stores
the last text or graphic
that you copied or cut in
either GeoWrite or
GeoDraw.



To switch to GeoDraw and copy a graphic...

1. If GeoDraw is not already running, choose Startup from the
Express menu and choose GeoDraw from the cascade menu
that appears.

2. Create a graphic element with the tools at hand (see Chapter
6, “Using GeoDraw”). Or choose Open from the File menu to
access artwork in an existing GeoDraw document.

3. Select the graphic you want and choose Copy from the Edit

menu.
4. Choose GeoWrite from the top of the Express menu.

5. Position the text cursor where you want the graphic to appear
in the document.

6. Choose Paste from the Edit menu to insert the graphic.

The line expands to the height of the graphic. You can insert
text before or after the drawing.

For a document that contains complex graphics, you may prefer to
turn off the Draw Graphics option on the Options menu. This
replaces graphics with a rectangular placeholder and speeds up
scrolling.

To temporarily hide graphics...

Open the Options menu and click to deselect the Draw Graphics
option.

To restore the hidden graphics, click Draw Graphics again.
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Changing the Page Setup
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Page Setup lets you specify the basic layout of your document.
With this command you set the page, column, and margin settings.

The Page Setup settings include

e Printed page size

e Portrait or landscape printing

e Number of columns

e Title page

e Alternating left and right margins for facing pages
e Page margins

You can open the Page Setup dialog box at any time to change the
parameters of your document.

To change Page Setup...

Choose Page Setup from the File menu. The Page Setup dialog
box appears.

= Page Setup

Page Size: @ O Legal (8 172" x 14™)

O Tabloid {11 x 177) O Small (5 172" x 8 1/2™)
Orientation: @ Portrait (tall) O Landscape {wide)
Columns: @1 ©O2 O3 O4 Gpecing (0.§2% in Rufe Width

Alternate Left and Right Margins: @ No O Yes

Title Page: @ No O Yes

Margins: Left E} m Right [E m
Top [Tin_|PSdeottom [iin ]F%d




Changing the Page Setup

Select one of the Page Sizes—Letter, Legal, Tabloid, or Small.

Select the Orientation for the page: Portrait (prints across the
width of the page) or Landscape (prints across the length of the

page).

Select the number of Columns.

When you specify multiple columns (2, 3, or 4), the Spacing Using the correct
and Rule Width controls become selectable. abbreviation, you can

The Spacing control lets you adjust the white space between ~enfer values in any of
columns from 0 to 1 inch. Change the Spacing by clicking the  these units: in (inch),

arrows or typing a new value. pi (pical, pt (point], cm

Rule Width adds a vertical rule between the columns. You can
set the width of this line from 1 point (hairline) to 9 points.

(centimeter), mm

(millimeter), ci (cicero),
For more on multiple columns, see “Working With Columns”
; _ or ep (European

later in this chapter.

point).
Click Yes for Alternate Left and Right Margins if you are

creating facing pages. This lets you create a wider inside
margin for binding or hole-punching double-sided pages. The
Left and Right Margins options change to Inside and Outside
when you click Yes.

Note that the Alternate Left and Right Margins option also
creates a separate, alternating header and footer for the right
and left pages.

Click Yes if you want a Title Page inserted before the first page
of your document. A title page contains no header or footer
and is not included in the page numbering.

Set the Margins of your document by clicking the arrows or
typing a value for Left (or Inside), Top, Right (or Outside), and
Bottom.



Changing the Page Setup

Using GeoWrite

GeoWrite sets the margins of new documents to 1 inch (72
points). You can enter the value in one of seven units of
measure with the appropriate abbreviation (in, pi, pt, cm, mm,
ci, or ep).

Click OK.

GeoWrite applies your Page Setup changes and displays the
document window.
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Creating a Title Page

When you select Title Page as part of Page Setup, GeoWrite
automatically inserts a title page before page one of the document.

— Page Setup

Page Size: @iletter (8 1/27 x 117} OlLegal (8 1/2” x 147)
O Tabloid (11" x 177) O Small (5 172" x 8 1/2™)

Orientation: @ Portrait (tall) O Landscape (wide)
Columns: @1 O2 O3 O4 Spseigy

Alternate Left and Right Margins: @ No O Yes \
Title Page: @ No O Yes

Margins:  Lert [Tin  JP%d mont [n |P%d

For example, you may want a cover page on the document that has
headers and footers. Choosing the Title Page option suppresses the
headers and footers, starting them on page one. Page numbering also
starts automatically from page one, not from the title page.

To create a title page...
1. Choose Page Setup from the File menu.
2. Select Yes for Title Page and click OK.

The header and footer areas disappear from the title page and the
page indicator on the ruler reads “Page: TP” when you are on the
title page.

To go to the title page...

e Click the left arrow beside the page indicator on the ruler until
you see the title page and the page indicator reads “Page: TP.”

Or,

e Choose GoTo Page from the Window menu, type “TP” and
click OK.
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Creating a Title Page

To remove a title page...

1. Choose Page Setup from the File menu and select No for the
Title Page option.

2. Click OK.

Using GeoWrite
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Adding a Header and Footer

When you scroll (o the very top of the page, you see a header
area outlined and ready for text or graphics. GeoWrite automatically
creates the header and footer areas as part of the page. Text and
graphics that you enter here appear on all pages of the document.

The header occupies the area between the top margin of the
document and the printing edge of the paper (1/4 inch or 18 points).
The default header is 3/4 inch high.

PESF T e e e SS Ee e pe  eee  TT

T
| z
}\ | ¢ Page: 1 ¥ 3 S O NENENENE] DEEENE]

Printing edge

Header is between

printing edge and

Similarly, the footer is the area between the bottom margin and the
printing edge of the page. You adjust the height of the header or
footer by changing the Top or Bottom margin settings in the Page
Setup dialog box.

A header and footer do not appear on a title page (see “Creating a
Title Page” above).

To edit a header or footer...

1. Scroll to the top or bottom of the page so that the header or

footer area is visible.

2. Click the text cursor in the header or footer area and type or
change the text. You can also add a logo or graphic from the
clipboard or Scrapbook.
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If you have selected Alternate Left and Right Margins in Page Setup,

the document has alternating headers and footers (one for the odd-

numbered pages and one for the even-numbered pages). You

must make changes on both an even- and odd-numbered page to

have the changes appear on both left and right pages.

All of the ruler and text controls are available and operate in the

same way in the header and footer area as in the body of the page.

For example, you can align the header or footer text on the right

by clicking the right justify icon on the ruler.

To resize the header or footer area...

all

Choose Page Setup from the File menu. The Page Setup dialog
box appears.

To make the header area larger, increase the Top margin. The
header automatically expands to fill the area between the top
margin and the printing edge of the paper.

To make the header area smaller, decrease the Top margin,
thus shrinking the area available for the header.

To make the footer area larger, increase the Bottom margin.
The higher it goes, the taller the footer.

To make the footer area smaller, decrease the Bottom margin.

To remove the header or footer area...

1.

Choose Page Setup from the File menu. The Page Setup dialog
box appears.

. To remove the header area, decrease the Top margin to the

lowest possible setting—0.25 inch (18 pt)—which leaves no
room for the header area.

To remove the footer area, decrease the Bottom margin to the
lowest possible setting—0.25 inch (18 pu).
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Adding a Header and Footer

3. Click OK.

If the header or footer area contains text, the text reappears when

you open the header or footer area back up.

Inserting the Page Number

Page numbers are usually placed in either the header or the footer
so that they appear on each page. The Insert Page Number command
on the Edit menu enters a page number that updates automatically

as your document evolves.

If you have a title page, the page numbering skips the title page and

starts appropriately on page one.

To insert automatic page numbers...
1. Click the text cursor in either the header or footer.
2. Choose the font, size, and style that you want from the
appropriate menus.

If you want to center the page number, click the center justify
icon on the ruler. If there is other text in the header or footer,
drag a center tab to the middle of the ruler and press rather
than centering the whole line.

3. Type a prefix if you wish, such as a dash or the word “Page”

followed by a space.

4. Choose Insert Page Number from the Edit menu.

Self-adjusting page |

Page 1|

numbers appear on each
page at the position you
insert the page number
in the footer

The page number appears at the text cursor and updates

automatically according to the page.
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Adding Page Breaks

GeoWrite gives you a truec WYSIWYG (What You See Is What
You Get) view of the document you are creating. With its page view,

you can easily see where the end of a page or column occurs.

When the break does not occur naturally in the right place, you can
force a page or column break by choosing the Insert Page Break
command from the Edit menu.

To insert a page break...

1. Position the text cursor where you want the page or column

break to occur.

2. Choose Insert Page Break from the Edit menu.

You can also press to insert a page break.

To delete a page break...

1. Position the text cursor at the top of the page or column that
you started with a hard page break.

2. Press(Backspace]to delete the inserted page break. Text reflows
automatically between the columns or pages.

For example, if you inserted a page break so that a paragraph
would start at the top of the next page and you later change your
mind, position the text cursor before the first word of that

paragraph and press to delete it.

Using GeoWrite
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Working With Columns

Documents such as newsletters display text in columns. Using
the Page Setup command, you can easily divide your document into
evenly spaced columns—two, three, or four columns to the page. All

pages are divided into columns.

The area for the text in each column is outlined with a dotted line.
Empty columns are grey. You can adjust the spacing between the
columns and the text, thus controlling the amount of white space
between the columns. Lastly, you can add a vertical rule between the
columns; the width of the rule is also adjustable.

[==E] Geoldrite - Newsletter - =1 [

File Edit Uiew Options Paragraph Fonts Sizes Styles Window

{ o I | !‘2..‘13. 14...5:{
[

& Page: 1 ¥ T 112 el R R R ]

- The Laser News -

Local Laser f?he Blece st it
ini llovely melodic theme,
Musician ‘accompanied by a blu’e
Showcas?f’ at laser shimmer, which
Club Lumiére retums throughout the

piece.

For all you avid laser
music fans, Jane Williams d & h 1
is performing her stunning | s LA
“Fugue in Blue" at Club lindustrial style, resulting
d e ik 1 Lale an  iiin a surprisingly ethereal

This is Jane's first

The default is in inches

To create multiple columns... ol i ok e vl

1. Choose Page Setup from the File menu. in any unit using the

2. Select 2, 3, or 4 under Columns. correct abbreviation: in
When you choose more than one column, the Spacing and (inch), pi (pica), pt (point,
Rule Width controls become selectable.

cm (centimeter), mm

3. Change the Spacing between the columns by clicking the  (millimeter), ci (cicero), or

arrows or typing a new value from 0.175 to 1 inch. s [Euoppacn poil
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4.

3,

To add a vertical rule between the columns, click the arrows
or type a new value from 1 (hairline) to 9 points (0.175 of an

inch).
To delete the rule, set the Rule Width to 0 (zero).

Click OK to apply the changes to your document.

To add column breaks...

15

To start text at the top of a new column, position the text cursor
where you want the text to break.

Choose Insert Page Break from the Edit menu. The text cursor
moves to the top of the next column.

To delete column breaks...

1.

Position the text cursor at the top of the column following the
inserted column break. For example, if you have a column
break before a heading and change your mind, position the

text cursor before the first word of the heading.

Press to delete the column break. The heading and
text automatically flow back into the available space in the

previous column.



Using the Window Menu

You can open multiple documents at a time with the Open
command in the File menu and switch between them using the

Window menu.

u]D

s | Window

[
Provious Page Llris Y
Nex? Page firiof
Go to Page...
Redraw Shift+Ctri+R
Overlapping Ctri+F5
Fufi-SGized Corist 4}

O Officers” Roster - #*1

O Market analysis - *1

O Newsletter - *1

@ Write Untitled - *1

Currently active
document

Here are the commands on the Window menu:

)pen documents

Previous Page: This command displays the previous page in the
page order. The left Page arrow on the ruler is the shortcut for this

command.

Next Page: This command displays the next page in the page order.
The right Page arrow is the shortcut for this command.

Go to Page: This command takes you to a specific page.

Redraw: This command redraws the screen to remove any stray dots
that may appear when the paragraph spacing is very tight.

Full-Sized: This command lets you view one full-sized page of the

document at a time.

Overlapping: This command lets you view up to four of the most



Using the Window Menu
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recently used pages of open documents in separate overlapping
windows.

The Window menu also lists all the open documents so that you can
switch between them. You can also use the Overlapping command
on this menu to place up to four pages of your current document in
separate windows so you can view more than one page at a time.

For more on the Window menu, also see “Working With Documents”
in Chapter 4, “The Professional Workspace”.

To switch to a different open document...

Either click a part of the document’s window that is visible, or
choose the document name from the bottom of the Window’s
menu.

To view more than one page at a time...
1. Choose the Overlapping command from the Window menu.

GeoWrite breaks out the pages of open documents into
separate windows so that you can work with up to four pages
at a time. The title bar at the top of each window shows you
the document name and page number.
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2. Resize and arrange the windows on your screen as you like.
You can reduce the text from the View menu to preview the
pages side-by-side.

To view documents one page at a time...

Choose the Full-Sized command from the Window menu.
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Using the Options Menu

The Options menu gives you several options that let you tailor
GeoWrite to your liking. The first three commands on the Options

menu are:

Draw Graphics: Turn off this option to replace graphics with a
placeholder for faster scrolling.

Align Ruler With Page: When this option is on, it aligns the ruler
to the edge of the paper rather than to the left margin.

Snap to Ruler Marks: This option causes tabs and markers on the
ruler to snap to the 1/8 inch marks on the ruler when moved.

The next four commands are toggles that show or hide the top ruler,
the bottom ruler, the horizontal scroll bars, and the vertical scroll bars.
These are followed by a global command, Show All or Hide All, that

turns these four toggles all on or off.

The last option, Save Options, lets you save the settings of the

Options menu.

Using GeoWrite
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Printing

The Print command opens a dialog box that lets you tailor
printing for a fast draft or high quality final output. You can start and
end printing at specific pages, and ask GeoWrite to collate the pages
when printing more than one copy.

Shows the FYinter: fipkions | Click to change printer
current printer Star NX-2400 on LPT1 iange Options...: | r paper
. Document Options

[‘]”‘)“m’ Print Quality: @ High < Mediurm O Low (Fast) i St

- ' [JText Mode Oniy i ”t:‘, ,‘1"‘,‘1" ;‘,Y M“ o

€ Of pages 1o print l[ Print Pages: @ ANl 7 from :
B Sep it ‘_1 Number of Copies: E /
copies here

If you have more than one printer connected, you can select the one
you want to use for this printing. You can also change other printer

options, such as paper size and paper source.

To print a document...

1. Ifnecessary, choose Page Setup from the File menu and choose
a paper size and page orientation.

2. Click OK to close the Page Setup dialog box.
3. Choose Print from the File menu.
4. Select the Print Quality:
e Select High to print at the highest resolution of your printer.

¢ Select Medium to print at medium resolution (if the selected
printer has this capability).
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Select from list of |

e Select Low to print at the low resolution for quick drafts.

Click Text Mode Only for faster printing at any print quality
level. This option uses your printer’s internal fonts and does
not print your graphics. The printed output may be very
different from what you see on the screen.

To print only a portion of the document, click From and enter
the page number you want to start printing with. Enter the
page numbers by clicking the arrows or typing the page
numbers.

Enter the Number of Copies. If you want more than one, you
can select the Collate option, which prints one copy at a time
from beginning to end.

Click Print to start printing.

To choose a different printer or paper size or paper

source...
1. Choose Print from the File menu.
2. Click the Change Options button in the Print dialog box.
3. To change printers, select a printer from the list.

LGSl Star NX-2400 on LPT1
HP LaserJet (1M) on COM3

installed printers |

Select from common |
paper

sizes |

Paper Size:
Folio
Legal

| For custom paper size,

width: [85in] | |84 Height: [11in (A Y]
Paper Source: @ Tractor O Manual Feed
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0.

The printer list shows the printers you chose when you
installed GEOS. When your printer environment changes,
choose Setup from the Express menu and choose the Preferences
desk tool. The changes you make using the Preferences desk
tool appear in the Print dialog box the next time you choose
the Print command. See “The Preference Desk Tool” in Chapter
11, “Using the Desk Tools,” for more details.

Select a Paper Size from the list of sizes.

You can override these choices by entering the Width and
Height of your paper in the boxes below. Paper height can be
as large as 34 inches. If you enter a width that is wider than
your printer allows, GeoWrite uses the maximum supported
size.

Select Tractor or Manual Feed as the Paper Source for this
printing.

Click OK, then click Print in the Print dialog box.

287

Printing



Saving a Document

The File menu contins two commands that let you save the
current document to disk:

e Save: Use this command when you're through with the document,
want to make your changes permanent, or when you're about to
try something new and want to be able to Revert back to the current

document.

e Save As: Use this command to save a copy of your document under

a different name.

The first time you save, a dialog box appears for you to save the
document.

You don't actually have to save your document while you're working
on it. GeoWrite automatically safeguards your data as you go—in other
words, it keeps a temporary “working” copy on hand. In the event
of a power failure or other problem, your work isn’t lost even if you
haven’t saved. You can set how frequently GeoWrite safeguards your
documents using the Preferences desk tool. See “The Preferences
Desk Tool” in Chapter 11, “Using the Desk Tools,” for more

information.

To name and save a GeoWrite document...

1. Choose Save or Save As from the File menu. The Save As dialog

box appears.
2. Go to the directory where you want to save the document.

The Save dialog box shows you the files and subdirectories in
your current directory. To go into a subdirectory, double-click
its name or icon in the scrolling list.

3. Type a name for the document and click Save.

Using GeoWrite
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Move up

one directory [ Fa) | \GEOWORKS\DOCUMENT
FOIFUNPICTS
— FOLETTERS
-l FILIGHTIMG
FOLOGOS

Select Directory and Enter New Filename

vl i ;I ]C:[HFIRD DISK]

New name: [My, Write file| |

=T

To save a copy of the GeoWrite document with a different
name...

1. Choose Save As from the File menu. The Save As dialog box
appears.

2. Gotothe directory where you want to save the new document.
3. Type the new name for the document and click Save.

The title of the document at the top of the window changes to the
new name. This means that your changes are saved into this new
document from now on.

To save your changes as you work...
After you have named and saved the document once, choose Save
from the File menu to save any additional changes as you work.
It's a good idea to save after you make an important change.

Saving a Document



Saving a Document

To revert to the previously saved version...

If you start revising your document and don'’t like the changes
you've made, you can return to the last saved version by choosing
Revert from the File menu.

The Close command closes the document and prompts you to save
if changes have been made since you last saved.

To save your document as a DOS text file...

You can choose to save only the text portion of your document
without saving the formatting and graphics. This file can then be
used by other DOS programs, or with the Notepad application.

1. Choose Save Text File from the File menu. The Save As dialog
box appears.

2. Change the drive or directory, if necessary. For detailed steps,
see “To save and name a GeoWrite document...” earlier in this

section.

3. Type a name for the DOS text file and click Save.

Using GeoWrite
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Closing a Document

To close a GeoWrite document...
Choose Close from the File menu.

If you have made changes that you have not saved, you see a

reminder to save.

? The file “Write Untitled” has been modified.
Do you wish to save the changes?

Click Yes or press to save your work before closing.

The Close command only closes the current document. If you
have more than one document open, you now see the window of

the next open document.






GeoDex combines a card file with
a phone auto-dialer. It's ideal for
keeping track of friends, relatives,
and business contacts. Browsing,
listing, and free-form search
capabilities make finding a name
quick and easy. You can also print
lists of names and phone numbers,
and if you have a modem you can
use GeoDex as a phone dialer.
This chapter describes how to

use the GeoDex application.
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Starting and Exiting GeoDex

You start and cxit GeoDex from GeoManager, the same way that

you start and exit all GEOS applications.

There are ways to start GeoDex other than those described in this
section. For more information, see “Using Applications” in Chapter
4, “Using the Professional Workspace.”

)

To start GeoDex and open the standard address book...
e From the GeoManager WORLD directory, double-click the
GeoDex icon. GeoDex starts, opening the standard address

book.

e From another GEOS application, choose Startup from the
Express menu. A cascade menu appears. Choose GeoDex from
this second menu. GeoDex starts, opening the standard address

book.

To start GeoDex and open a particular address book...

From the GeoManager DOCUMENT directory, double-click the
icon of the GeoDex document you wish to open. GeoDex starts

and automatically opens the document.

To exit GeoDex...
Choose Exit from the File menu.

If you've made changes to the address book since the last time
you've saved, GeoDex asks you if you wish to save these changes.
Click Yes to save your work or click No to ignore all the work
you've done since the last time you saved. For information about
saving address book documents, see “Saving a Document” later in

this chapter.
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The GeoDex Window

When you start GeoDex, the GeoDex window appears.

lips to cards that
= | GeoDex - First Address Book o H aren't grouped under
File Edit Uiew Option : R
} (siTiuiviwinfyizi«) A | Flip to another
JIKILIMINIOIPJOIR Next 1o
A CEDIETFEGEHE v
Previous

[Baker, Emily| |

-

Emily Baker
3496 W. 3rd St.
Chicago, IL 60607

@ _i Creates blank card
ew

Lists often and

recently called

\
numbers

LI

[ & JHOME [SS55-6129 |

Searches for a

Rgsiisaiet name in
S aPianney GeoPlanner

Letter tabs: Clicking a letter tab flips to the cards listed under that

letter.

Address card: GeoDex stores information on cards. Each card has

the person’s name, address, and phone numbers.

Next and Previous card: Clicking these buttons flips to either the
following or the preceding card. Cards are ordered alphabetically.

New card: Clicking New Card brings up a blank card for you to fill
in.
Quick dial: Clicking this button provides a listing of your most often

called and most recently called phone numbers for quick dialing.

GeoPlanner: Clicking this button searches for names in the Geo-

Planner calendar.
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The Address Card

Like an office card file, you record names and addresses on cards, one

card for each person.

[Baker, Emilyl| } { Index field

Emily Baker | Address area
3496 W. 3rd 5t. I
Chicago, IL 60607

|l)1.1l the phone
number currently
showing

| a |HOME |[555-6129

Scroll phone Phone
numbers number

Index field: Each card has an index that GeoDex uses to alphabetize
the cards. Normally you type the person’s last and first name here so
that the cards are ordered by name. You can, however, enter anything
you want here; for example, enter area codes instead of names to

order the cards by area code.

Address area: Shows the person’s name and address. The address

area scrolls to accommodate an address more than five lines long.

Phone number: Each card can store seven different phone num-
bers—Home, Work, Car, and Fax, along with three additional
numbers that you can label as you wish. Only one number shows at
a time.

Next and previous phone number: Since you can only see one
phone number at a time, clicking the up and down arrows brings up

the other numbers.

Dial: Clicking this button dials the number currently showing on the

card.
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Adding Cards

I#'s easy to put a new name into GeoDex.

To add a person... The cards are sorted by
ﬁ 1. Click New. A blank card appears. index. By entering
s something other than

2. In the index field, type the person’s last name, then the first

name, separated by a comma. For example: names in the index field,
you can order the cards

|Taggert, Ni“ial‘nl differently. For example,

You can use area codes

or zip codes as indexes.

Press [Enter] to copy the name down to the address area.

3. If you're satisfied with the name as it is, press to move
down and enter the address. To change the name, press

to remove the current name, then type it correctly.
Press when you finish.

Using GeoDex
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[Taggert, William |

William Taggert
154 Ridgeline Blvd.
San Francisco, CRA 94232|

[ & |HOME | (=
~ O

4. Type the address, pressing at the end of each line. You
may enter the address in any format you wish. You may also

make addresses as many lines as you like; the address area
scrolls to accommodate long addresses.

5. Press The text cursor moves into the telephone number
E] area. Click the two arrow buttons to select the type of
telephone number—home, business, fax, or car.

6. You may enter more than one telephone number. Click the
arrows again to select another type of number.

GeoDex accepts phone numbers in almost any format. If you wish
to use the dialing features, you must make sure that you enter the
phone numbers into the address book with any special codes that you
would dial on a regular telephone.

Here are some guidelines for entering phone numbers:
e Omit the area code for local numbers.

e For long distance calls, include the 1 and the area code as in this

example:
L=415=555-1212

e If the number needs a special dialing sequence—to access a long
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In addition to the types
of phone numbers
already provided, you
can define your own.
Simply click down until
you come to a blank
phone type. Enter a new
phone type in the left-
hand box and the
number in the right-hand
box.



Adding Cards

Using GeoDex

distance service, for instance—be sure to enter this sequence
before the regular number:

10288-1-202-555-1212

Place a comma anywhere in the number where you want a brief
pause in the dialing sequence. This is actually a modem feature; not
all modems support it and different models delay for different
amounts of time. Check your modem owner’s manual for more
information about this feature.

If there is a special number that you always dial before each
number—such as an access code for an outside line—you can enter
it in front of every number or have GeoDex automatically place it
in front of every number by entering it in the Dialing Option
window (see “Setting the Dialing Options” later in this chapter).

For instance, if you always dial a 9 before dialing the phone
number, you could type it as part of the number, as in this example:

9, 555-1212

In this example, the access code is separated from the number by
a comma. This not only makes the number more readable, but also
pauses the dialing briefly to give the access code time to work.

You could leave both the access code and the comma off of the
phone number and instead enter them in the Prefix box on the
Dialing Options window. This is the best choice if you must dial
the access code before all of the phone numbers.

To make the phone numbers easier to read, separate the parts of
the number with dashes (“-”) or spaces. You can also use
parentheses, as in this example:

1 (415) 555-1212

1-415-555-1212
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Flipping Through Cards

You can flip through cards in the GeoDex address book in much
the same way that you flip through cards in an office card-file.

To flip through cards...

'txt e Click the Next arrow to flip to the following card.

e Click the Previous arrow to flip to the preceding card.
-

e Press (PgUpJto flip to the following card.

e Press (PgbnJto flip to the previous card.

Cards are ordered alphabetically by their indexes. Flipping past

the last card takes you to the first, and vice-versa.

To flip directly to a letter...

Click the letter you wish to see. Letters appear as index tabs at the
top of the card. The first card stored under that letter appears.

If there are no cards stored under that letter, GeoDex shows a

blank card.

Double-clicking an index tab switches to the Both view before

flipping to that letter.
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Making Changes

Using GeoDex

You can easily change and delete cards. If you change your mind,
GeoDex comes with an Undo feature that restores the card to its

original form.

To change the information on a card...

1. Flip to the card you wish to change. See “Flipping Through
Cards,” earlier in this chapter, for information about finding a

particular card.

)

Change the name and address the way you would change any
8 A 8 V' The names, addresses,

text—select it with the mouse and replace it with the new text.
and phone numbers are

3. To change a phone number, first click the arrows to bring up
text. You can change
the number. Then change the number the same way that you

would normally change text. them the way you

For more information about editing text, see “Entering and Editing change any fext.

Text” in Chapter 4, “The Professional Workspace.”

To undo a change...

Choose Undo from the Edit menu. The card reverts back to its

original form.

To delete a card...

1. Flip to the card you wish to delete.

2. Choose Delete from the Edit menu. The card is removed from

the address book.

To undo a deletion...

Choose Undo from the Edit menu. The card is restored to the

address book.
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Dialing

You can use GeoDex to dial your telephone. To do this you must
have a Hayes-compatible modem sharing the same line as your
regular telephone. The instructions that came with your modem
should tell you how to set this up.

You also need to set up the modem with the Preference Manager
before you can use it. For more information, see “The Preferences
Desk Tool” in chapter 11, “Using the Desk Tools.”

Before you dial a number from within GeoDex, make sure that your
telephone is not off the hook. Often the modem cannot dial the
number correctly if the telephone is off the hook.

To dial a number on the current card...
1. Make sure that you telephone is properly hung up.

2. Click the small arrows to scroll to the appropriate phone

number.

3. Click Dial. The Dialing dialog box appears, telling you that
GeoDex is starting to dial the phone number.

If your modem has a built-in speaker, you hear the dial-tone,
the number being dialed, and the ringing signal.

4. Assoon as the modem finishes dialing the number, pick up the
telephone handset and click Talk in the dialog box. This resets

the modem before it can give its loud connect tone.

If you don’t click Talk quickly enough, the person answering
will not be able to hear you speaking. Clicking Talk transfers
the call from the modem to your telephone.
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Dialing

To Quick Dial a number...

1. Make sure that your telephone is properly hung up.

_‘Q—%g_ 9 2. Click the Quick Dial button.
Quick dial

3. A dialog box appears with two sets of numbers, those most

often dialed and those most recently dialed. Click the button
showing the name and number you wish to dial.

e e
Most Frequently Called People Most Recently Called People
I iCarlson, Steve Taggert, William/HOME
I Taggert, Hilliam/HOME Carlson, Steve/HOME

I Farley, Roger/OFFICE Otis, Joyce/HOME

I Otis, Joyce/HOME Farley, Roger/OFFICE

l Horton, EA/HOME Baker, Emily/HOME

I

I

I

I

I

| |
| |
| {
| |
| |
Jensen, Carl/HOME H Balt, Tony/HOME
| |
] [
| |
| {

Langley, Chuck/HOME Docket, Linda/HOME
Baker, James/HOME Horton, EA/HOME
Long. Arnold/HOME Jensen, Carl/HOME
Farley, Roger/HOME Langley, Chuck/HOME

I O

Most frequently called Most recently called
numbers numbers

The Dialing dialog box appears, and you hear the modem dial
the number.

4. Assoon as the modem finishes dialing the number, pick up the
telephone handset and click Talk in the dialog box. This resets

the modem before it can give its loud connect tone.

The two speed-dial lists are continually updated. For example, as
you click on a number in the Frequently Called list, the number
may move up the list because it is gradually becoming the most
frequently called number. It also moves to the top of the Recently
Called list, since it is the last number called.

Using GeoDex
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Dialing

GeoDex can automatically dial special numbers in front of every
number dialed. You enter these special numbers in the Dialing
Options dialog box.

— T

. Phone system access
M Prefix: codes
[:] Area Code: |[714| _| Area code for all

numbers

Prefix: If your phone system requires that you prefix all your phone
numbers with a special access code, you can have GeoDex automati-
cally dial this prefix for you. For example, assume that your phone
system requires that you dial 9 before every phone number, and that
you've entered “9,”. If the address card shows 555-1212 as the
number, GeoDex actually dials

9, 555=1212

Area Code: You can also have GeoDex turn every phone number
into a long-distance number, which is handy if take your computer
outside of the local area code but still want to dial the local numbers
you have on file. For example, suppose you lived in the 415 area code
and took your computer with you on long trips. If you want to dial
all your local numbers but don’t want to change every number to have
an area code, you could enter “1-415-" in the Dialing Options dialog
box. If the address card shows 555-1212 as the number, GeoDex

would dial
1=415=555=1,212

Note that you should enter the initial 1 as well as the area code. Also
note that the Area Code field accepts long-distance codes up to ten
characters long from other countries.
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Dialing
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To set a dialing option...

i

2

3.

4.

Choose Dialing Options from the Options menu. The Dialing

Options dialog box appears.

Turn the option on by clicking the check box next to the

option.

R Prefix: I:I
D Area Code: |:I

In the box, enter the numbers GeoDex should dial.

M Prefix: 9,|

D Area Code: I:I

Close the Dialing Options dialog box by double-clicking the
Control button.

To turn off a dialing option...

Click in the check box to turn the option off. For example, to stop

GeoDex from placing a prefix in front of every number, click the

check box next to Prefix.
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Browse list !

Browsing

You can view your address book as a list of names, instead of as
a collection of cards. This list is called the Browse View, and it shows

only names and phone numbers.

= i GeoDex - First Address Book o |

File Edit View Option

Baker, James
Balt, Tony
Carlson, Steve
Docket, Linda

Click to select I
1 name

Farley, Roger
Horton, Ed
Jensen, Carl
Langley, Chuck
Long, Arnold

Scroll through 2 person's | |- _]|OFFICE |[555-7886 (=X
I\;Nl ne numbers l ] %?;, ]
1 1
Phone number | Dial b—— L—] Quick Dial

Browse list: This list shows the index field of all the cards in the

address book. You can scroll the list to view all the cards.

Phone numbers: Clicking a name in the list causes the phone
numbers to appear here. To scroll through the different numbers,

click the up and down arrows.

Dial: Clicking this button dials the number shown in the phone

number box.
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Browsing

To switch between the Card View and the Browse View...

e If you're in the Card View, choose Browse View from the View

menu.

e If you're in the Browse View, choose Card View from the View

menu.

To see a person’s phone number...

1. Scroll the browse list until you find the person whose phone
number you want to see.

2. Select the name by clicking it. A phone number appears in the
phone number box.

3. Click the up and down arrows to see the different numbers.

To dial a phone number...

1. With the phone number showing in the Phone Number box,
gy : : S ; .
g] click Dial. The Dialing dialog box appears, telling you that
: GeoDex is starting to dial the phone number.

If your modem has a built-in speaker, you will hear the dial
tone, the number being dialed, and the ringing signal.

2. Assoon as the modem finishes dialing the number, pick up the
telephone handset and click Talk in the dialog box. This resets
the modem before it can give its loud connect tone.

If you don’t click Talk quickly enough, the person will not be
able to hear you speaking. Clicking Talk transfers the call from
your modem to the telephone.

Using GeoDex
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-

)

ext

CONtains ‘

GeoDex lets you scarch for cards that contain a certain bit of text;
for example, you could find all the cards containing the word “Smith.”

You search using the Both view, which combines the Browse and
Card views together. On one side is the browse list, showing all the
names in the address book, and on the other is the address card.

You can search for part of a word, a whole word, or many words.
GeoDex looks for the text in all the parts of the card—in the index
field, name, address, or the phone number areas. This means that you
could search for “Sm,” and GeoDex would find names like Smith,
Smithee, and Small, and also people who lived on Smith Street or in

Smallville.

If this is too broad a search, you can limit the search to the index fields.
Because these fields normally contains the person’s name, this is

effectively a name-only search.

In the index fields, GeoDex looks only for precise matches. If you
enter “smith” in the Search For field, GeoDex won’t consider cards
containing “Smith” to match—it’s looking for a “smith” beginning

with a small “s.”

— | ZE GeoDex - First Address Book o
File Edit View Option
o Baker, Emily
Next Baker, James
 ~a»r | |Balt. Tony
Previous Carison, Steve
, Linda

[

Farley, Roger

[Ed Horton

10834 S. Trabuco Rd. WL er“’
'}%ﬂ
%;

Jensen, Carl
Langley, Chuck

Brighton, CO 80601

Quick dial | [Long, Arnold

Searching

Imw«\,;y Find Next
finds occurrences

EM;J E Search For: [Hort] Find Next
ELE [[Jconfine Search to Index
T T
Ente
Se |
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Searching
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Search For: GeoDex looks for a card containing the text entered in
this field.

Find Next: Clicking this button finds the next card that contains the

Search For text.

Confine Search to Index: Turning on this option limits the search
to the index field on each card, effectively making the search a name-

only search.

Clear: Turning on this option clears the Search For text and turns the
Confine Search feature off.

To switch between the Card View and the Both View...

e If you're in the Card View, choose Both View from the View

menu.

e If you're in the Both View, choose Card View from the View

menu.

To search for a particular card...

1. Make sure that you are in the Both view.
2. In the Search For field, type the text you wish to find.

3. If you wish to limit your search to names only, turn on the

Confine Search to Index option.

4. Click Lookup. The first card containing the text is shown, and
the Lookup button changes to read Find Next.

Click Find Next to find the next card that also contains the text.

N

If GeoDex cannot locate any cards that contain the Search For text,
a dialog box appears informing you that no cards were found.
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To clear the search criteria...

Click the Clear button. The Search For field clears and the Confine

Search to Index option turns off.
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Printing

You can print the cards in your address book. Choosing Print from
the File menu displays a dialog box that lets you enter the number
of copies and print a fast rough draft or high-quality final output.

Shows the
current printer

Epson FX-100 on LPT1

Printer Options ] I Click to change

| printer or paper

D t Options Set print
Print Quality: @ High * Medissn O Low (Fast) 1' ; : o
nter numbper s juality nere
Enget TUIDET |1 L priboe or coptest [T ] P8R [ incnste
of copies |
Print Setup 1
- ; i | Choose wha
Choose Format: @ Print Al O Print Phones O Print Labels I
to prin

Chapss Label Sizel B R8 x 185716, single oolwna 28 x 194146, Bipie colann

To print the address book...

1. Choose Print from the File menu. The Printer dialog appears.

2. Click Change Options to change printers, the page format, or

the paper source. A dialog box appears.

G Epson FX-100 on LPT1 J Select fr¢ 1st of
Fast Laser Printer on LPT2 i ‘ tall
mnstaliec
Options
Paper Size: [Letter | Select f

Folio .
Yaper Sizes

Legal I Pagx 4

iaw: [T TR weiont [T B[ || froera s

Paper Source: @ Tractor O Manual Feed l ;Ul\t I S1Z€ Cr¢
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e If you have more than one printer installed, choose a printer
from the list.

If you need to update your printer configuration, see “The
Preferences Desk Tool” in Chapter 11, “Using the Desk
Tools.”

e Choose the desired page size from the list of sizes. You can
also override these choices by entering the Width and Height
of your paper in the boxes below.

e If your printer has several paper sources, select the Paper
Source you want to use for this printing.

Click OK to accept the changed settings, or click Cancel to
keep the previous settings. This returns you to the Print
dialog box.

Select the Print Quality:
e High—prints at the highest resolution of your printer.

e Medium—oprints at medium resolution (not available for

some printers).
e Low—-pirints at low resolution for quick drafts.
For the fastest printing, select the Low option.
Enter the Number of Copies you want.
Choose what you want to print:

e Print All—prints the name, address, and the phone numbers
from all the cards

e Print Phones—prints two columns of names and phone

numbers

e Print Labels—prints names and addresses in a format suitable
for mailing labels

Printing



Printing

6. 1If you're printing mailing labels, the Label Size option lists the
two different sizes that you can print. Choose one of the two.

7. Click Print to start printing.

Using GeoDex
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Saving a Document

The File menu contains two commands that let you save the
current address book document to disk:

e Save: Use this command when you’re through with the document,
want to make your changes permanent, or when you’re about to
try something new and want to be able to revert back to the current

document.

e Save As: Use this command to save a copy of your document under

a different name.

You don’t actually need to save your document while you're working
on it. GeoDex automatically safeguards your data as you go—in other
words, it keeps a temporary “working” copy on hand. In the event
of a power failure or other problem, your work isn't lost even if you
haven’t saved. You can set how frequently GeoDex safeguards your
document using the Preferences desk tool. See “The Preferences
Desk Tool” in chapter 11, “Using the Desk Tools,” for more

information.

To name and save a GeoDex document...
1. Choose Save As from the File menu.
2. Go to the directory where you want to save the document.

The Save dialog box shows you the files and subdirectories in
your current directory. To go into a subdirectory, double-click

its name or icon in the scrolling list.

3. Type a name for the document and click Save.



Saving a Document

Using GeoDex

Change drive }

Select Directory and Enter New Filename

B7? | c:[HARD DISK]

Move up one |

directory |

! fa] | \GEOMWORKS\DOCUMENT

" JARTHORK
CJFLYERS
[LETTERS

Double-click to |
|

open directory

fFMEMOS
I SUPPLIES

New name: | |

| Enter name

To save a copy of the GeoDex document with a different

name...
1. Choose Save As from the File menu. The Save As dialog
appears.
2. Goto the directory where you want to save the new document.
3. Type the new name for the document and click Save.

The title of the document at the top of the window changes to the

new name. This means that your changes are saved into this new

document from now on.

To save your changes as you work...

After you have named and saved the document once, choose Save

from the File menu to save any additional changes as you work.

It's a good idea to save after you make an important change.

To revert to the previously saved version...

If you start revising your address book and don’t like the changes

you’'ve made, you can return to the last saved version by choosing

Revert from the File menu.
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Linking to GeoPlanner

GeoDex can search the GeoPlanner calendar for scheduled
events containing a particular name or bit of text. If, for example, you
were looking at the card for Andrew Wilson, and you wanted to find
the time of your next meeting with him, GeoDex could scan the
GeoPlanner calendar for events containing the name “Andrew

Wilson.”

GeoDex expects the text that you're searching for to match the text
in the GeoPlanner calendar exactly. If you search for “Andrew
Wilson,” you won't get events containing the name “andrew wilson.”
For this reason, you should be consistent in the way that you enter
names into both GeoDex and GeoPlanner.

You must start GeoPlanner before you can use this searching

capability.

To find a calendar item for the person on the current card...

1. Make sure that GeoPlanner is started. See Chapter 9, “Using
GeoPlanner,” for information about starting it.

2. Select the text. This text could be the person’s name, part of the

address, or just some bit of text.

ﬁdilsnn, Andrew |
Select the text

Andrew m you wish to
865 Toronto St. | search for
Green Lake, NU 80523

:%PHUME ||r§ B
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3. Click the GeoPlanner button. The GeoPlanner window comes

up, and the first event containing the selected text is shown in
GeoPlanner

the Event window.

If you want to find the next event also containing the name,
click Find Next in the Search dialog box.

4. Click Cancel in the Search dialog box when you're done
searching.

5. When you finish looking at the calendar, return to GeoDex by
e Clicking anywhere inside the GeoDex window
Or,
e Choosing GeoDex from the Express menu.

As an example, suppose you're looking at Andrew Wilson’s card
and you want to find your next scheduled meeting with him. Select
the last name, “Wilson,” and click the GeoPlanner button. The
GeoPlanner window comes up, and your next meeting with
“Wilson” is highlighted.

If this isn’t the event you're looking for—maybe this particular
event is with another person named “Wilson”—click Find Next (in
the Search dialog box) to find the next event with “Wilson” in it.
And so on until you find the event you're looking for.

Using GeoDex



Cutting and Pasting

I#’s easy to cut or copy text from GeoDex and paste it into some
other application. For a full explanation of cutting and pasting
between applications, see “Cutting and Pasting” in Chapter 4, “The

Professional Workspace.”

To move or copy text to another application...
1. Select the text you wish to move or copy.
2. From the Edit menu,

e Choose Cut if you want to move the text. The text is removed
from the address book and placed on the clipboard.

e Choose Copy if you want to copy the text. A copy of the text
is placed on the clipboard.

3. Inthe otherapplication, click to position the cursor at the point

where you want to place the text.

4. Choose Paste from the Edit menu to copy the text from the

clipboard into the document.

The same technique works if you want to copy text in the opposite
direction—from another application into GeoDex.

To Quick Copy or Quick Move text...
1. Select the text you wish to move or copy.

2. Position the pointer over the selected text. Use the right mouse
button for both the Quick Copy and Quick Move:

¢ To Quick Copy the text, press and hold down the right mouse
button. The pointer changes to a Quick Copy pointer.



Cutting and Pasting

‘:I * To Quick Move the text, press and hold down the right
mouse button while simultaneously holding down the
key. The pointer changes to a Quick Move pointer.

3. Still holding the right mouse button (and if you're doing
a Quick Move), move the pointer until it's over the spot where
you wish to insert the selected text.

4. Release the right mouse button. The text is copied or moved

to the new location.

Using GeoDe x
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GeoPlanner gives you both a
yearly calendar and an
appointment book in one
powerful application. View this
year’s calendar and then switch
to next year’s—or last year's—
with one click of the mouse
button. Schedule appointments or
meetings, and have GeoPlanner
automatically remind you about
the important ones. You can even
schedule recurring events, like
birthdays or weekly meetings.
This chapter describes how to

use the GeoPlanner application.
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Starting and Exiting GeoPlanner

You start and exit GeoPlanner the same way that you start and
exit all GEOS applications.

There are ways to start GeoPlanner other than those described in this
section. For more information, see “Using Applications” in Chapter
4, “Using the Professional Workspace.”

To start GeoPlanner and open the standard date book...

e From the GeoManager WORLD directory, double-click the
GeoPlanner icon. GeoPlanner starts, opening the appointment
book.

GeoPlanner Or,

e From another GEOS application, choose Startup from the
Express menu. A cascade menu appears. Choose GeoPlanner
from this second menu. GeoPlanner starts, opening the

appointment book.

To start GeoPlanner and open a particular date book...

From the GeoManager DOCUMENT directory, double-click the
icon of the GeoPlanner document you wish to open. GeoPlanner

starts and automatically opens the document.

To exit GeoPlanner ...

Choose Exit from the File menu.

If you've made changes to the date book since the last time you've
saved, GeoPlanner asks you if you wish to save these changes.
Click Yes to save your work or click No to ignore all the work
you've done since the last time you saved. For information about
saving date book documents, see “Saving a Document” later in this

chapter.
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The GeoPlanner Window

The GeoPlanner window appears when you start the appli-

cation.
==z Today is Sunday July 15, 1990 - My Schedule s [ l’; lick to view the
(:hdﬂ&l\’\ vear shown in File Edit View Options Quick Utilities ! ! 51‘?.[“‘ ious and next da
Calendar window l veur: [1990) ] Z:20p4m Tuesday May 8, 1990
s " T May vlggo T E 5 R Check supplies
1 > 3 i 5 £8:00 | Scroll to view other
4 4 4 £\ 8:30am | ate for tl |
Calendat 3 T 5 0 T 2 A 9:00 | events for this day
B l_‘ 13 14 15 16 17 18 19 /A 9:30am | Check reservations
window | 20 |21 [22] |23 2% J?5 @6 £\ 10:00am
27 28 29 30 31 £\ 10:30am "_J I
» it vent window
44 A 11:00am . .
A 11:30am| Lunch with Laura Standish
1l A 12:00pm 1
T : T
[

| L Day shown in Event window

Scroll to view other
months

Calendar window: Click a day or drag to select a range of days to
view or schedule events for them.

Event window: In GeoPlanner, something you schedule—such as
an appointment or a meeting—is called an event. The Event window
shows everything scheduled on the days selected in the Calendar
window.

Previous Day and Next Day Buttons: Click these buttons to change
the day shown in the Calendar and Event windows.
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Working With the Calendar Window

The Calendar window shows the calendar for a given year. It
normally shows one month at a time, though you can have it show

several months at once if you desire.

April 1990
& M T W T F =
nghl]f;[l::td li)n\‘ \}fui\\\\ { 1 o 5 4 o a4 6 Iy J
ne seiecied aay
3 9 I 4z |13 |19
Today’s date is marked I’ 15 =] 17 18 19 20 21
with a dark outline
s £33 24, J£o 26 27 !128
Days with events scheduled | 29 Z0
are marked with a triangle
Today’s date is always marked with a dark outline. The selected days
are also marked with their own color. Days that have events
scheduled on them are marked with a small triangle.
To see a particular month while in Single Month view...
Click the scroll bars on the Calendar view window until you reach
the desired month.
To view different years...
Year: Change the Year field at the top of the GeoPlanner window, either

by clicking the little arrows or by typing in a new year. You can
enter any year from 1900 to 9999 AD. The Calendar window
immediately changes to show the calendar for that year.



Working With the Calendar Window

The Event window, however, doesn’t change as you change years;
it always shows the selected day, which doesn’t change as you
change years. The Event window changes when you select a new
day.

To switch between the Full Year view and the Single Month
view...

Choose one of the two views, Full Year or Single Month, from the
View menu. The Calendar window immediately changes to show

the new view.

The Calendar window normally starts in the Single Month view.

Using GeoPlanner
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Working With Events

You can use GeoPlanner as an electronic date book for tracking
events in your daily schedule. You can also use it to automatically
remind you when it’s time for important appointments.

A very useful feature of GeoPlanner is its ability to schedule events
that happen over and over continuously. This feature is described in
“Working With Repeating Events,” later in this chapter.

Scheduling Events

Scheduling events is simply a matter of selecting the appropriate day,
entering the time of the event and then typing a brief description of

the event.

To schedule an event...

1. In the Calendar window, click the square of the desired day.
The day’s events appear in the event window. Check the date
above the Event window to make sure that you clicked the

correct day.

2. Choose New Event from the Edit menu. A blank event appears

in the Event window.

I3 OTooan

2\ 8:30am
LA OuiNanm . =

3. Type the time of the appointment or event, as in the following

example:
10:40am
4:50pm
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Working With Events

Using GeoPlanner

If the event has no particular starting time, leave the time area
of the event blank.

Press(Tab). The cursor moves into the description portion of the
event line.

Type a description of the event. You may fill as many lines as
you like.

When you do something else—such as selecting a different day
or starting a new event—GeoPlanner automatically verifies
that you typed the time correctly and stores the event.

To change an event...

Change the event the way that you’d change any regular text, by

selecting text with the mouse and re-typing it. See “Entering and

Editing Text” in Chapter 4, “The Professional Workspace,” for

more information.

If you make a mistake while changing an event, choose Undo from

the Edit menu to restore the event to its original form. Note that

you cannot undo after you change the day displayed in the Event

window or after you change or delete another event.

To remove an event...

1.

Click the event to select it. GeoPlanner draws a box around the
event to show that it has been selected.

Choose Delete Event from the Edit menu. The event is
removed from the window.

You can change your mind and restore a deleted event by
choosing Undo from the Edit menu. Note that you cannot
restore a deleted event after you change the day displayed in
the Event window or after you change or delete another event.

If you omit the “am” or
“pm” when you type the
time of the event,
GeoPlanner fries to
guess which one you
mean. If it doesn’t guess

correctly, change the

time manually.



Working With Events

Viewing Events

The Event window shows the events scheduled for a particular day

or group of days.

GeoPlanner provides several shortcuts for quickly viewing the
scheduled events of one day, the entire week, or the entire month.

To view a day’s event...

In the Calendar window, click the square of the desired day. The
day’s events appear in the Event window.

F|

23 Click desired day to see
the day’s events

A0 3

To view the next or previous day’s events...

e Click the Next Day button to view the day following the
currently selected day. The Event window changes to show the

day.
Or,

e Click the Previous Day button to view the day preceding the
currently selected day. The Event window changes to show the
day.

To view events for a range of days...

In the Calendar window, drag the mouse to select the days you
wish to view. The events scheduled for those days appear in the
Event window.

£ 4 13

g LU 1 B
B0 R e <U
23 24 |25 |26 27

= Drag to select a
range of days
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Working With Events

The Next Day and Previous Day buttons move you forward and

backward by the same number of days that you've selected. For
example, if you select four days and click Next Day, GeoPlanner
selects the following four days.

To quickly view today’s events...

Choose Today from the Quick menu. The Event window shows
the events scheduled for today.

GeoPlanner uses the computer’s built-in date to determine today’s
date.

To quickly view this week’s events...

From the Quick menu, choose This Week. The Event window lists
all the events scheduled for this week.

To quickly view this weekend’s events...

From the Quick menu, choose This Weekend. The Event window
lists all the events scheduled for Saturday and Sunday.

To quickly view this month’s events...

Choose This Month from the Quick menu. The Event window lists
all the events scheduled for this month.

Using GeoPlanner
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Setting the Alarm

GeoPlanner has an alarm that you can use to remind you that

it’s time for an important appointment.

Alarms normally go off at time of the event, but you can set them to
go off a few minutes early to give you some time to prepare.

To turn on the alarm for an event...

uERas ]

; z ;ISDam Click the bell icon next to the particular event. The bell darkens,

10:00am & indicating that the alarm is set.
L% 0:30am

When the alarm goes off, a tone sounds and a dialog box appears,
L & . awew

showing the description for the event.

To stop the alarm once it’s gone off...

e Click Off in the dialog box to turn off the alarm and make the

box go away.
Or,

e Click Snooze to turn the alarm off temporarily—like pressing the
Snooze button on a bedside alarm clock. After five minutes the

alarm goes off again.

To make the alarm go off earlier...

1. Choose Alarm Settings from the Edit menu. The alarm settings

box appears.
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Setting the Alarm

Event Information
Date: 7/17/1990 Time: 10:00am
Event: Sign loan paperwork

Alarm Information——— Time and date
Date: [7/17/1990 | Time: [10:00am alarm will go off

Alarm Is: @ on O Off

2. Change the Time. This is normally set to the time of the event.
Enter the time that you wish the alarm to go off. For example,
if you were setting the alarm for a 10:00 am appointment and
you wanted five minutes to get ready, you’d enter

9:55 am

3. Click OK. The dialog box goes away.

You can set all alarms to go off early as part of their standard
operation. See “Customizing GeoPlanner” later in this chapter, for

more information about this.

To turn off the alarm for an event...

Click the bell icon again. It changes from solid to outline form,

indicating that the alarm is turned off.

You can also turn the alarm on and off with the Alarm Settings
dialog box. Click the event with the right mouse button to change
the Alarm Settings.
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Working With Repeating Events

GeoPlanner makes it casy for you to schedule events that
happen regularly. For example, you might have a staff meeting every
Tuesday at 9:30 am. Or maybe you need to pick up your children from
school early on the first Thursday of each month.

GeoPlanner can only handle those events that repeat at regular
intervals. It can’t handle dates that repeat at odd intervals—say, a
meeting that happens on the third Friday in June, September, and

November.

Here are some examples of repeating events:

e Every January 5th until 1995

e Every Monday and Wednesday in the current year
e Every second Friday

Such events are marked with a large R in the Event window to indicate
that they repeat. You also see all of them together in the Repeating
Events dialog box.

You define events in the Repeating Event dialog box.

Type of Event
How often Frequency: O Weekly O Monthly @

event occurs Specify by: @ Date (O Day of Week

Event Will Occur

Day or date

f event

General Information

Description I Event: [Jane’s Birthday ]

of [ Repeat: @ Forever O From: | | To: | ]

KKK]



Working With Repeating Events
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Frequency: This shows an event’s cycle. The event can happen
every week, once a month, or once a year.

Specify by: Monthly and yearly events can be listed one of two ways:
by date—January 7th—or by the day of the week—second Friday in
June.

Select Days: For a weekly event, use these settings to choose the
days of the week that the event occurs.

Month: For a yearly event, use this setting to choose the month when
the event occurs.

Day of Month: For monthly or yearly events scheduled by date, use
this setting to choose the day of the month on which the event occurs.
If it always occurs on the last day of the month, click Last.

Day of Week: For monthly or yearly events scheduled by day of
week, use this setting to choose the day. For instance, if you always
get paid on the second Monday of the month, you would create a
Monthly event and choose Second and Monday in the Day of Week
field.

Time: Time of day that the event happens. Leave it blank if the event
has no scheduled time.

Description of event: This brief description appears in the event
window on the days of the event.

Range of dates: This shows the date of the first occurrence of the
event and the date of the last. If the event continues on indefinitely,
click Forever.

Scheduling Repeating Events

You use the Repeating Events command to create, edit, and remove

all repeating events.
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Working With Repeating Events

To schedule a repeating event...

1. Choose Repeating Events from the Utilities menu. The Repeating
Events dialog box appears.

= Repeating Events

___||Check supplies'
Anniversary

Pick up early at school

ew Granse |

2. Click New. The Repeating Events dialog box appears.

3. Set the different options. See “Setting Some Common Events,”
later in this chapter, for information about scheduling some

common kinds of repeating events.
4. Click OK to schedule the new event.

5. Click Close to make the Repeating Events dialog box go away.

To change a repeating event...

1. Choose Repeating Events from the Utilities menu. The Repeating
Events dialog box appears.

2. Click to select the event you want to change and then click
Change. The Repeating Events dialog box appears.

3. Change the information in the dialog box.
4. Click OK when you finish.
5. Click Close to make the Repeating Events dialog box go away.

You normally change repeating events with the Repeating Events
dialog box. If you instead alter a repeating event by editing it
within the Event window, GeoPlanner doesn’t change the repeating
event. Instead, it turns the repeating event into a regular event on
that day, which you then change.
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If you change the repeating event later on, this event won’t change,

because it is “cut off” from the original repeating event.

To remove a repeating event...

i

Choose Repeating Events from the Utilities menu. The Repeating
Events dialog box appears.

Select the particular event you want to remove.

Click Delete. The event is removed from the window.

Setting Some Common Events

Most of the repeating events that you'll want to schedule are probably

similar to one of the following examples.

To schedule an event that occurs weekly...

Suppose that you meet with your employees every Wednesday at
3:30 pm.

15

4.

Begin a new repeating event by choosing Repeating Events
from the Utilities menu (see “Scheduling Repeating Events,”
earlier in this chapter).

Click the Weekly button in the Repeating Event dialog box.

Where it says Select Days, click the day or days when the event
occurs. In this case, click Wednesday, since your meeting is

every Wednesday afternoon.

If you make a mistake, click the button again to turn it off and
choose another.

In the Time of Event box, enter the time of the event:
3:30pm



Working With Repeating Event:

5. Inthe Event box, type a brief description of the event. For this
event, enter
meeting with employees

6. 1If the event starts on a particular date and continues through
to another date, enter those two dates into the Repeat From and
To boxes. On the other hand, if the event goes on indefinitely,
click Forever.

Since this is the case with your employee meetings, you click

Forever.

7. Click OK to enter the event.

Type of Event
O Monthly O Yearly

Frequency: @ y:

Specify byt Y Bate & Doy of Week

Event Will Occur
Select Day(s): [JSun [JMon []Tues [MWed [JThu [JFri []Sat
Citast & oate PManths !

Time: [

Gi al Informatior

a4 af Moot

fay of WNeelks s

Event: IHeeting with employees |

Repeat: @ Forever O From: | | To: | |

o3

To schedule an event that occurs on a certain date each
month...

Suppose that you always pay your rent on the 5th of the month.

1. Begin a new repeating event as described in “Scheduling
Repeating Events,” earlier in this chapter.

2. Click the Monthly button.

3. Because you always pay on a certain date, instead of a certain
day of the week, click Date in the Specify By field.
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Choose the particular date by changing the Date in the Day of
Month field. In this case, change the Date to 5, since you pay
on the 5th of the month.

In the Time box, enter the time of the event. For this example,
unless you have a specific time when you have to pay your
rent, you can leave the Time box empty.

In the Event box, type a brief description of the event. For this
event, enter
Pay rent

If the event starts on a particular date and continues through
toanother date, enter those two dates into the Repeat From and
To boxes. If the event goes on indefinitely, click Forever.

Since you pay rent indefinitely, you click Forever.

Click OK to enter the event.

Frequency: O HWeekly @ Monthly O Yearly
Specify by: @ Date O Day of Week

Type of Event

flavg of WNeeld i1

General Information

Event: [Pay rent| d|
Repeat: @ Forever O From: [ | To: | |

[oxd

To schedule an event that occurs on a particular day each
month...

Suppose you get your paycheck on the first Monday of the month.

f

Begin a new repeating event as described in “Scheduling
Repeating Events,” earlier in this chapter.
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Working With Repeating Events

2. Click the Monthly button.

3. Because you're always paid on a particular day of the week,
click Day of week in the Specify By field.

4. Choose the particular day by changing the Day of Week. In this
case, change it to be First and Monday, since you get paid on
the first Monday of the month.

5. Inthe Time box, enter the time of the event. For this example,
unless you have a specific time when you get paid, you can
leave the Time of Event box empty.

6. Inthe Event box, type a brief description of the event. For this
event, enter
Get paycheck

7. 1If the event starts on a particular date and continues through
to another date, enter those two dates in the Repeat From and
To boxes. If the event goes on indefinitely, click Forever.

Since you get your paycheck indefinitely, click Forever.

8. Click OK to enter the event.

Type of Event
Frequency: O Weekly @ Monthly O Yearly

Specify by: O Date @ Day of Week

Event Will Occur

Setect Bagls R Sun [ iMan |

Last & Dater

Hay of Montiy
Day of Week:

General Information
Event: |Get paycheck| |
Repeat: @ Forever (O From: | To: | |
[ox]
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Working With Repeating Events

Using GeoPlanner

To schedule an event that occurs on a certain date each
year...

Suppose you want to mark someone’s birthday—May 25—in

GeoPlanner.

1.

Begin a new repeating event, as described in “Scheduling
Repeating Events,” earlier in this chapter.

Click the Yearly button.

Since a birthday always happens on the same date, click Date
in the Specify By field.

Change the Month to be the month when the event occurs. In
this example, choose May.

Choose the particular date by changing the Day of Month. In
this case, change the Date to 25.

For this example you can leave the Time of Event box empty.

In the Event box, type a brief description of the event. For this
event, enter
Michael’s Birthday

If the event starts on a particular date and continues through
to another date, enter those two dates into the Repeat From and
To boxes. If the event goes on indefinitely, click Forever.

For this example, you click Forever.

Click OK to enter the event.
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Working With Repeating Events

Type of Event
Frequency: O Heekly O Monthly @ Yearly

Specify by: @ Date O Day of Week

fay of Neels

G al Informati
Event: [Michael’s birthday]| ]

Repeat: @ Forever O From: [ | To: [ I

5},

To schedule an event that occurs on a particular day each
year...

Suppose you want to mark Thanksgiving—which always happens
on the fourth Thursday of November—in GeoPlanner.

1. Begin a new repeating event, as described in “Scheduling
Repeating Events,” earlier in this chapter.

2. Click the Yearly button.

3. Because Thanksgiving always falls on a Thursday, click Day of
Week in the Specify By field.

4. Change the Month to the month when the event occurs. In this
example, choose November.

5. Choose the particular day by changing the Day of Week. In this
case, change it to Fourth and Thursday, since Thanksgiving
always falls on the fourth Thursday of the month.

6. For this example you can leave the Time box empty.

7. Inthe Event box, type a brief description of the event. For this
event, enter
Thanksgiving
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8.

If the event starts on a particular date and continues through
to another date, enter those two dates into the Repeat From and
To boxes. On the other hand, if the event goes on indefinitely,

click Forever.

For this example, you click Forever.

9. Click OK to enter the event.

Frequency: O Weekly O Monthly @ Yearly
Specify by: O Date @ Day of Week

Type of Event

Event Will Occur

Setest Baglsh
$ay of Months

Day of Week:

Event: [Thanksgiving| ]
Repeat: @ Forever O From: | | To: | ]
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Searching

GeoPlanner lets you scarch for events that contain a certain bit
of text; for example, you could find all the events containing the word
“Smith.”

GeoPlanner looks for the text in the event description. You can search
for part of a word, a whole word, or many words. This means that
you could search for “Sm,” and GeoPlanner would find appointments
with Smith, Smithee, and Small.

However, GeoPlanner is case-sensitive. If you enter “smith” in the
Search For field, GeoPlanner won’t consider events containing
“Smith” to match—it expects both of the words to match exactly.

To search for an event containing some text...

1. Choose Search from the Utilities menu. The Search dialog box

appears.
i
Search String: " — -f =1 Vi
|
[Grart Geareh | Find Next | Lglose J

2. In the Search For field, type the text you want to find.

3. Click Start Search. The first event containing the text appears

selected in the event window.

4. Click Find Next to find the next event that also contains the text.

GeoPlanner starts the search with today’s events and continues on
through the list of future events. If it can’t find the text in any of those
events, it asks you if you want to search through past events, too.

If there are no more past or future events that contain the Search For

text, a dialog box appears telling you that the search is complete.
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You can use GeoPlanner to print your scheduled events or to print

monthly or yearly calendars.

Choosing Print from the File menu displays the Printer dialog box,
which lets you enter the number of copies and choose to print a fast

rough draft or high quality final output.

Printer Options

Epson FX-100 on LPT1

| Click to change

I Change Options.s

i

Document Options
D Medium O Low (Fast)

Print Quality: @

[[] Text Mode Only
Number of Copies: E

Lafiate

GeoPlanner Print Options

Ld L3
Printing
Currently selected |
printer |
Select print quality |-
Number opies
Number of copies F
Choose what to print e
-
[}
e
c
]
Qo
0
[}
0
]
e
"
o]

Will Print: May 1991

Print: O Event Window @ Month O Year [ |include Events

— Month that will be printed

Turn on if you want the events |

printed on the calendar

To print something with GeoPlanner...

1. Choose Print from the File menu.

2. Click Change Options to change printers, the page format, or
the paper source. The Change Options dialog box appears.
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Select from list of

installed printers

Select from common
paper sizes

Enter a custom
paper size here

|

el Epson FX-100 on LPT1
Fast Laser Printer on LPT2

Paper Size:
Folio
Legal

:

e T v g O — v

Paper Source: @ Tractor (O Manual Feed

e If you have more than one printer installed, choose a printer

from the list.

If you need to update your printer configuration, see “The
Preferences Desk Tool” in Chapter 11, “Using the Desk
Tools.”

e Choose the desired page size from the list of sizes. You can
also override these choices by entering the Width and Height
of your paper in the boxes below.

e If your printer has several paper sources, select the Paper

Source you want to use for this printing.

e Click OK to accept the changed settings, or click Cancel to
keep the previous settings. This returns you to the Print

dialog box.
Select the Print Quality:
e High—oprints at the highest resolution of your printer.

e Medium—oprints at medium resolution (not available for

some printers).
e Low—prints at low resolution for quick drafts.

For the fastest printing, select the Low option.
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4. Click Text Mode Only for faster printing at any print quality
level. This option uses the printer’s internal fonts, so the
printed output may not match what you see on the screen.

5. Enter the Number of Copies you want.

6. In the GeoPlanner Print Options, choose what you want to
print:

e Event Window—oprints what'’s in the event window.
e Month—oprints a calendar for one or more months.

e Year—prints a calendar for the current year. No events are
printed.

GeoPlanner prints according to the selected days in the
calendar window. For example, to print a calendar for February,
first select a day in February from the Calendar window. Then
choose Print from the File menu and choose Month. The Will
Print box says “February.”

7. Click Print to start printing.

To change the page setup...

You can use Page Setup to change the way GeoPlanner prints.

1. Choose Page Setup from the File menu. The Page Setup dialog
box appears.

Document Options
O Legal O Custom

Set s1ze of l
printed calendar |

Size: @

'\\M"\ Custom 1is

selected, set width

ikt

Height

Orientation: @ Portrait O Landscape

Print calendar “normally 1 Print calendar sideways
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2. If you want to print a calendar that is larger or smaller than the
printer’s paper, choose one of the Document Sizes. If the
Document Size is larger than the paper in the printer, GeoPlanner
prints part of the calendar on one sheet, and part on another.
You can then tape the two pages together to form a larger
sheet.

3. To make the calendar print sideways on the page, choose
landscape for the Orientation.

4. Click OK when you finish.
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Saving a Document

The File menu contains two commands that let you save the
current date book document to disk: Save and Save As.

e Use Save when you finish with the document, want to make your
changes permanent, or when you’re about to try something new
and want to be able to revert back to the current document.

e Use Save As to save a copy of your document under a different
name.

The first time you save, a dialog box appears for you to name the
document.

You don't need to save your document while you're working on it.
GeoPlanner automatically safeguards your data as you go—in other
words, it keeps a temporary “working” copy on hand. In the event
of a power failure or other problem, your work isn’t lost even if you
haven’t saved. You can set how frequently GeoPlanner safeguards
your document using the Preferences desk tool. See “The Preferences
Desk Tool” in Chapter 11, “Using the Desk Tools,” for more
information.

To name and save a GeoPlanner document...

1. Choose Save or Save As from the File menu. The Save As dialog
box appears.

Select Directory and Enter New Filename

L B7? | c:[HARD DISK]
Move up one directory | [<] | \GEOWORKS\DOCUMENT
[ IARTWORK
Double-click to I COFLYERS
FOLETTERS
FOMEMOS
) SUPPLIES

Enter name of | New name: | ]

document

Change drive

open directory |

Using GeoPlanner
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2. Go to the directory where you want to save the document.

The Save dialog box shows you the files and subdirectories in
your current directory. To go into a subdirectory, double-click
its name or icon in the scrolling list.

3. Type a name for the document and click Save.

To save a copy of the GeoPlanner document with a different
name...

1. Choose Save As from the File menu. The Save As dialog box
appears.

2. Go to the directory where you want to save the document.
3. Type the new name for the document and click Save.

The title of the document at the top of the window changes to the
new name. This means that from now on your changes will be

saved into this new document.

To save your changes as you work...

After you have named and saved the document once, choose Save
from the File menu to save any additional changes as you work.
It's a good idea to save after you make an important change.

To revert to the previously saved version...

If you start revising your date book and don'’t like the changes
you’ve made, you can return to the last saved version by choosing

Revert from the File menu.
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Changing Views

Using GeoPlanner

You control the calendar and Event windows with the View menu.

To select a view...

Choose the desired view from the View menu. The view changes

immediately.

You can choose between three different views:

= | Today is Monday July 16, 1990 - My Schedule o) [ =]
File Edit View Options Quick Utilities
vear: [EED] P94 12:20pm
May 1990
5 ™M T w T S
P_ Z P L P 5 E
g 7 P pr il Pl P
3 4 5 16 A7 PG E
20 Al 22 73 73 P 26
27 28 29 30 PEl P

Calendar Only: This view closes everything but the calendar

window. Because the Event window is closed, you cannot view

the events themselves, nor can you change them or add to them.

Despite this, the reminder feature continues to work for events that

are already entered in GeoPlanner.

= |ZFE 2 Today is Monday July 16, 1990 - My Schedule alll[=]
File Edit Uiew Options Quick Utilities
HWednesday May 9, 1990
rR Meeting with employees
A\ 8:00am
£\ 8:30am
£\ 9:00am
/A 9:30am Call Roger about papers
A 10:00am
£ 10:30am
L 11:00am Meet with RAlice Meyers
H| 2 11:30am H
P s i il

Events Only: This view closes everything but the Event window.

You canstill view, change, and delete events, but with no Calendar
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window, you can only change the day shown by using the Next
Day and Previous Day buttons.

Today is Sunday July 15, 1990 - My Schedule
File Edit Uiew Options Quick Utilities
Year: A V] 2:09pm Wednesday May 9, 1990
May 1990 Meeting with employees
S ar lJW T i S g 00 o ey
i P L A B30
6 7 p 8 P 10 Pl 12 A 9:00am
13 14 15 16 p 17 4 18 19 A 9:30am Call Roger about papers
20 |21 |22 |23 24 75 %6 £\ 10:00am
27 28 29 30 31 ] A 10:30am
A 11:00am Meet with Alice Meyers
A 11:30am 1
E I D | £ 12:00pm Lunch with Andre
T T

Both: This is the standard view. It shows both the Calendar
window and the Event window together.
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Customizing GeoPlanner

You can customize some of the different features of GeoPlanner,
including the way that it presents events in the Event window and the
number of minutes that alarms go off ahead of the actual event.

You can save these preferences so that they still apply the next time
you start GeoPlanner.

To set your preferences...

1. Choose Change Preferences from the Options menu. The
preferences dialog box appears.

2. Set the different options.

3. Click OK to save your new preferences settings.

Display Preferences: [HID e! []Show Empty Days

Day Template Criteria

Start Time: End Time: [6:00pm interval: [30] G2

inder Precedes Event Time By——mmm
Minutes: IE' m Hours: IE] m Days: IZI m

Startup As
O calendar Only O Events Only @ Both

Day Template: This setting changes the way that GeoPlanner
displays events in the Event window. When you turn on Day
Template, the Event window shows the entire day broken down
into small blocks of time (usually half-hour intervals), even if no
events are scheduled. When Day Template is off, only the times
with scheduled events show.

Using GeoPlanner
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Show Empty Days: When you select a range of days in the
Calendar window, the Event window shows all the events
scheduled on all of the days. Normally the Event window lists only
those days that actually have events scheduled. With this option
turned on, the Event window lists every day in the range, even if
that day has no events scheduled on it.

Start Time, End Time, and Interval: These three options control
the Day Template. Start Time and End Time determine the range
of the template—normally 8 am and 6 pm respectively. The
Interval controls the amount of time between template entries, and
is set to half an hour by default. This means that the day is marked
off into half-hour blocks—8:00 am, 8:30 am, 9:00 am, 9:30 am, and

SO Oon.

Reminder Precedes Event: These settings change how far ahead
of the event the alarm normally goes off. While they are initially
set to zero, meaning that the alarm goes off at the time of the event,
you can change them to minutes, hours, and even days before.
This new setting takes effect for all events you enter from then on.

Note that this is only the default alarm time. You can set the actual
time of the alarm when you turn the alarm on.

Startup As: You can control which of the two windows are open
when you first start GeoPlanner. You can choose to have just the
Calendar window open, just the Events window open, or both

open.

To save your preferences...

Choose Save Preferences from the Options menu.

GeoPlanner doesn’t associate the preferences settings with any
particular date book document. When you save your preferences,
they stay in effect even if you work with a different date book

document.



Cutting and Pasting

I#'s easy to cut or copy text from the date book and paste it into
some other application. For a full explanation of cutting and pasting
between applications, see “Cutting and Pasting” in Chapter 4, “The

Professional Workspace.”

To move or copy text to another application...
1. Select the text you wish to move or copy.
2. From the Edit menu,

e Choose Cut if you want to move the text. The text is removed

from the date book and placed on the clipboard.
Or,

e Choose Copy if you want to copy the text. A copy of the text

is placed on the clipboard.

3. Inthe other application, click to position the cursor at the point

where you want to place the text.

Choose Paste from the Edit menu to copy the text from the

WA

clipboard into the document.

The same technique works if you want to copy text in the opposite

direction—from another application into the date book.

To Quick Copy or Quick Move text...
1. Select the text you wish to move or copy.

2. Position the pointer over the selected text. Use the right mouse
button for both the Quick Copy and Quick Move:

Using GeoPlanner
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e To Quick Copy the text, press and hold down the right
mouse button. The pointer changes to a Quick Copy pointer.

Or

)

e To Quick Move the text, press and hold down the right
mouse button while simultaneously holding down the
key. The pointer changes to a Quick Move pointer.

Still holding the right mouse button (and if youre doing
a Quick Move), move the pointer until it's over the spot where

you wish to insert the selected text.

Release the right mouse button. The text is copied or moved

to the new location.
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Linking to GeoDex

GeoPlanner can scarch the GeoDex address book for cards
containing a particular name or bit of text. For example, say you are
scheduled to meet with Andrew Wilson and you want to call him to
confirm the meeting. You can search GeoDex for the card with the
name “Wilson” on it. When you find it, you can use the phone

numbers on it to call him.

GeoPlanner expects the text that you're searching for to match the
text in the GeoDex address book exactly. If you search for “Andrew
Wilson,” you won'’t get cards containing the name “andrew wilson.”
For this reason, you should be consistent in the way that you enter

names into both GeoPlanner and GeoDex.

You must start GeoDex before you can use this searching capability.

To find the address card for a name in the Events window...

1. Make sure that the GeoDex application is started. See Chapter
8, “Using GeoDex,” for information about opening the address

book.

2. Select the person’s last name, or some other bit of text that you

wish to locate.

Z5 T TEUUaIm -
£ 11:30am :Meeting with Andrew
A 12:00pm e L

3. Choose GeoDex Lookup from the Utilities menu. The GeoDex
window appears and shows the first card containing the

selected text.

Using GeoPlanner
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¥ |
= I GeoDex - First Address Book [ o

File Edit View Option

[Wilson, Andrew |

Andrew Wilson
865 Toronto St.
Green Lake, NU 80523

[a JHoME |[555-9538 |

If you want to find the next GeoDex card also containing the
text, switch to the Search view (choose Search View from the
View menu) and click Lookup.

4. When you finish looking at the address book, return to
GeoPlanner by

e Clicking anywhere inside the GeoPlanner window
Or,
e Choosing GeoPlanner from the Express menu.

As an example, take the earlier case where you are scheduled to
meet with Andrew Wilson and you want to call him to confirm the

3

meeting. Select the last name, “Wilson,” and choose GeoDex
Lookup from the Utilities menu. The GeoDex window appears
with the card for Wilson displayed. All you need to do is scroll to

the correct phone number.

If this is the card for a different Wilson, you could switch to the
Search view and continually press Lookup until the correct card
appears.

Linking to GeoDex






With GeoComm you can easily
communicate with other
computers, information services,
and bulletin board systems.
GeoComm makes telecommuni-
cations straightforward and
efficient.

The first part of this chapter
shows you how to start the
application and begin a
communications session. The
remainder of the chapter describes
GeoComm’s many features and
explains how to use them to send

and receive information.
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What You Can Do With GeoComm

Telecommunication is the exchange of information between
two or more computers. These computers might be sitting at opposite
ends of a table, or they might be located at opposite ends of the
continent. The systems might exchange data through a simple cable
spanning the length of a room or over a telephone line connecting
New York to San Francisco.

Computers can communicate with each other over telephone lines
using devices called modems. Your modem translates all the text you
type into sounds, which then travel over the telephone line to another
modem that translates the sounds back into text for the other
computer.

GeoComm lets you process the information you send and receive in
many different ways. You can

e Scroll back to see information which has already scrolled off the top
of the window.

e Save any portion of data received to disk or to the clipboard.
e Send and receive files using the XMODEM protocol.

e Create and run scripts to automate as little or as much of your

sessions as desired.
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Starting and Exiting GeoComm

Using GeoComm

GeoComm

You start and exit GeoComm the same way that you start and exit
all GEOS applications.

There are ways to start GeoComm other than those described in this
section. For more information, see “Using Applications” in Chapter
4, “The Professional Workspace.”

To start GeoComm...

e From the GeoManager WORLD directory, double-click the
GeoComm icon. The GeoComm window appears.

e From another GEOS application, choose Startup from the
Express menu. A cascade menu appears. Choose GeoComm
from this second menu. The GeoComm window appears.

If GeoComm does not know which particular settings to use with
your computer and modem, the Protocol Settings dialog box
appears, reminding you to set the parameters. For instructions on
doing this, see “Setting Parameters,” later in this chapter. To select
default settings for your computer, see “The Preferences Desk
Tools” in Chapter 11, “Using the Desk Tools.”

To exit GeoComm...

Choose Exit from the File menu.
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The GeoComm Window

The GeoComm window displays information you are sending
and receiving.

R e
File Edit View Options Dial

n

| ET >

Cursor: When the cursor is solid, the GeoComm window is active;
whatever you type is sent to the computer you are communicating
with. See “Working On-line” later in this chapter for more informa-
tion. When the cursor is hollow, the GeoComm window is not active.
Before you can send data by typing, you must click the GeoComm
window.

Current Screen: The window displays incoming and outgoing data.

Resize Borders: Dragging a resize border at the edges of the window
changes the window size. This affects the number of lines and
columns that can be displayed.

You can change the number of lines and columns displayed in the
window as well as the size of the text in the window to make it easier

to see or fit in a smaller area of the screen.
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The GeoComm Window

Using GeoComm

To change the size of the window...

Use the resize borders to make the window larger or smaller. The

window redraws to its new size.

Alternately, you may directly set the number of lines and columns

in the window:

1.

4.

s

Choose Window Size from the View menu. The Window Size
dialog box appears, displaying the current number of lines and
columns.

Window Lines:

Adjust these settings to
change window size

Window Columns: |80

fppdg I Close |

Adjust the number of Window Lines by clicking the arrow
buttons or typing a new number.

Adjust the number of Window Columns by clicking the arrow
buttons or typing a new number.

Click Apply. The window redraws to the size you specified.

Click Close. The dialog box closes.

You can have up to 80 columns and 24 lines. On some computer

screens, this would make the GeoComm window bigger than the

entire screen. In these cases, the maximum number of lines is

adjusted down.
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The GeoComm Window

To make the text large...

Choose Large Font from the View menu. The window redraws in

a large font.

GeoComm attempts to maintain the same number of lines and
columns, but if the window would be too big to fit on the screen,
the number of lines and columns are automatically reduced.

To make the text small again...

Choose Small Font from the View menu. The window redraws in

a small font.
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Setting Parameters

Computer systems display, store, and transfer data in many
different ways. In order to communicate with other systems, you must
set GeoComm to accommodate the peculiarities of the particular

system you are calling.

There are three types of settings:

e Protocol — settings for transmitting and receiving data
e Terminal — settings for displaying and interpreting data
e Modem — settings for your particular modem

These settings are described in the following sections.

GeoComm transfers data to and from remote systems using various
protocol settings, such as baud rate and parity. The protocol settings

of the two systems must match.

Each time you start a GeoComm session, your protocol settings
default to the settings defined by the Preferences desk tool. See “The
Preferences Desk Tool” in Chapter 11, “Using the Desk Tools.”
However, you can change the protocol settings for the current session

with the Protocol dialog box.

Modem Port: OCom2 ;gomi M Loma
ST —_ Baud Rate: O 300 O 1200 O 2400 O 4800 O 9600 O 19200
i F_ Data Bits: OS5 06 O7 @8
n Parity: @ None O 0dd O Even O Mark O Space
Stop Bits: ®1 O1.5 O2
Handshake: @ Software (XON/XOFF) O None

Using GeoComm
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Modem Port: Set Modem Port to the particular socket on the back
panel of your computer where your modem is plugged in.

Baud Rate: The baud rate is the maximum speed at which data is
transmitted between your computer and the remote system. Set Baud
Rate to correspond with the remote system you are calling.

Data Bits, Parity, and Stop Bits: These settings define exactly how
data is formatted for transfer. Data Bits defines how many bits in the
stream of data exchanged between computers contain meaningful
information. Parity is used for error-checking during transmission.
Stop Bits are one to two bits which indicate the end of a character in
the stream of data exchanged. All three of these settings must match
those of the receiver.

Handshake: Choosing Software(XON/XOFF) allows GeoComm to
monitor the flow of data from the remote system, pausing and
restarting the remote computer if necessary. If you turn this option
off, you risk losing portions of incoming data.

To set protocol settings...

1. Choose Protocol from the Options menu. The Protocol window
appears.

2. Change the options in the window.
3. Click Apply when you finish.

4. Click Close to close the window.

Terminal Seftings

Sometimes the remote system you call expects you to use a certain
type of terminal; it assumes that your computer understands certain
codes and sequences of text. To communicate, your computer must
speak the same language as the remote system. GeoComm provides
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as long as sender and
receiver are using the
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a language translator in the form of terminal simulation options. By
choosing one of these simulation options, you can properly display
data received from the remote system. Because GeoComm simulates
most popular terminals, it is often possible to find one that the remote
computer can accommodate.

You set the terminal settings with the Terminal dialog box.

Select Terminal: Duplex:

T — St Bt Ay
UT 52 @ Full (full echo)

UT 100
WYSE 50

[W] Wrap lines at edge Optic
[[JAuto Linefeed

Terminal Type: GeoComm simulates a variety of terminals: TTY,
VT52, VT100, WYSES0, ANSI, IBM3101, TVI950. Normally you use a
standard TTY (“teletype”). When you connect to a system expecting
some other type of terminal, select the appropriate entry in the list.
GeoComm then simulates that particular type of terminal.

Contact the computer service you use fora list of supported terminals.

Duplex: The Duplex setting controls the direction of the flow of data
between computers. Full duplex is analogous to a two-way street;
data can flow in both directions at the same time. Half duplex is like
a one-way street; data can only flow in one direction at a time. If the
characters you type appear twice on the screen, select Full duplex.
If they don’t appear at all, choose Half duplex.
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Wrap Lines at Edge: This option controls how GeoComm deals with
lines of text that are too long to fit in the window. Turning on this
option causes GeoComm to split these long lines into shorter lines
that fit within the window. When the option is off, GeoComm doesn’t
display the part of the line that doesn’t fit in the window.

If you're capturing the text to a DOS file, the entire long line is
captured correctly, even if it doesn’t display in the window.

Auto Linefeed: This option replaces each incoming carriage return
with a carriage return and a linefeed. If each new line displayed on
your screen overwrites previous lines, turn on Auto Linefeed. If all
lines are double spaced, turn off Auto Linefeed.

To set terminal settings...

1. Choose Terminal from the Options menu. The Terminal dialog
box appears.

2. Change the options in the dialog box.

3. Click OK when you finish. The dialog box disappears.

Modem Settings

In order to communicate with other systems over the phone lines,
you must have a modem attached to your computer. GeoComm
assumes that you have a Hayes-compatible modem (a modem which
understands the commands common to the Hayes brand). If you
don’thave such a modem, then these settings are irrelevant. The Quick
Dial option and Scripts won’t work either.

You change the modem settings with the Modem Dialog box.
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Set

to
type

VICEC YOU Nav

match the

of phone

I

. e

Phone Type: Modemn Speaker: Speaker Volume:
{ @ On Until Connect (O High

(O On Unless Dialing @& Medium

O Always On O Low

O Always Off

Phone Type: If you choose Touch Tone, GeoComm uses tones —
the familiar beeps your telephone generates — to dial numbers. If
you choose Rotary, GeoComm uses clicks to dial numbers. Set the
phone type to agree with the type of service on your telephone line.

Modem Speaker: You can use your modem’s built-in speaker to
eavesdrop on the telephone line activity. Choose one of the settings:

e On Until Connect keeps the speaker on while dialing and waiting
for the other modem to answer.

e On Unless Dialing turns the speaker on only while waiting for the
other modem to answer.

e Always On keeps the speaker on at all times.
e Always Off keeps the speaker completely off.

Speaker Volume: This setting controls the volume of your modem’s
speaker.

To set modem settings...

1. Choose Modem from the Options menu. The Modem dialog
box appears.

2. Change the options in the dialog box.

3. Click OK when you finish. The dialog box disappears.
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Starting and Ending Communications

Once you have adjusted the GeoComm window to a size you are
comfortable with and have set the parameters for your computer, you
may start telecommunications with another computer.

If the two computers are already connected, just start typing.
Otherwise, you will want to dial a number with your modem.

To dial a number...

1. Choose Quick Dial from the Dial menu. The Quick Dial dialog
box appears.

[
Enter phone

number you

want to dial

2. Type the phone number you wish to dial.
3. Click Dial. GeoComm dials the number.

GeoComm accepts numbers in almost any format. Here are some
guidelines for entering phone numbers:

e Omit the area code for local numbers.
¢ Forlong distance calls, include the 1 and the area code, as in this
example:
1-415-555-1212
e If the number needs a special dialing sequence — to access a
long distance service, for instance — be sure to enter this

sequence before the regular number:
1,0288=1-202=555~1212
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e Place a comma anywhere in the number where you want a brief
pause in the dialing sequence. For example, if you need to dial
an access code for an outside line, type it as part of the number:

9, 5855~121.2

The access code is separated from the number by a comma. This
briefly pauses the dialing to give the access code time to work.

Quick dialing works only if you own a Hayes-compatible modem.
If you have a different type of modem, you must manually dial
numbers. Consult your modem’s documentation for more
information.

To hang up the phone...

1. If you're logged onto the other computer, log off of the
computer in the normal way.

2. Choose Hang Up from the Dial menu. A dialog box appears,
asking you if you're sure you want to break the connection. If
you click Yes, the modem hangs up the phone line, closing the
connection.
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Working On-line

When you have established communications with another com-
puter and are exchanging information, you are considered to be on-
line with that computer. When you are not connected to another
computer, you are off-line.

While you are on-line, the information exchanged between you and
the remote computer system appears within the GeoComm window.
Whatever you type into the window at the cursor is sent to the remote
computer. The response you receive is displayed at the cursor as well.

Sending Prepared Text
Rather than typing directly to the remote system, you may wish to

e Compose a message off-line, which lets you edit it before sending
the message.

e Send text from other applications or from other parts of the

GeoComm window.
¢ Send the contents of DOS text file.

Sending prepared text is like having the computer automatically type
in to the window whatever it is you are sending. In fact, if you were
to watch from the other computer, it would look like an extremely
fast typist were sending you things. Remember that problems like a
bad telephone line could cause random gibberish in the received file.

You can compose a message oft-line in the Message window and let
GeoComm automatically type in the contents of the window for you.
You might use this feature to write and send a short electronic mail

message.
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You can copy text to the clipboard from other documents, then paste
the text into GeoComm. GeoComm automatically types the contents
of the clipboard into the window when you paste. You might use this
to send an excerpt from a report or a letter.

You can also send a DOS text file, in which case GeoComm
automatically types in the contents of the file for you. You might do
this if you would like to include a conference report in an electronic
mail message or if you are sending a memo to someone in Boston.
Note that you can only send DOS text files (like those you create with
the Notepad desk tool), not GEOS documents (such as you produce
with GeoWrite or other similar applications).

To compose a message off-line...

1. Choose Message from the View menu. The Message window
appears.

= Message

L i

2. Enter the message you wish to send. You may edit the message
using basic text editing procedures. See “Selecting and Editing
Text” in Chapter 4, “The Professional Workspace.”

3. Click Send. The message in the window is sent to the other
computer via the GeoComm window.

You may continue to send messages in the same way as long
as the Message window is open.
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4. When finished, click Close in the Message window. The
Message window disappears.

To send the contents of the clipboard...

1. Cut or copy the text you wish to send. The text is placed on
the clipboard.

2. If you are in another application, choose GeoComm from the
Express menu. The GeoComm window reappears.

3. Choose Paste from the Edit menu. The contents of the
clipboard are sent to the other computer.

To type from a DOS text file...

1. Choose Type From Text File from the File menu. The Type
From Text File dialog box appears.

== Type From Text File

| Select text file to type:
*?| c:HARD DISK]

[ 5 ] veEomorKs\DOCUMENT

S L EMAIL.TXT
CLETTERS
Y|CTOMEMOS

B NOTES.TXT
B QUOTES.TXT

[M] Strip Linefeeds From Text

2. Locate and select the text document you want to send.

3. If the remote computer requires linefeeds after every carriage
return, make sure the End Lines With CR/LF option is on.

To see if you must use this option, contact the computer service
you are using.
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4. Click Type. A status window appears, showing you which file
is being transmitted. The contents of the file are typed to the
screen.

If you would like to stop the transfer, click Stop in the status
window.

Scrolling Through Data

When the GeoComm window fills with text, it starts to scroll upward.
The top line of text goes out the top, and the incoming line of text
comes in at the bottom. As the lines of text go out the top of the
window they are placed in a special place called the “scroll-back
buffer.” You can view this holding area by scrolling the window back
down with the vertical scroll bar. It has room for about 175 lines of
text; when it fills up, it removes the oldest lines—so it always contains
the /latest 175 lines of text.

You can save the scroll-back buffer into a DOS text file if you want
to keep it. For more information, see “Capturing Text” later in this
chapter.

Text in scroll- |

back buffer |
[[F#e Ecit View Options Dial
after making everything If no
i el OO i
3
-q “‘Ouery’ ' -- do not execute
Someres. et it & 17 the
ST Vrgeties is Hure) g, 18
Oetai o nrmro) o s s
G L o 2 Remove built-in rules'’ -
P : the. bullt-in rules
Current Screen | given i the systen mokef! e

-ands as they aro executed
-t “Touch targets' ' -- rather than
executing the commands to create
a target, just change its modifi-
cation time so it Wrs up-to-
ﬂﬂ(. Thls is danger
-x “Export ~= causes con.a'\ds to
be expor ted when in Make—
SompatlBT1 1 mede” ince woert-
will
T T Vo e el
pervice
Eervice Board o
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To scroll through the scroll-back buffer...

Use the scroll bar to view lines which have scrolled past the top

of the screen.

Move the scroll bar all the way to the bottom to see the currently

active screen again.



Saving Information

You may wish o save some portion of the information displayed
in the GeoComm window. It does not matter whether the data on-
screen was sent or received; you can save any text you see in the

window.

To copy text to the clipboard...
1. With the mouse, select the text you wish to copy.

2. Choose Copy from the Edit menu. The selected text is copied
to the clipboard.

You may now paste the new contents of the clipboard wherever
you wish, such as into a document in another application.

Saving Full Screens of Data

As you send and receive data, it slowly fills up the current screen.
Once the current screen is full of information, the oldest data is
moved into the scroll-back buffer to make room for the newest. You
learned how to look at the scroll-back buffer in “Working On-Line,”
earlier in this chapter. You can save all of the information contained
in the current screen as well as the information in the scroll-back
buffer.

To save the current screen and scroll-back buffer to a file...

1. Choose Save Buffer from the File menu. The Save Buffer dialog

box appears.

Using GeoComm
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Save Buffer

lect directory and enter filename for save:

) . C:HARD DISK] Save Contents of: ; e
Select the appropriate disk (] ] \GEOMORKS\DOCUMENT @ Soreen Oniy , ...choose what
drive and directory... r O Scroll-Back Buffer Only to save
) O Scroll-Back Buffer and Screen
Save File: [ = | ...and enter the name
| for the new file

2. Use the directory listing to locate the directory where you want
to save the resulting file.

3. Entera name for the file. This name should be in DOS format—
one to eight characters, optionally followed by a period and an
extension of up to three more characters.

Here are some examples of DOS file names:
SOMETEXT .TXT
ADOSFILE
LETTER. 2

4. Turn on Screen Only if you want to save the current screen.

Turn on Scroll-Back Buffer if you would like to save what has
scrolled past the top of the screen.

Turn on Scroll-Back Buffer and Screen if you would like to save
everything which has been sent or received.

5. Click OK. The data is written to the DOS file.
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Capturing Text

If you know ahead of time that you want to store data as you receive
it, you can route it directly into a text file as it comes in. You decide
when to start and stop recording the data.

To capture text to a file...

1. Choose Capture to Text File from the File menu. The Capture
to Text File dialog box appears.

— Capture to Text File
Select directory and enter filename for capture:

87 | c:inArD pisk]

Select the appropriate disk | = "
GEOWORKS\DOCUMENT

drive and directory

FJMEMOS

[W] End Lines With CR/LF

Capture File: [EETUIEREN

| ...and enter the name
| for the new file

2. Locate the directory in which you want to save the file.

3. Enteraname for the file. This name should be in DOS format—
one to eight characters, optionally followed by a period and an
extension of up to three more characters. The default file name
is CAPTURE.TXT.

Here are some examples of DOS file names:
SOMETEXT .TXT
SESSION
NOTE. 2

Using GeoComm



Turn on End Lines With CR/LF if your want the file to have
linefeeds after every carriage return. You normally leave this
option turned on.

Click Capture. The Capture Status window appears. Anything
you send or receive is recorded on disk.

= Capture Status

Capturing to: capture.txt

Click Done in the Capture Status window when you finish.

Saving Information



Sending and Receiving Files

A large portion of tclecommunications involves sharing files
between computers. You can send and receive text files such as
monthly reports and electronic mail messages, as well as applications
like games and utilities.

You learned several ways to send and receive text in previous
sections. In those cases, GeoComm either typed messages and files
for you, or saved whatever you saw on the screen. XMODEM is
different; it's a method of sending and receiving files piece by piece,
making sure that each piece is transferred properly. If any of those
portions are received with an error, perhaps because of a noisy phone
line, then that particular piece is retransmitted. Almost all file transfers
via XMODEM are error-free.

Both computers must be using XMODEM for file transfer. If the
receiver is using XMODEM, don’t use the DOS text file transfer
discussed earlier. On the other hand, if the receiver is expecting only
text, don’t send with XMODEM.

You can use XMODEM to send text files. You might wish to use
XMODEM rather than the DOS text file transfer if your file is large or
if you've encountered errors trying to send it using the DOS text file
transfer. You can also use XMODEM to send binary files, such as
GEOS documents.

Sending Files Using XMODEM

Sending a file using XMODEM is straightforward. Once you start the
XMODEM transfer, GeoComm takes over and does all the work.

Using GeoComm
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Sending and Receiving Files

To send a file with XMODEM...

1. Prepare the remote system to receive a file using XMODEM. Be
sure to specify whether you are sending a text or a binary (non-
text) file.

The method used to do this varies from computer service to
computer service. For instructions, contact the computer
service you are using.

2. Choose Send XMODEM from the File menu. The Send XMODEM
dialog box appears.

— Send XMODEM

Select file to send:

C:[HARD DISK]

- fa] | \GEDWORKS\DOCUMENT

Select the disk drive
and directory

containing the file CJLETTERS
[P MEMOS
[ NOTES.TXT
Select the file F—-#E

B REPORT.TXT
Choose a packet size .
-FPacket Size: @ 128 bytes O 1K blocks

for data transfer

Click to send I———- I

3. Locate and select the file you want to send.

4. Choose 1K Blocks if the remote computer accommodates 1K
Blocks and if the telephone line is a relatively good connection.
Otherwise, choose 128 Bytes. If you don’t know which is
appropriate, choose 128 Bytes.

5. Click Send. The Send Status window appears, showing you
which file you are sending and errors encountered during the
send.

If you want to stop sending the file, click Cancel in the Send Status
window.
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Receiving Files

You receive files in much the same way as you send them.

To receive a file with XMODEM...

1.

Using GeoComm

Prepare the remote system to send a file using XMODEM.

The method used to do this varies from computer service to

computer service. For instructions, contact the computer

service you are using.

Choose Receive XMODEM from the File menu. The Receive
XMODEM dialog box appears.

a7
=

FOMEMOS

C:[HARD DISK]

\GEOWORKS\DOCUMENT

File Type:

Xmodem Protocol:

O Text @ Binary
@ Checksum O CRC

Receive File: “

—

= Receive XMODEM

Select directory and enter filename for receive:

‘_i

Receive

Cancel

name of the

1ew recewving file

Locate the directory in which you would like to save the file.

Enter a name for the file. This name should be in DOS format—

one to eight characters, optionally followed by a period and an

extension of up to three more characters.

Here are some examples of DOS file names:
SOMETEXT . TXT
DOWNLOAD

EXCERPT

2
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5. Choose the Text option if you are receiving a DOS text file.
Select the Binary option if you are receiving a binary file, such
as a GEOS document or an application file.

6. Choose CRC if the remote system can accommodate CRC
(Cyclic Redundancy Check). Choose Checksum if the remote
system doesn’t allow CRC. CRC is a more sophisticated error-
checking protocol than Checksum, although either should
result in error-free file transfers. If you're not sure which to use,

choose Checksum.

7. Click Receive. The Receive Status window appears, showing
the file you are receiving and errors encountered during the

receive.

If you want to stop receiving the file, click Cancel in the Receive
Status window. If the Cancel button becomes disabled (grey), then
the file transfer can’t be interrupted.
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Naturally, any sort of connection between two computers is not
going to be perfect; transmission errors are bound to occur. GeoComm
provides a facility to monitor those errors. You can use this feature
to help verify that you have configured your protocol settings

properly.

To show line status...

Choose Show Line Status from the Options menu. The Show Line

Status window appears.

= Show Line Status

Read Errors: 0 Write Errors: 0O =
— Error counters

Frame Errors: 0 Parity Errors: 0

iReset Counters:
‘l Resets error counters

This window monitors errors on the serial line, updating its display

each time a read, write, frame, or parity error is encountered.

To reset line status counters...

Click Reset Counters while the Show Line Status window is open.

The four error counters reset to zero.

To close the Show Line Status window...

Click Close in the Show Line Status window. The window

disappears.

GeoComm continues to monitor errors even if you have closed the

Show Line Status window.
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b
Using Scripts

Through the use of scripts, GeoComm can automate many
aspects of your communications tasks. For example, you can write
a script to automatically log on to an information service or to perform
some repetitive task.

Several sample scripts are included with GeoComm. You may also
create your own Scripts.

To run a script...

1. Choose Scripts from the Dial menu. The Scripts dialog box
appears.

C:[HARD DISK]
fa] | \GEOMORKS\GEOCOMM

y ' : DIALUP.HMAC

Double-click a file | @ GENIE.MAC
name to run the B LIBGUIDE.MAC

script in the file ' B LOGON.MAC

Change drive |
Move up one directory |—

or click here to |

run the selected file | Run

GeoComm normally

2. Locate and select the script you would like to run. looks for scripts in the

3. Click Run. The Script Display window appears, showing the  subdirectory GFOCOMM
progress of the script.

— Script Display

Messages t I Verifying Password...
Dialing modem...

Connecting to service...

Verifying Password...

progress ui a
scrip |

[ Srap [ close |
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You may stop a script by clicking Stop in the Script Display
window.

To create a script...

1. Use the Notepad desk tool or another DOS file editor to create
a text file containing your script. For a description of scripting
commands, see “The Scripting Language,” later in this chapter.

2. Save the file under a name with up to eight characters. Append
.MAC o the end of the file name. For example, MYSCRIPT.MAC
would be an appropriate file name.

3. Place the script file in the GEOWORKS\GEOCOMM directory.
When you return to GeoComm, you can run the new script
from the Scripts dialog box.

The Scripting Language

Scripts resemble simple programs, and in fact you can use them to
“program” GeoComm to perform common tasks for you, such as
logging on to an information service.

Here is a description of all the commands in the scripting language.
You must enter all the commands in upper case, like so: CLEAR.
Labels can be in upper or lower case, but you must be consistent. If
you have a label defined as :GoHere, you must refer to it the exact
same way in a GOTO statement: GOTO GoHere.

In the descriptions that follow, the words that you must replace are
enclosed in angle brackets (“<>“). Do not type the brackets them-
selves.

:<label>

Any line beginning with a colon is treated as a label. Use the GOTO

command to jump to a label line.
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:ABORT

GeoComm will GOTO this special label if the user clicks Stop in the
Script Display window. The word “ABORT” must be all uppercase.

BELL

This command makes a beep sound to alert the user.

CLEAR

This command clears the Script Display window.

COMM <baud-databits-parity-stopbits-duplex>

This command sets the communication settings. For more detailed

information, refer to Setting Parameters earlier in this chapter.

baud: 300, 1200, 2400, 4800, 9600, 19200
data bits: 5,6,7,8

parity: N,O,E M,S

stop bits: 1165, 2

duplex: HALF, FULL

For example, if you're using a 2400 baud line with eight data bits, no
parity, and one stop bit, you would put the following command in
your script:

COMM 2400-8-N-1-FULL

DIAL <number>

This dials the number given using tone or pulse dialing (see the TONE
and PULSE commands later in this section).
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To make your script dial a 9 to connect you to an outside line, and
then dial 555-1212, you would put the following command in your
script:

DIAL 9,555-1212

END

This stops the script, returning control to the user (but doesn’t GOTO
to the :ABORT label).

GOTO <label>
This causes GeoComm to go to the line starting with “:<label>".

For example, the command
GOTO StartLoop

would make GeoComm start running the part of your script that
begins with the line
:StartlLoop

MATCH <text> GOTO <label>
PROMPT <number>

Use the MATCH and PROMPT commands together when you want
GeoComm to wait for the other computer to send a certain bit of text.

The MATCH command makes GeoComm look for <text> in the
output of the other computer. The <text> must be enclosed in double
quotes. You may also look for an by appending “,CR”. You can
specify more than one MATCH command before the PROMPT
command.

The PROMPT command causes GeoComm to pause for a certain
period of time while waiting for output from the remote computer to
satisfy one of the MATCH commands. When a match is found,
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GeoComm does a GOTO to the given label. On the other hand, if no
match is found within the specified time period, GeoComm “falls
through” and runs the command following the PROMPT command.

The time is given in sixtieths of a second. You must have both the
MATCH commands and the PROMPT command, and the MATCH
commands must directly precede the PROMPT command.

For example, to make GeoComm wait for up to sixty seconds (3600
sixtieths of a second) while waiting for the other computer to either
ask for a password or say that no login is possible, you could put the
following lines in your script:
MATCH “Password?”,CR GOTO DoPassword
MATCH “System unavailable” GOTO IsBusy
PROMPT 3600

PAUSE <number>

Causes GeoComm to pause for a certain amount of time before
continuing with the script. The <number> must be in units of sixtieths
of a second. If you omit the number, GeoComm pauses for one

second.

For example, to make GeoComm pause for one minute (60 seconds),
you would use this command:
PAUSE 3600

PORT <port>

Makes GeoComm use the given COM port to communicate with the

other computer.

If your modem is connected to COM port 2, for example, you would
use this command:
PORT 2
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PRINT <text>

This command displays the <text> in the Script Display window. The
text is not sent to the other computer.

If you wanted your script to show the message “Sending password...”
when it transmits a password, you would put the following command
in your script:

PRINT “Sending password..”,CR,CR

PULSE

This command causes GeoComm to use pulse dialing when it dials
a phone number (for telephone lines without tone dialing service).
SEND <text>

This command sends the <text> to the remote system.

For example, to send the word “password” followed by an to
the other computer, you would put the following line in the script:
SEND “password”,CR

TERM <terminal type>

This command makes GeoComm emulate a certain type of terminal.
The <terminal type> must be one of these types: TTY, VT52, VT100,
WYSES50, ANSI, IBM3101, TVI950.

For example, to make GeoComm emulate a standard TTY terminal,
you would put this command in your script:
TERM TTY

This command causes GeoComm to use tone dialing when it dials a
phone number.
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The GEOS desk tools include the
Preferences desk tool, the
Calculator, the Notepad, and the
Scrapbook. The desk tools are
applications that help you with
small, specific tasks, such as
configuring your system, doing
calculations, editing DOS files, or
saving often-used text or graphic
scraps.

This chapter describes each desk

tool and what it can do for you.
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The Preferences Desk Tool

The Calculator Desk Tool

The Notepad Desk Tool

The Scrapbook Desk Tool
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Starting and Exiting a Desk Tool

You start and exit a desk tool the same way that you start and exit
all GEOS applications.

There are ways to start a desk tool other than those described in this
section. For more information, see “Using Applications” in Chapter
4, “Using the Professional Workspace.”

To start a desk tool...

e From the GeoManager WORLD directory, double-click the
desired desk tool icon: Preferences, Calculator, Notepad, or
Scrapbook. The desk tool starts, opening a default document if

appropriate.

Preferences Calculator MNotepad Scrapbook

e From another GEOS application, choose Startup from the
Express menu. A cascade menu appears. Choose the desk tool
you want from this second menu. The desk tool starts, opening
a default document if appropriate.

To exit a desk tool...

Choose Exit from the File menu. The desk tool goes away.



The Preferences Desk Tool

The Preferences desk tool helps you tailor GEOS to work
with your particular computer system. You use it to adjust various
hardware options like printer and modem settings, and software
options like how often GEOS applications automatically safeguard

open documents.

The Preferences Window

When you start the Preferences desk tool, the Preferences window

appears.

= |FK Preferences o

w

0 o

> dl

-

- B i
"

. I I

)

[} » 8 .

= The Preferences window contains buttons that you click to change
" different groups of options.

)

c

';

=}
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The Preferences Desk Tool

Button Changes. ..

Look and Feel The size of the text in menus and dialog boxes, and
how often GEOS applications safeguard open docu-
ments

Date and Time The computer’s internal date and time settings

Background The picture that fills the workspace background

Printer The brand of printer you're using and the port to
which it’'s connected

Computer The type of additional memory present in your
computer and other internal hardware options

Video The type of video monitor you're using and the
screen blanking interval

Mouse The brand of mouse you're using, its responsive-
ness, and how quickly you have to click to do a
double click.

Modem The port, speed, and protocol options for your
modem

GEOS Internal GEOS options (not normally changed)

Changing the Date and Time
Your computer has a built-in clock that tracks both the date and time.

You use the Date & Time dialog box to change the built-in clock.

Change these options to set your computer’s
built-in clock.

Date & Time
Date: [8/4/1990

{ Enter today's date

[ 1L

- Enter the current time

Time: (12:43 pm
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Text changes to |

To change the date and time...
1. Click Date & Time. The Date & Time dialog box appears.
2. Change the date. You may enter the date in one of two ways:
5/25/90
Or,
10/29/1990

3. Change the time. Enter the new time in 12-hour format, and
enter am or pm along with the time:

10:25 am
9:46 pm

4. Click OK to update the built-in clock, or click Reset to leave the
date and time unchanged.

Changing Look and Feel Options

You can change the size of the GEOS system text—the text that
appears in menus, menu bars, window title bars, and dialog boxes.
You can also change how often applications safeguard open docu-
ments by saving temporary copies of them.

You change these options with the Look & Feel dialog box.

The Font Size determines the size of text in menus and
dialog boxes. Document safeguarding controls how
frequently applications automatically backup your document.

Look & Feel
Font Size D t Safeguarding
The size of the system text is: Safeguarding: @ On O Off
@ Small O Medium O Large Time (minutes): [ZI m

Sample text in selected font

show selected size |

size. Sound
Sound: @ On O Off
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The Preferences Desk Tool

To change the size of the GEOS system text...

1. Inthe Preferences window, click Look & Feel. The Look & Feel
dialog box appears.

Look & Feel

2. Choose small, medium, or large GEOS system text. Underneath
the settings is some sample system text, so you can see how
each of the choices look.

Your new setting won't take effect until you exit GEOS and start
it again.

3. Click OK, or click Reset to leave the options unchanged.

To change document safeguarding...

1. Inthe Preferences window, click Look & Feel. The Look & Feel
dialog box appears.

2. Turn the document safeguard feature on or off by clicking On
or Off.

3. Set the interval between safeguards by entering a new Time in

minutes.
4. Click OK, or click Reset to leave the options unchanged.

New safeguard options take effect immediately.

Changing the Workspace Background

You can fill the workspace’s background—the grey area underneath
all the windows—with a picture.
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To cimnge the workspace background...

i ih

List of available |

In the Preferences window, click Background. The Background

dialog box appears.

Choose a new background from the list below.
Click Apply to see the new background.

Backgrnd
Backgrounds RAvailable:

Standard Grey Background

O Place graphic in upper-left of screen

| Select a placement

background pictures |

O Tile graphic to fill screen

Select the name of the background picture that you want from

the Backgrounds Available list.

Select the way you want to place the background on the

screen.

e Upper-left corner: The left edge of the picture is placed
against the upper left edge of the screen.

e Center of screen: The picture is centered on the screen. If it
is smaller than the screen, then the surrounding area is filled
with the regular grey background.

e Tiled to fill screen: The picture is repeated across and down
the screen, covering the screen the way tiles cover a wall.

Click Apply to make the current picture your workspace
background. The background immediately changes.

If you don't like the background picture, choose another and

click Apply.

Click Close when you finish.

| for the picture



Double-click t

test setting

Mouse

The Preferences Desk Tool

You can change the speed with which the pointer moves across the

screen and how fast you must click to do a double-click.

You can also change the brand and model of mouse that you use with

GEOS.

You change these options with the Mouse dialog box.

Mouse

These options let you change the type and behavior of your mouse.

ol
gl

| Click to change mouse

Click Time Tuype of Mouse
O Slow O Medium @ Fast Current Mouse:
Logitech 3 Button Serial Mouse
ted Port:
Mouse A ation comi
O Slow O Medium @ Fast E‘

To change the mouse responsiveness...

1. In the Preferences window, click the button labeled Mouse.

The Mouse dialog box appears.

2. Choose a Double-Click Speed, which controls how quickly

you must click the mouse to do a double-click. Setting this

option to Fast means that you must do the two clicks very

quickly.

The new speed takes effect immediately. Double-click the Test

button to try out the setting; it flashes and beeps when you've

clicked fast enough.

3. Choose a Mouse Acceleration. This changes how far the

pointer moves when you quickly move the mouse.
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At the Slow setting, the pointer always moves the same
distance as the mouse. At the Fast setting, however, the pointer
moves much farther when you move the mouse quickly
(though the pointer continues to move only the same distance
when you move the mouse slowly). A short, quick mouse
movement can take the pointer all the way across the screen.

After changing, move the mouse around to see how it feels.

Click OK when you finish, or click Reset to leave the options
unchanged.

To change the mouse configuration...

When you replace your mouse with a different brand or model,

you need to change the Mouse Configuration settings as well. You

can also change the Mouse Configuration by running GEOS Setup
again (see “Installing GEOS” in the Quick Start manual).

1.

Select the port
where you've
connected
your mouse

In the Preferences window, click the button labeled Mouse.
The Mouse dialog box appears.

In the Mouse Configuration section, click Change. Another
dialog box appears.

Mouse

Not listed, or no idea

Laser 3 Button Serial Mouse
Logitech 2 Button Serial Mouse
Logitech 3 Button Serial Mouse
Microsoft 2 Button Serial Mouse

Serial Mouse Port

@ CcoM1 O coM2 OCOM3 O CoM4

3. Choose one of the brands from the list of brands.

Select your new mouse
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4. If you're using a serial mouse, choose the Serial Mouse Port

where you’ve connected it.

5. Change the Number of Mouse Buttons so that it correctly

shows the number of buttons you have on your mouse.

6. Click OK when you're finished. The dialog box closes, leaving

you at the Mouse dialog box again.

7. In the Mouse dialog box, click OK.

When you click OK, a dialog box appears asking you if you

wish to restart GEOS so that the change can take effect
immediately. Clicking Restart GEOS will exit GEOS and start it

again.

The mouse configuration change does not take effect until you exit
GEOS and start it again. At that time you have an opportunity to
verify that you've chosen the correct type of mouse. Should the

type turn out to be incorrect, you can correct the configuration at

that time.

Changing Printers

Before you can print anything you need to configure GEOS to work

with your printer. GEOS also needs to know what communication

port you've connected the printer to.

You change the printer configuration using the Printer dialog box.

Use these options to install, configure, and test your

printer {(or printers).

gy #)
" s—
——
Printer

Printers Installed:

[Andrews Dot Matrix Printer
Fast Laser Printer

| Install New... DR [Detete | [fost ! l Close I
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To install a new printer...

You need to install at least one printer before you can print
anything. If you want, you can even install several different
printers if you have more than one connected to your computer.

In the Preferences window, click Printer. The Printer dialog
box appears.

2. Click Install New. A second dialog box appears.

— Select printer brand

| Select a port

| If you want, give your

Printer: Port:
LPT1 (parallel)
ALPS ASP1000 LPT2 (parallel)
Amstrad DMP3000 LPT3 (parallel)
Amstrad DMP3000 COM1 (serial)
Axonix LiteWrite COM2 (serial)
]
T

Printer Name: [ALPS ASP1000 on LPTI1

3. From the Printer list, click to select the brand name of the

printer you wish to install. Scroll the list to see all the choices.

From the Port list, click to select the communication port where
you've connected the printer. Each port corresponds to a
socket at the back of the computer—although not all computers
have a socket for every port in the Port list.

As a rule of thumb, most parallel printers plug into LPT1, while
most serial printers plug into COML1.

If you've chosen one of the serial ports from the Port list
(COM1, COM2, COM3, or COM4), click COM Port Options to
configure the serial port to match your printer.

Normally the Printer Name box contains the brand name of the
printer and the port where it’s connected. This is the text that
shows up when you use the Print command of an application.
You can change this text to say anything you like.

| printer a “nickname’
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For example, you could change the Printer Name to a more
descriptive nickname:

Fast Laser Printer
Andrew’s Dot Matrix Printer

7. Click OK. The dialog box closes, leaving you at the Printer
dialog box again. The printer that you've just installed is visible
in the Printers Installed list.

8. Click Close to close the Printer dialog box.

To change a printer’s configuration...

When you change a printer’s configuration, you can change the
brand of printer, the communication port where it's connected,
and the assigned Printer Name.

1. In the Preferences window, click Printer. The Printer dialog

box appears.

Printer

2. Fromthe Printers Installed list, click the name of the printer you
wish to configure and then click Edit. A second dialog box

appears.
Change the printer |
brand or port |

Printer: Port:
ALPS ASP1000
ALPS ASP1000 LPT2 (parallel)
Amstrad DMP3000 LPT3 (parallel)
Amstrad DMP3000 COM1 (serial)
Axonix LiteWrite COM2 (serial)

Printer Name: [ALPS ASP1000 on LPT1 |

Can change nickname } I

3. Change one or more of the three items in the dialog box—the
brand of printer, the communication port, and the assigned
Printer Name.
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4. Click OK when you're finished. The dialog box closes and the
Printer dialog box shows again. If you've changed the Printer
Name, the new name shows in the Installed Printer list.

5. Click Close to close the Printer dialog box.

To delete a printer from the list of printers...

1. In the Preferences window, click Printer. The Printer dialog
box appears.
Printer

2. Fromthe Printers Installed list, click the name of the printer you

wish to delete from the list.

3. Click Delete. A dialog box appears asking you if you want to
delete the printer. If you still want to, click OK to actually delete
the printer.

4. The printer is removed from the list of Installed Printers.

5. Click Close to close the Printer dialog box.

To print a test page on a printer...

You can print a test page on any of the installed printers to make
sure you've configured them correctly.

1. In the Preferences window, click Printer. The Printer dialog

box appears.

2. From the Printers Installed list, click to select the name of the
printer on which you want to print the test page.

3. Click Test. The selected printer should immediately begin
printing a test page. If nothing happens or gibberish prints out,

Desk Tools

you should check the printer’s switches and perhaps change
its configuration by clicking Edit.

the

4. Click Close to close the Printer dialog box when you’re done.

Using
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Before you can use your modem, you need to identify the commu-
nication port where the modem is connected, and you need to
change the port’s Speed and Format options.

To change modem options...

1. Click Modem. The Modem dialog box appears.

Select the port where

|
L
modem is connected I

det the transmission l

speed and protocol

2. Choose which serial port has the modem plugged into it—
usually COM1, unless you have a serial mouse, in which case
it's usually COM2. Make sure it isn’t the same one where you

plugged a serial mouse.

3. Click Speed and Format Options to change the transmission
speed (Baud rate), parity, stop bits, and protocol. A second
dialog box appears.

Port Options for: My Modem
Baud Rate: O O 600 O 1200 O 2400 O 4800 O 9600 & 19200
Parity: O Even O 0dd O Space O Mark @ None
Word Length: OS5 ©O6 O7 @8
Stop Bits: @1 > 15 O2
Handshake: [ |Hardware [l Software [ ]None
Hevduwar o Handohoaking Gphons:

Stop Remoie:

Biop Loceh

(o]
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4. Change the options to match your modem. Click OK when
you're finished. The dialog box closes, leaving you at the
Modem dialog box again.

5. Click OK, or click Reset to leave the options unchanged.

Changing the Video Options

GEOS needs to know the type of monitor that's connected to your
computer. When you change the type of monitor, you need to change
the Video option settings, or run the Setup program again (see
“Installing GEOS” in the Quick Start manual).

The monitor change does not take effect until the next time you start
GEOS. At that time you run a series of tests so that you can verify that
you've chosen the correct type of monitor.

You can have GEOS blank the screen automatically to prevent images
from “burning in”. When you leave an image at the same place on
your screen for a long time, there’s a possibility that the image may
become “burned” into the screen—you see a ghost outline of the
picture even when the video screen is completely turned off. The
image has been literally burned into the surface of the screen.

To prevent burning in, GEOS can automatically turn off the picture
when you don’t work with your computer for a while. When you
move the mouse or press a key, it turns the picture back on. In
addition to turning this feature on and off, you can set how long GEOS
waits before blanking the picture.

You use the Video dialog box to change all these things.
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— Use these options to change the configuration of your video
adapter. Use the Automatic Screen Blanking feature to
e extend the life of your monitor.

Uideo

——RAutomatic Screen Blanking Type of video adapter
Screen Blanking: O On @ Off Current adapter: I'|‘ I )
, ! » before £ 2 ype of monitor
Length of time before | e T MCGA (Multi-Color Graphics Array) 1. [ i
screen blanks | connectec

To change the type of monitor...

1. Click Video in the Preferences window. The Video dialog box

=

Uideo

appears.
2. Choose a new type of monitor from the list of monitor types.

3. Click OK when you finish, or click Reset to leave the options

unchanged.

When you click OK, a dialog box appears asking you if you wish
to restart GEOS so that the change can take effect immediately.
Clicking Restart GEOS exits GEOS and starts it again.

The monitor change does not take effect until you exit GEOS and start
it again. At that time you have an opportunity to verify that you've
chosen the correct type of monitor. Should the type turn out to be
incorrect, you can correct the monitor type at that point. Note that no
matter which choice you make, GEOS can still function; if your
monitor won’t work with the current type setting, GEOS ignores your
setting and uses a more appropriate one.

To turn automatic screen blanking on or off...

1. Click Video in the Preferences window. The Video dialog box

appears.
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Types of
additional
memory

Serial port
interrupt
levels

2. Turnthe Screen Blanking setting On to have GEOS automatically
blank the screen after you leave your computer alone for a

period of time.

Turn Screen Blanking Off to keep GEOS from blanking the

screen.

3. In the Time box, enter the length of time in minutes your

computer must be idle before GEOS blanks the screen.

4. Click OK when you're finished, or Reset to leave the options

unchanged.

The screen blanking option takes effect immediately.

Changing Computer Options

If your computer has more than 640K, GEOS can make use of the
additional memory. It can also work with any unusual serial and

parallel port configurations.

You change these options with the Computer dialog box.

Computer

Change the Extra Memory Type to make use of additional memory.
Change the Interrupt Levels if your computer has unusual port

configurations.

[INone

Extra Memory Type

W Extended Memory

[JExpanded Memory {LIM EMS)

[JManaged Extended Memory

Interrupt Level Op

Parallel Ports

Serial Ports

J Parallel port

COM1: coM2: LPT1: Q0 O5 @7
4108 5 184 LPT2: OO0 @5 O7
LPT3: @0 OS5 O7
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To use more than 640K of memory...

H 1. Click Computer in the Preferences window. The Computer
—
R dialog box appears.

Computer

2. Choose the types of additional memory that you have installed

in your computer:

e Expanded memory: If you have an original PC or XT, you
have expanded memory.

¢ Extended memory: If you have an AT (286 machine) or a 386
machine, you probably have extended memory. You may
also have expanded memory.

e Managed extended: If you have a file called HIMEM.SYS, you
have managed extended memory.

You may select more than one of the options. If you don’t
know which types you have, consult with your computer
dealer.

3. Click OK when you finish, or click Reset to leave the options
unchanged.

To change the interrupt levels of the serial and parallel
ﬁ 1. Click Computer in the Preferences window. The Computer
dialog box appears.

| Computer

2. Change the interrupt levels of the various serial and parallel
ports. You shouldn’t change these settings unless you're very
familiar with the inside workings of the PC.

3. Click OK when you finish, or click Reset to leave the options
unchanged.
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You should not change any GEOS internal options unless directed to
do so by an authorized customer service technician. Incorrectly

eE08 changing any of these options can seriously degrade the performance

of GEOS and possibly even prevent GEOS from functioning at all.

Desk Tools

the

Using



The Calculator Desk Tool

The Calculator desk tool works much like a simple hand-held
calculator. You can add, subtract, multiply and divide, calculate
percentages, and use memory. And when you finish, you can paste
your results into any other documents in other applications.

The Calculator Window

When you start the Calculator, a window appears with the Calculator

in it:

= |FK Calculator o
ile Edit Options

o d]\pl‘l.\ l _

( || » || %= || pel |[cscE ]
7 L8 |[ 9 | || ST0 |
4 |[ 5 [[ & |[ x |[rcL |
v L2 [ 3 ] |[5T0+ |

o J[ = J[ - || e L

Calculator buttons =

-

Parentheses: Changes the order of operations. When you use
parentheses, the quantity inside the parentheses is evaluated before
anything else in the calculation. For more information, see “Order of

Operations” later in this chapter.

Delete button: Acts like a backspace key to erase the last digit in a

number.
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C/CE button: Clears the displayed number. If clicked twice, this
clears everything, including any calculations in progress.

Doing Calculations

Instead of pressing buttons as you would with a normal calculator,

with the Calculator desk tool you use the mouse to click the

Calculator buttons, or press the corresponding keys on the keyboard.

The table below shows how to use both the mouse and the keyboard.

Function

Wiln the

mouse, click:

O 1he
keyboard, press:

digits 0 through 9
decimal point
add

subtract
multiply

divide

equals

change sign
clear

delete

store in memory
display memory
add to memory
percent

parentheses

0 through 9

C/CE
Del
STO
RCL
STO+
%

)
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(0] through (9]
CJ

'

)

* or (X

; o

() or [Ente)
=

@

g

®
%
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You can also use keys on the numeric keypad, but first make sure that

is on.

For example, to calculate 7x349:

Click or Press Display shows
7 7

X 7

3,49 349

= 2443

The Error Indicator

When the Calculator cannot handle a calculation, the word “Error”
appears. This can happen when the result is greater than 2,147,483,647
or less than —2,147,483,648. This also happens if you divide by zero.

When “Error” is displayed, click C/CE to clear it.

Order of Operations

When you do calculations involving more than two numbers, be
aware that the Calculator may not do your calculation in the exact
order you entered it. The Calculator follows a specific order of
operations: quantities in parentheses first, then multiplication and
division, then addition and subtraction. Arithmetic functions with the
same precedence are performed left to right.
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To illustrate, calculate (3+4)x6.

Click or Press Display shows

( nothing

3 3

" 3 Once you close the

4 4 parentheses, the quantity
) 7 inside is evaluated.

X 7

6 6

= 42

You need the parentheses because the Calculator follows the normal
order of operations. This is what happens without the parentheses:

Click or Press Display shows

N X ||+ | W
Ny | | D W|w

The Calculator multiplies the 4 and 6 first, since multiplication and
division take precedence over addition and subtraction. It then adds
the 3.

Using the Memory

With the Calculator’s built-in memory, you can save the result of a
calculation. In fact, you can save any number you wish to use again
and then click a single key to reuse it. You can also use the memory
to keep a running total of your calculations.
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To store the displayed number...

Click STO or press (S]. The number on the display is stored in
memory.

To recall the number from memory...

When you want to use the stored number in a calculation, click
RCL or press (R]). The number appears on the display. You can then

use this number in a calculation.

To add to the number in memory...

If you want to add the number showing on the display to the
number stored in memory, click STO+ or press [T). The sum is

stored in memory.

This is handy for keeping a running total of the results of your

calculations.

To clear memory...
1. Enter a zero.

2. Click STO or press [S).

Cutting and Pasting

I’s easy to cut or copy numbers from the Calculator and paste them
into some other application. For a full explanation of cutting and
pasting between applications, sce “Cutting and Pasting” in Chapter
4, “The Professional Workspace.”
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To move or copy numbers to another application...

1.

2.

Select the displayed numbers that you wish to copy.
From the Edit menu,

e Choose Cut if you want to move the numbers. The numbers
are removed from the Calculator and placed on the clipboard.

¢ Choose Copy if you want to copy the numbers. A copy of the
numbers is placed on the clipboard.

In the other application, click to position the cursor at the point
where you want to place the numbers.

Choose Paste from the Edit menu to copy the numbers from
the clipboard into the document.

The same technique works if you want to copy numbers in the

opposite direction—from another application into the Calculator.

To Quick Copy or Quick Move numbers...

1

2

Select the displayed numbers you wish to move or copy.

Position the pointer over the selected numbers. Use the right
mouse button for both the Quick Copy and Quick Move:

¢ To Quick Copy the numbers, press and hold down the right
mouse button. The pointer changes to a Quick Copy pointer.

¢ To Quick Move the numbers, press and hold down the right
mouse button while simultaneously holding down the
key. The pointer changes to a Quick Move pointer.

Still holding the right mouse button (and if you're doing
a Quick Move), move the pointer until it’s over the spot where
you want to insert the selected numbers.

Release the right mouse button. The numbers are copied or
moved to the new location.
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With the Options menu you can customize the Calculator by setting
the number of decimal places you want displayed, and by setting the
Calculator to Standard operation or Reverse Polish Notation (RPN).
RPN is the style used by Hewlett-Packard calculators.

To switch to RPN operation...

Choose RPN from the Options menu. The Standard Calculator is
replaced with the RPN Calculator.

To switch to Standard operation...

If you want to switch back to the original Calculator, choose
Standard from the Options menu.

To set the number of decimal places...

1. Choose Decimal Places from the Options menu. The Decimal
Places dialog box appears.

Decimal Places: @

2. Set the number of decimal places. You can choose from 0 to

8 decimal places.
3. Click OK.

When displayed, numbers are rounded to the number of places
you specify, but this does not change the actual values being used

for calculations.
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For example, if you set the number of decimal places to two, the

Calculator shows all your results rounded to two decimal places

onthe display. This means that 1.275 appears as 1.28 on the display

but still has the value of 1.275 when used as part of a calculation.

Using the RPN Calculator

If you prefer to use HP-style calculators which use Reverse Polish

Notation (RPN), you can switch to the RPN Calculator. RPN is simply

a different way to enter calculations—first, you enter both numbers,

then you click the arithmetic function.

L

= |ZK Calculator o |

File Edit Options

Exchange Key |

[ Enter ||xoy || Del || C/CE |
L7 Il8 |[ 9 |[ + [[sT0]
L4 |[ 5 |[ 6 [[ x [[reL |
L' [ 2 [[ 3 |[ - |[sTo+]
Lo [+ |[ . [+ |

The buttons on the RPN Calculator work the same way as those on

the Standard Calculator, with only a few differences:

Enter Button: Click this button to separate one number from the

next number. Normally, you put in the first number, click Enter, put

in the second number, then click an arithmetic function.

Exchange Button: Click this button to exchange the number in the
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display with the last number entered. This is useful in switching the
order of numbers to be subtracted or divided.

C/CE Button: Click this button to clear a number from the Calculator
if you haven’t yet clicked Enter. If clicked twice, this clears everything,
including any calculations in progress.

All the RPN Calculator buttons are activated by the same keys on the
keyboard as the Standard Calculator. The one addition is the
Exchange Key, which can be activated by pressing (E).

To do RPN calculations...
1. Click the digits of the first number.
e Click Del if you if you want to delete the last digit you typed.
e Click * to change the sign if needed.
2. Click Enter to separate the first number from the next number.

3. Click the digits of the second number. Do not click Enter this
time.

4. Click the arithmetic function you want: +,—, X, or+. The result

is displayed.

You can use this result as the first number in another

calculation.

Don’t click Enter after putting in the second number. If you do, the
second number is used twice in the operation you click.

These examples demonstrate how to use RPN:

Example 1: Calculate —3+10

Click or Press Display shows

Bt =3 Changes sign
Enter =3 Separates numbers
1,0, + 7
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You can always use the result of one calculation as the first number
in the next one.

With RPN, a calculation is performed in the order you entered it,
as illustrated in the following example.

Example 2: Calculate (3+4)x6

Click or Press Display shows
3, Enter =

4, + 7

6, X 42

Notice that, unlike the Standard Calculator, there is no need for
parentheses with the RPN Calculator. If the problem was 6x(3+4),
you would still start within the parentheses and work out.

The following example demonstrates the use of the Exchange key.

Example 3: Calculate 6+[5—4x(3+2)]

Click or Press Display shows

3, Enter 3

2, + 5 (3+2)

4, X 20 4x(3+2)

At this point, the 20 on the display must be subtracted from 5.
However, the 20 is already in the Calculator, and the numbers will

"

= be in the wrong order for the subtraction. You can continue by
0 entering the 5 and using the Exchange key:

-

B

: Click or Press Display shows
) 5 5

o xX<>y - 20

= - -15

o

c

';

=]
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Click or Press Display shows
6 6

X<>y =15

+ -0.4

The next example shows how to use the memory.

Example 4: Store a 5, then use the recalled value to calculate 7+5,

then add the result to memory.

Click or Press Display shows

5, STO 5

7, Enter 7

RCL 5

+ 12

STO+ o ..

Now if you click RCL, the sum of 17 is displayed.
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Sample

The Notepad dcsk tool is a simple text editor. Unlike GeoWrite,
it works with DOS text (ASCID files which do not include any
formatting instructions. This makes the Notepad desk tool ideal for
creating and editing DOS files—for example, you can use it to change
your AUTOEXEC.BAT file quickly and easily. You can also use the
Notepad to quickly jot down simple notes that don’t require the full
font and formatting power of GeoWrite.

The Notepad Window

When you start the Notepad, it automatically opens the NOTES. TXT
document in a window. If NOTES. TXT does not exist in the GEOS
DOCUMENT directory, the Notepad creates it for you.

= | FE Notepad - notes.txt s [[]
File Edit Sizes

Shopping List: ?j
Eggs

Milk

50 fish sticks

Resealing storage bags
Spaghetti

Industrial bathroom cleaner
Salisbury steak TU dinner
Ice cream|

NOTES.TXT ¢

file '

The Notepad is easy to use. You create, edit, and save a Notepad
document the same way you do any document, but there are no rulers
and no complicated formatting commands to learn. See Chapter 4,
“The Professional Workspace,” for information on working with

documents and editing text.
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Although the Notepad may seem a lot like GeoWrite, keep in mind
these differences between the two applications:

The Notepad GeoWrite

Can only have one Allows multiple
document open at a time documents
Works only with Works only with
DOS files GEOS documents
No document Safeguards your
safeguarding documents

No choice of fonts Variety of fonts
No rulers, paragraph Variety of formatting
formatting or text options
justification

This manual sometimes refers to Notepad files as documents because
editing DOS files in the Notepad is much the same as editing GEOS
documents in GeoWrite. It is important to realize, though, that the
files you create and edit in the Notepad are DOS files, which have no
fonts or special formatting. They are not interchangeable with the
GEOS documents you create with GeoWrite.

Changing the Text Size

You can change the size of all the text while you’'re working in the
Notepad; you can make it larger to make the text easier to see, or

smaller to fit more text on the screen.
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To change the text size...

Choose the size you want from the Sizes menu.

The sizing feature is provided only as an on-screen convenience.
Each time you choose a size, that size of text is used in the entire
Notepad window until you change the size again or exit the
Notepad.

You can print a Notepad file. Choosing Print from the File menu in
the Notepad window displays the Printer dialog box, which lets you
enter the number of copies and choose to print a fast rough draft or
high quality final output.

Printer Options

Shows the current | | Click to change printers,

Fast Laser Printer [Change Options... |

printer ty W‘I 11xmw‘ size, or paper source
Document Options
Set the Print Quality } i itu: i O Mk ieses
f Print Quality: @ High 7 Medarn oo Fasi Prints the notepad contents
[ Text Mode Oniy { using the printer's internal

fonts

Enter number of copies } Number of Copies: E] m

"

5 To print the current document...

: 1. Choose Print from the File menu in the Notepad window.
k 2. Click Change Options to change printers, the paper size, or the
g paper source. A dialog box appears.

1)

£

o

c

"

>
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Printer: |Andrews Dot Matrix Printer

i Select a printer

Fast Laser Printer

Paper Size: { Select a paper size...
Folio
Legal |

Or enter your own
Width: [85in | ight: [11 in |
m m ltl]sl()m paper size

Paper Source: @ Tractor Ol Feed
I—I\Iu 1 paper source

e If you have more than one printer installed, choose a printer
from the list.

If you need to update your printer configuration, see “The
Preferences Desk Tool” earlier in this chapter.

e Choose the desired page size from the list of sizes. You can
also override these choices by entering the Width and Height
of your paper in the boxes below.

e If your printer has several paper sources, select the Paper
Source you want to use for this printing.

Click OK to accept the changed settings, or click Cancel to keep
the previous settings. This returns you to the Print dialog box.

Select the Print Quality:
e High—prints at the highest resolution of your printer.

e Medium—prints at medium resolution (not available for

some printers).
e Low—prints at low resolution for quick drafts.
For the fastest printing, select the Low option.

Click Text Mode Only for faster printing at any print quality
level. This option uses the printer’s internal fonts, so the
printed output may not match what you see on the screen. You
may only want to use this when speed is the priority.
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5. Enter the Number of Copies you want.

6. Click Print to start printing.

Saving a Document

The File menu contains two commands that let you save the current
Notepad file to disk Save and Save As.

e Save: Use Save when you finish with the document, want to make
your changes permanent, or when you’re about to try something
new and want to be able to Revert back to the current document.

e Save As: Use Save As for saving a copy of your document under a

different name.

The first time you save, a dialog box appears for you to name the

document.

Unlike most GEOS applications, the Notepad does not support
document safeguarding because it works with DOS files, not GEOS
documents. This means there is no temporary “working” copy in
which your present unsaved changes are stored. So, to protect your
document, be sure to save whenever you make important changes.

To name and save a Notepad document...

1. Choose Save or Save As from the File menu.
2. Go to the directory where you want to save the document.

The Save dialog box shows you the files and subdirectories in
your current directory. To go into a subdirectory, double-click
its name or icon in the scrolling list.

3. Type a name for the document and click Save.
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Follow the DOS naming conventions when you save a Notepad
document, since it isa normal DOS text file, not a GEOS document.
You can have up to eight alphanumeric characters with an
optional three- character extension. An extension consists of a
period, followed by up to three alphanumeric characters. Typical
extensions are . TXT for text files, and .BAT for batch files. Here are
some typical names you might use for your Notepad files:

NOTETOME

DOTHIS.BAT

LETTER.2

To save a copy of the Notepad document with a different
name...

1. Choose Save As from the File menu.
2. Go to the directory where you want to save the document.
3. Type the new name for the document and click Save.

The title of the document at the top of the window changes to the
new name. This means that your changes are saved into this new
document from now on.

To save your changes as yoij work...

After you have named and saved the document once, choose Save
from the File menu to save any additional changes as you work.
It's a good idea to save after you make an important change.

To revert to the previously saved version...

If you start revising your Notepad document and don'’t like the
changes you've made, you can return to the last saved version by

choosing Revert from the File menu.
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With the Notepad, you can only have one file open at a time. So, you

must close the current file to switch to a different document. See the

section “Working with Documents” in Chapter 4, “The Professional

Workspace,” for more information on opening, closing, and saving

documents.

To create a new document...

1.

Choose Close from the File menu to close the current document.

A dialog box may appear, asking you if you want to save
changes you’ve made since the last time you saved. Click Yes
to save, or No to ignore the changes.

Choose New from the File menu. The Notepad opens a new
document, which is temporarily named NOTES until you save

it. The Notepad will then ask you for a new name.

To open a different document...

1.

Choose Close from the File menu to close the current document.

A dialog box may appear, asking you if you want to save
changes you have made since the last time you saved. Click Yes
to save, or No to ignore the changes.

Choose Open from the File menu. You see the Open dialog
box, which you use to choose directories and files to open.

¢ Click Read-Only if you just want to look at a file without
changing it. This prevents you from accidentally making
changes to a file.

Open the desired document as usual by selecting the file and
clicking Open, or by double-clicking the file. The document
appears in the Notepad window.
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To close a document...

Choose Close from the File menu.

If you've made changes since the last time you saved, the
Notepad asks you if you want to save the changes. Click Yes
to save them, or click No to ignore all your work since the last
time you saved. Click Cancel to keep working on the same

document.

Cutting and Pasting

It's easy to cut or copy text from the Notepad and paste it into some
other application. For a full explanation of cutting and pasting
between applications, see “Cutting and Pasting” in Chapter 4, “The

Professional Workspace.”

To move or copy text to another application...
1. Select the text you wish to move or copy.
2. From the Edit menu,

e Choose Cut if you want to move the text. The text is removed
from the Notepad and placed on the clipboard.

e Choose Copy if you want to copy the text. A copy of the text
is placed on the clipboard.

3. Inthe other application, click to position the cursor at the point

where you want to place the text.

4. Choose Paste from the Edit menu to copy the text from the
clipboard into the document.

The same technique works if you want to copy text in the opposite
direction—from another application into the Notepad.
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To Quick Copy or Quick Move text...
i

2.

Select the text you wish to move or copy.

Position the pointer over the selected text. Use the right mouse
button for both Quick Copy and Quick Move:

e To Quick Copy the text, press and hold down the right
mouse button. The pointer changes to a Quick Copy pointer.

e To Quick Move the text, press and hold down the right
mouse button while simultaneously holding down the
key. The pointer changes to a Quick Move pointer.

Still holding the right mouse button (and if you're doing
a Quick Move), move the pointer until it’s over the spot where
you wish to insert the selected text.

Release the right mouse button. The text is copied or moved

to the new location.
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Items you cut or copy to the clipboard remain on the clipboard
only until the next cut or copy operation replaces them, so the
clipboard is just a temporary storage place. However, if you want to
use certain items again and again, you can use the Scrapbook desk
tool to take them off the clipboard and put them into permanent
storage as a page in a Scrapbook document. When you want to use
something you've stored, simply open the Scrapbook, flip to the page
you want, and cut or copy to the clipboard. From there you can paste

into another document.

You can keep a single Scrapbook document with lots of pages. Or you
can create as many Scrapbook documents as you want, such as one

for each project.

The Scrapbook Window

When you start the Scrapbook desk tool, its window appears with a
Default Scrapbook open and ready for use. If no Default Scrapbook
document exists in the GEOS DOCUMENT directory, then the
Scrapbook desk tool creates a new Default Scrapbook.

= | Scrapbook - Default Scrapbook o [[]
File Edit
aser CAM I
407 Sterling Ave, Suite #3B JISWPF’OUR page
Berkeley, CA 94705 showing scrap

| Scroll to view other parts
| of a large graphic

Name of scrap shown —HName: [letterhead 1] | Page 1 of 3

Go to specific page of L[ Go to Page... [ greuiousJ [ﬂext] [l
1 T
|

the scrapbook [ I :

| Flip between pages
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Viewing window: The contents of the current page appear in the
viewing window. If no pages exist, then this area is empty.

Scroll bar: If the contents of a page are larger than the viewing
window, the scroll bar lets you scroll the page to see different parts

Next and Previous: Click these buttons to flip between pages.
Name field : You can give the contents of each page a name.

Go to Page: Click this button to view a list of pages by name. You
can select from this list and go directly to that page.

Working With Scraps

It is easy to add a page to the Scrapbook. You simply cut or copy text
or graphics from one document and paste them into the Scrapbook.
Whatever you paste becomes a new page in the Scrapbook docu-
ment. When you want to use something you've saved, you can open
the Scrapbook, flip to a page, and cut or copy whatever you want to
another document.

See “Cutting and Pasting” in Chapter 4, “The Professional Workspace,”
for more information on using the clipboard.

To flip through pages of the ScrapBook...

Click Next to flip to the next page in the Scrapbook. If you are on
the last page, clicking Next flips you around to the first page.

Click the Previous button to flip to the previous page in the
scrapbook. If you are on the first page, clicking Previous flips you
around to the last page.
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To add to the Scrapbook...

1. Within an application, cut or copy text or graphics to the
clipboard in the normal manner. See “Cutting and Pasting” in
Chapter 4, “The Professional Workspace.”

2. Switch to the Scrapbook desk tool. If the Scrapbook is not
already running, start it now.

3. If you want to place the contents of the clipboard on a
particular page, flip to that page and choose Paste from the Edit
menu. A new page is inserted in front of the current page, and
the contents of the clipboard are pasted there.

If you want to place the contents of the clipboard on a new
page at the end of the Scrapbook, choose Paste at End from the
Edit menu. A new page is added to the end of the Scrapbook
document, and the contents of the clipboard are pasted there.

To cut or copy from the scrapbook to another application...
1. Flip to the page whose contents you wish to cut or copy.
2. Choose Cut or Copy from the Edit menu.

e The Cut command moves the contents of the page to the
clipboard, removing the page from the Scrapbook.

e The Copy command copies the contents of the page to the
clipboard and leaves the page intact.

3. Switch to the application and click to put the insertion point at
the place you wish to paste what you cut or copied, then
choose Paste from the Edit menu. The contents of the clipboard
appear in the document.

To remove a page...

1. Flip to the page you want to delete.
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2. Choose Delete from the Edit menu. The page is removed from
the Scrapbook document. The contents of the page are not

placed on the clipboard.

If you accidentally remove a page you wanted to keep, you can
get it back by choosing Revert from the File menu. The Revert
command restores to the last saved version of the Scrapbook.

To name the contents of a page...
1. Flip to the page whose contents you want to name.

2. In the Name field, type text to describe the contents of the
page. You may type up to 32 characters, including spaces and

punctuation.

To browse through names and go to a specific page...
1. Click the Go to Page button. The Go to Page dialog box

appears. Inside the dialog box is a list of all the pages in the
Scrapbook arranged by page number.

Select page to view:

1. letterhead
Page number 12, company statement

Name of |

scrap on
b page
b Click to view
0 A 5
- selected page
<
"
g 2. Scroll the list if necessary, then, in the list, click to select the
page you want to view.
[}
-~ 3. With the page selected, click View Page. The Scrapbook
) window flips to that page.
c
';
)
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You can also double-click a page in the list to select and view
that page in one step.

4. You can leave the dialog box open while you work in the
Scrapbook, or you can close it at any time by clicking Close.

Working With Scrapbook Documents

A Scrapbook document consists of pages of scraps. Like other
documents, a Scrapbook document exists as a file on your disk.

Whenever you start the Scrapbook, a special Scrapbook document
named “Default Scrapbook” opens automatically. If this file cannot be
found in the DOCUMENT directory, a new Default Scrapbook is

created there.

Because the Scrapbook stores its pages in documents, you can use
commands on the File menu as you would with other applications.
You can save the current Scrapbook under its current name (using
Save) or under a new name (using Save As). You can close a
document (using Close) and open a new one (using New). If you start
changing the Scrapbook and then decide you liked the old version
better, you can go back to the last saved version of the Scrapbook with

the Revert command.

To save the current Scfapbook...

Choose Save from the File menu. If this is the first time you have

saved a document, you are asked to give it a name.

To save a copy of the Scrapbook under a different name...

1. Choose Save As from the File menu. A dialog box appears.

2. Use the directory listing to locate the directory where you
would like to save the copy of the document.
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3.
4.

Enter a name for the document.

Click Save. A copy of the Scrapbook is saved under the new
name.

To revert to the last saved version...

Choose Revert from the File menu. The Scrapbook restores to its

last saved version.

To create a new Scrapbook...

1.

Choose Close from the File menu to close the current Scrapbook.

A dialog box may appear, asking if you wish to save any
changes. Follow the directions in the dialog box.

Choose New from the File menu. The Scrapbook creates a new
document named Default Scrapbook. If Default Scrapbooks
already exist, then new documents are called Default Scrapbook
1, Default Scrapbook 2, and so on. There are no pages in the
new document.

To open a different Scrapbook...

1.

Choose Close from the File menu to close the current Scrapbook.

A dialog box may appear, asking if you wish to save any
changes. Follow the directions in the dialog box.

Choose Open from the File menu. A dialog box appears.

Go to the drive and directory where the desired Scrapbook is
located.

Select the Scrapbook you want to open.

Click Open. The desired Scrapbook appears.
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Scrapbook Hints and Tips

Here are a few things you can do with the Scrapbook desk tool that
may not be apparent when you first start using it:

e Change the Default Scrapbook file that opens when you first start
the Scrapbook.

e Keep more than one Scrapbook open at a time, each with a

different document.

e Cut and copy pages between scrapbooks.

To change the Default Scrapbook...

1. Exit the Scrapbook desk tool.
2. Switch to GeoManager.

3. In the DOCUMENT directory, rename the Default Scrapbook

to something else.

4. Alsointhe DOCUMENT directory, find the Scrapbook document
you want to be the default and rename it Default Scrapbook
(spell and capitalize the name exactly as it is here).

The next time you start the Scrapbook desk tool, the new
Default Scrapbook automatically opens.

To keep more than one Scrapbook open at a time...

You can start as many copies of the Scrapbook desk tool as you
want, either from the GeoManager or from the Express menu. You
can open a different Scrapbook document in each of the running

versions.

When you start another version of the Scrapbook, a dialog box
may appear, advising you that the Default Scrapbook document
is already being used. Click OK, then open another Scrapbook
document by choosing Open from the File menu.
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See “Using Applications” in Chapter 4, “The Professional

Workspace,” for more information on starting applications and

managing multiple applications in the workspace.

To cut or copy between two Scrapbooks...

{8

Start the Scrapbook desk tool twice so that two versions are
running in the workspace. In each of the running versions,
open a different Scrapbook document.

In one of the Scrapbooks, flip to a page you want to cut or copy.
Cut or copy the contents of the page to the clipboard as usual.

In the other Scrapbook, flip to where you want to paste the
contents, then paste as usual.

Continue in this way until you have cut or copied as many
pages as you want.



The DOS Programs screen offers a
quick way to run DOS programs
and batch files at the press of a
button. You can create as many
buttons as you want, one for each
DOS program and baich file you
use, and you can give each button
its own picture and title.

If you set up buttons for yourself
and the other people who use you
computer, you can use the DOS
Programs screen as a graphical
program launcher. You may never
need to type DOS commands
again.

Before you attempt to set up
buttons, though, you should make
sure that you’re familiar with the
concepts described in Chapter 4,

“The Professional Workspace.”
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Entering and Exiting the DOS Programs Screen

You enter the DOS Programs screen by clicking a button on the
Welcome screen. When you finish with the DOS Programs screen,

you can exit and return to the Welcome screen.

To enter the DOS Programs screen...
On the Welcome screen, click the DOS Programs button. The DOS
Programs screen appears.

The first time you enter the DOS Programs screen, it has only one
button, labeled “Enter DOS.”

DOS Programs

The “Enter DOS” button lets you temporarily enter DOS. Once in
DOS, you can invoke normal DOS commands. Type exit and press
to leave DOS and return to the DOS Programs screen.

Enter DOS

To exit the DOS Programs screen...

EX"T Click the Exit button in the upper left corner of the DOS Programs
screen. The Welcome screen reappears.
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By creating 2 button, you can use your favorite DOS programs
without leaving GEOS. But you should not attempt to create buttons
unless you're completely familiar with the concepts and techniques
presented in Chapter 4, “The Professional Workspace.”

To create a new button...

1. Choose Create New Button from the Options menu. A dialog
box appears, asking you to select a DOS file for the new button.

Select DOS file for button:

F I P C:[HARD DISK]

ERFER::1
E 123.EXE
El AUTOEXEC.BAT
COBIN

CIcuP_ART

[Use This File:

==

The file list shows the DOS files and directories in the current
directory. Directories appear with a small folder icon. Files
appear with a small document icon. Only DOS .COM, .EXE,
and .BAT files are shown.

2. In the file list, find the file you wish to use with the button:
e If you see the file you want, click to highlight it.

e Click or press the scroll arrows at the top and bottom of the
scroll bar to see more of the list.
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» Double-click a directory in the file list to open that directory
and view its contents.

e Click the Up Directory button to close the current directory
and move up to the previous directory.

e Click the Change Drive button to view the contents of
another disk.

3. Click to select the file you wish to use. The file is highlighted
to indicate the selection.

4. With a file highlighted, click Use This File. The Select File
dialog box goes away and is replaced by the Button Settings
dialog box.

5. Change the button’s settings in the dialog box as desired (see
below).

6. Click OK. The dialog box closes and the new button appears.

All the settings for a button can be changed from the Button Settings
dialog box. You first see the Button Settings dialog box when you
create a new button and, thereafter, when you want to change a
button’s settings.

— Click to change the picture
Button Settings
Button ﬂTpearance— DOS File for Button—
Picture on button | [Change Picture... | 123.EXE | DOS program to run
Change File... | Click to change program
Name on button |} Button Title: [Lotus 123 (tm)] |
Command Line Options
For programs that (O No Command Line Options
need command line O Ask for Options Each Time
options, click a @ Specify Options Now
setting and enter an Ooti I
option if necessary prians:
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Button Appearance: The Button Appearance area shows the pic-
ture that appears on the face of the button and the text that also goes
with it. You can edit the text to change the name of the button, and
you can choose a different picture by clicking Change Picture.

DOS File for Button: Each button can have a unique DOS file that
runs when you press the button. You can run a .COM file, a .EXE file,
or a .BAT file. The file runs exactly as if you had typed a command
from the DOS prompt. For example, if you select the CHKDSK.COM
file for a particular button, the DOS CHKDSK command runs when
you press that button. You can click Change File to change the DOS
file to run.

Command Line Options: Many DOS programs accept options
when you type them at the DOS prompt. For example, when using
the CHKDSK command you can pass options such as “/f” to fix errors
and “/v” to display the name of each file as it goes. You have three
possible settings for command line options with each button.

e No Command Line Options: Use this setting when you don’t want
to send any command line options.

¢ Ask for Options Each Time: Use this setting if each time you press
the button you want a dialog box to appear and ask for options you
want to use.

e Specify Options Now: Use this setting when you want to use the
same options every time.
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Once you have created a button, you can change its settings or
delete it at any time.

To change a button’s seftings...

1. Choose Change Button Settings from the Options menu. A
dialog box appears, listing all the buttons by name.

2. In the list, click to select the name of the button with settings

you wish to change.

3. With the button name selected, click Change Settings. The
Button Settings dialog box appears, showing the settings for
the button.

4. Change the button’s settings in the dialog box as desired. See
“Creating a Button,” earlier in this chapter, for an explanation

of the different settings.

5. Click OK. The dialog box closes and the button appears with

its new settings.

To delete a button...

1. Choose Delete Button from the Options menu. A dialog box
appears, listing all the buttons by name.

2. Click to select the name of the button you want to delete.

3. With the button name selected, click Delete Button. The dialog
box closes and the button no longer appears.
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Each button you create gets added to the DOS Programs screen.
By clicking a button, you can run the program or batch file associated
with the button.

EXIT : DOS Programs

Options

Enter DOS Lotus 123™ WordPerfect ™ Norton ™

If you add more buttons than will fit on the screen (the exact number

Screen

depends on your monitor and video card), paging arrows appear at
the bottom of the screen. The paging arrows let you flip from page
to page to see different buttons. If a paging arrow is disabled, you are
already viewing the last page in that direction.

To use a button...

DOS Programs

1. Find the button you wish to use. If there are additional screens
of buttons, click the Next and Prev arrows at the bottom of the

screen to see additional screens.

the

&l|l&

Using
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2. Click the button for the program you wish to run. The screen
clears. After a few moments, the DOS file runs. When the DOS
file finishes running (if you run a program, you may need to
quit it), you are returned to GEOS.

If you set the Ask for Options Each Time option, a dialog box
appears so that you can enter some options for the program.

The DOS program runs. When it finishes (you may need to quit
it), you are returned to GEOS.

If you run the DOS file COMMAND.COM, which gives you the
standard DOS prompt, type exit to return to GEOS.
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Creating and Editing Baich Files

A batch file is 2 sequence of DOS commands contained in a text
file. If you work with batch files, there is a quick and easy way to
create and edit them without leaving GEOS. If you want to know
more about batch files, refer to your DOS User’s Reference.

To create a new batch file...

1. Choose Create Batch File from the Options menu. A dialog box
appears, asking you to specify a name for the batch file and
directory in which to create the file.

Select directory and enter new filename:
Change Drive | C:[HARD DISK]
p Directory | \GEOWORKS
COFONT
08 files and | CIGEOCOMM
directories | CISTATE
CJsyYSAPPL
o Fil : .BAT
[} Enter a name for I Hename:
] your batch file |
: |
v
()
L
E 2. Inthe dialog box, switch to the drive and directory where you
- want to create the batch file.
o
. e Click or press the scroll arrows at the top and bottom of the
& scroll bar to see more of the list.
(]
0 e Double-click a directory in the file list to make it the current
H directory.
1]
£ e Click the Up Directory button to close the current directory
-
" and move up to the previous directory.
c . . .
- e Click the Change Drive button to change disks.
"
>
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3. Type a name for the batch file, up to eight characters in length.
Only valid characters for DOS file names are accepted. The file
is automatically given a .BAT extension.

4. Click Create. A Batch File Text dialog box appears.

— Enter text of batch file
Batch File Text:
echo off
dir /w
pause|
Save Batch File

5. To edit text in the Batch File Text dialog box

e Type text. Characters appear at the text cursor. Press
at the end of each line.

e Erase characters by pressing to backspace.

e Reposition the text cursor by clicking between characters or
pressing the keys.

See “Entering and Editing Text” in Chapter 4, “The Professional
Workspace,” for more information on editing text.

6. Use the scroll bar to scroll the text up or down.

See “Using Windows” in Chapter 4, “The Professional Work-
space,” for more information on scrolling text.

7. Whenyou finish editing, click Save. The batch file saves to disk
under the name you specified.
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To edit an existing batch file...

1.

Chose Edit Batch File from the Options menu. A dialog box
appears, asking you to specify a name for the batch file and a
directory in which to create the file.

Select batch file to edit:

. I
Change Drive [

c:[HARD DISK]

Up Directory i

Select file or directory |

| [ | \GEOWORKS

CJDOCUMENT
CJFONT

from the list

CJGEOCOMM

: [E MYFILE.BAT

In the dialog box, find the batch file you wish to edit:

e Click or press the scroll arrows at the top and bottom of the
scroll bar to see more of the list.

e Double-click a directory in the file list to make it the current
directory.

e Click the Up Directory button to close the current directory
and move up to the previous directory.

e Click the Change Drive button to change disks.
Click to select the file you wish to edit. The file is highlighted.

With the file you want to edit selected, click Edit. The Batch File
Text dialog box appears.
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Batch File Text:
echo off

dir /w

pause|

] Change the contents of the batch file

5. To edit text in the Batch File Text dialog box:

e Position the text cursor by clicking between characters or
pressing the keys.

e Type text. Characters appear at the text cursor. Press
at the end of each line.

* Erase characters by pressing .
e Use the scroll bar to scroll the text up or down.

See “Using Windows” in Chapter 4, “The Professional Work-
space,” for more information on scrolling text.

See “Entering and Editing Text” in Chapter 4, “The Professional
Workspace,” for more information on editing text.

6. When you finish editing, click Save. The batch file saves to disk

under the same name.
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Appendix A — Software Ethics

Thank yow for purchasing GEOS. We hope you enjoy using GEOS
and its family of products. Tell your friends. Show it off. But please,
don’t make copies of it except for your personal backup copies.

Copying software hurts everyone. It hurts the legitimate user, who
ends up paying for those who use illegal copies. It hurts those who
use illegal copies themselves: they receive no customer support, no
documentation, and no product updates. And small companies like
ours may suffer most of all. We work hard to bring you exciting and
innovative products, but every theft makes it that much harder to stay
in business.

As an individual user, you have the right to make a backup copy for
archival purposes. A school or a company should purchase as many
software packages as it will need. To be safe, purchase one package
for each computer to remove the incentive to illegally copy software.

Thank you...
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Appendix B — Special Characters

There are 2 number of special characters you can use in many
GEOS applications. These characters do not appear on your keyboard,
but can be used by pressing certain combinations of keys. Some of
the more useful characters are foreign language accents, foreign
currency symbols, and mathematical symbols. You can use these in
virtually any GEOS application. GeoWrite, GeoDraw, and GeoPlanner
all recognize special characters. They appear on the screen and on
paper when you print normally (do not choose the Text Mode Only
option). GeoDex will display special characters on the screen, but
will not print them out. You cannot use special characters as part of
a filename or directory name, or in Notepad documents, since DOS
does not recognize these characters.

To type a special character...
1. Look up the character you want to enter in the following tables.
2. Press the combination of keys indicated. A plus sign (+)

between two groups of keys means hold the first set of keys
down while pressing the second. The word “then” between

Inde x

two groups of keys means release the first set of keys before
pressing the second. The special character appears in the
document at the position of the cursor.

and

Accented Language Characters:

Char  Name Keys

uppercase A acute accent (ctr)(ai)+(E) then (shift)+(A)
uppercase A dieresis accent  [Ctrl)(Alt)+(U] then (Shift]+(A)
uppercase A grave accent (cti)(Ai)+ (] then (shift) +(A]
uppercase A circumflex accent (Ctri)(Alt)+(1] then (Shift]+(A)
uppercase A tilde accent (ctr)(Art)+(N] then (shift)+(A)

Glossary,

| | i
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>
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Char  Name Keys

A uppercase a ring accent (snift)(ctrj(ait)+(A)

a lowercase a acute accent +(E] then 7

i lowercase a dieresis ﬁccent - (ctr)(ait)+(U) then

a lowercase a grave accent (cti)(a)+(] then

a lowercase a circumflex accent ;@ then

a lowercase a tilde accent B ;N then 7

a lowercase a ring accent

(& uppercase C cedilla accent

C lowercase c cedilla accent

E uppercase E acute accent (ctr)(ai)+(E] then (shift)+(E)
E uppercase E dieresis accent  (Ctrl)(Alt]+(U] then (shift)+(E]
E uppercase E grave accent (A +("J then (snift)+(E)
E uppercase E circumflex accent (Ctri)(Alt)+(1) then (shift]+(E]
é lowercase e acute accent (ctr)(alt)+(E) then

é lowercase e dieresis accent then

e lowercase e grave accent (ctri)(Art)+(~]) then

é lowercase e circumflex accent (Ctrij(Ait)+(1] then

I uppercase I acute accent (ctr)(Art)+(E) then (shift)+(1)
i uppercase I dieresis accent (ctri)(Ait)+(U] then (shitt)+(1)

e 7

uppercase I grave accent (ctr)(ait)+(*] then (shift)+(1)
uppercase I circumflex accent (Ctrij(Alt)+(1] then (Snitt]+(1]
lowercase i acute accent (ctr)(Art)+(E) then (1)
i lowercase i dieresis accent (ctr)(Art)+(U] then (1)
lowercase i grave accent (ctr)(ai)+(~) then (1)
lowercase i circumflex accent +® then (1]

>

—

-

—>

N uppercase N tilde accent (ctr)(ai)+(N] then (shift)+(N)
il lowercase n tilde accent ;N then

(o} uppercase O acute accent (ctr)(at)+(€] then (shift)+(0)
0 uppercase O dieresis accent  (Ctri)(Alt)+(U] then (shift)+(0]
0 Tlppercag;: o grave accent +() then (shift)+(0)
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S
N
e

Name Keys

BIQIB (W< P T B8 O C OIS [ O 00 OO

el

(=}

I

uppercase Y dieresis accent

uppercase O circumflex accent (Ctrij(Alt)+( 1] then [Shiit)+(0)
uppercase O tilde accent (ctr)(art)+(N) then (shif)+(0)

uppercase O slash (shitt)(ctr)(ai)+(0)

lowercase o acute accent (ctr)(Art)+(E] then (0]

lowercase o dieresis accent (ctr)(Alt)+(U) then (O]

lowercase o grave accent (ctr)(ai)+(~) then (0}
lowercase o circumflex accent (Ctrl](Alt)+(1] then (O]
lowercase o tilde accent (ctr)(alt)+(N] then (O)

lowercase o slash

uppercase U acute accent (ctri)(art)+(E) then (shift)+(U)
uppercase U dieresis accent  (Ctrl)(alt)+(U] then (Shift])+(U)

uppercase U grave accent

(A1J+(] then (snif)+ (V)

uppercase U circumflex accent (Ctri)(Ait]+( 1] then (shift]+(U)

lowercase u acute accent

lowercase u dieresis accent
lowercase u grave accent () then
lowercase u circumflex accent (Ctrl)(Alt)+(1] then

lowercase y dieresis accent (ctr)(ai)+(U) then

uppercase AE dipthong (shirt)(ctr)(Ai)+()

lowercase ae dipthong

uppercase OE dipthong

lowercase oe dipthong
dotless i ] : 7+[D
* German double s 7 7
~ ordmasculine @
*ordfeminine B +@

(Ctr)(Al)+(E] then

then (shift] +(v]
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Typographical:

Char  Name Keys

1 dagger +

% double dagger . + N

§ section N (ctr)(ai)+(g] B

1 paragraph I

® registered trademark ]

© copyright 7 G -

™ trademark 77 ¥ E

. bullet (C)(an)+(8)
centered period +(J

0 lozenge 7 +7

Punctuation:

Char  Name Keys

& question down +

i exclamation down

~ ellipsis
g P
- ~soft hyphen
- en dash

— em dash

(Ai0)+ (Sacemar)

@40
Co@E+0)

CaE+O)

i typographer’s open quotes (ctr)(a)+(0)

~ open single quote
_close single quote
5 double quote low

,  single quote low

~ typographer’s close quotes

CEm +
EmcmED+0)
@D+

(Snitt)(ctri)(art) + (L]
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Char  Name Keys

« opening guillemot (ct)(at)+(\)

» closing guillemot +(Y
< opening single guillemot (snift)(ctr)(alt)+(<)
. closing single guillemot (shit)(ctr)(al)+(>)
Currency & Numeric:

Char  Name Keys

¢ cent (ctr)(Art)+(4)

£ pound sterling 7 (ctr)(ait)+(3)

¥ yen (ctr(an)+(v)

o] general currency (shift)(Ctr)(Alt)+(4)
f florin (ctr)(Art)+(F)

/ fraction (snit)(ctr)(Alt)+(3)
° degree

Yoo per thousand (shift)(ctr)(alt)+(5)
Mathematical:

Not all these characters appear in every font.Use Symbol font if you

are having trouble displaying these characters.

Char  Name Keys

# not equal (ctr)(An)+(=)

= approximately equal (ctr)(Ar)+(x)

< less than or equal ct)(an)+(5)

> greater than or equal Ctad+(]
+ plus/minus (snitt)(Ctr)(AI)+(=)
+ division ] +
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Char  Name Keys
oo infinity +
| integral (ctr)(ait)+(B)

- logical not (ctri)(An)+(0)
V radical +
M wi SECTHED+(F)
4 pi
A Delta
u mu
2 I;artrialr diff (ct)(an)+(D)
Q Omega (ct)(ai)+(2)
D Sigma +(W)
Accents:
Char  Name Keys
: acute (ctr)(al)+(E) then
& circumflex +(1]) then
k Vgrave 7 + [;] then
dieresis (At)+(U] then
: tilde [CAD+([) then
= macron s -
* breve ERCHE+E)
dot accent (shitt)(ctr)(al)+(D)
caron* +

(eni(ctri(a +(®)

ring accent

cedilla* (Alt)+(E)
Hungarian umlaut* (shift)(Ctr)(Alt)+(U)
ogonek” EREHED+®)

*These characters are available, although they do not appear in the manual.
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accelerator: See keyboard accelerator.

active window: Describes the one open win-
dow that responds to keystrokes and com-
mands. The active window has a highlighted
title bar to distinguish it from the other open
windows. Click in a window to make it the

active window.

appliance: A simplified, easy-to-use version
of a GEOS application. For example, there are
appliance versions of the Calculator, Notepad,
GeoDex, and GeoPlanner. Start an appliance
by clicking the Appliance button on the Wel-
come screen.

application: A computer program that lets
you do a particular kind of work, such as word
processing or drawing. GeoWrite, GeoDraw,
and GeoManager are just a few examples of
applications.

Apply button: Applies the current settings in
a dialog box without closing the box.

ASCII text file: A file containing only charac-
ters from the American Standard Code for
Information Interchange 8-bit character set.

aspect ratio: Refers to the shape of the pixels
on your monitor. Certain monitors, such as
Hercules or CGA, have rectangular pixels
instead of perfectly square ones. These moni-
tors have a rectangular aspect ratio which
elongates the image of your document, mak-
ing it look stretched or squashed. Choosing
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Correct for Aspect Ratio from the View menu
in GeoWrite andGeoDraw makes the docu-
ment display in its proper proportions.

baud rate: The speed at which data is trans-
mitted from a source to a destination, usually
from one computer to another through a
modem. When using modem applications
such as GeoComm, the baud rate you set must
match the baud rate used by the remote
computer or service you connect to.

Cancel button: Cancels all changes made to
the settings in a dialog box and closes the box.

carriage return: A carriage return is a non-
printing ASCII character that moves the cursor
or printer head back to the beginning of the
line. On some terminals, an explicit line feed
is also needed to move the cursor down to the
next line, but there are other terminals which
automatically generate a line feed with each
carriage return. In GeoComm, set Auto Linefeed
accordingly. See also line feed.

cascade menu: An additional menu that opens
when you choose a cascade item from a
menu. Cascade items on a menu are marked
with a right-facing arrow.

Character Spacing: Command on the Sizes
menu in GeoWrite that lets you adjust the
spacing between characters, called kerning.
The kerning on selected text can be made
smaller or larger by choosing Character Spac-

ing.



check box: A small square box used to turn
options on and off in menus and in dialog
boxes. Click a check box to turn it alternately
on or off. The check box darkens when it’s on.
A check box can be turned on or off indepen-
dently from other check boxes.

cicero: Unit of measure. Also known as a
European pica, there are 5.63 ciceros to an
inch.

click: To position the mouse pointer over an
object or at a specific location and quickly
press and release the mouse button. Clicking
usually selects an object or places a cursor at
the location indicated by the pointer.

clipboard: The holding area for what you last
cut or copied. Items on the clipboard can be
pasted into almost any GEOS document.

CGA (Color Graphics Adapter): One of the
first display boards for the IBM PC. It has a
maximum graphics resolution of 640 by 200
pixels with only two colors, and displays at
most 80 columns by 25 lines of text.

Control button: The Control button appears
in the upper left hand corner of a window.
Clicking it brings up the Control menu which
allows you to maximize, minimize, restore,
and close the window. Double-clicking it

closes the window.

CR: See carriage return.
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cursor: A marker displayed on the screen that
indicates the place where the next action will
take place, often where the next character
typed on the keyboard will appear. A cursor is
often a blinking vertical line or a solid block.
The mouse pointer is sometimes referred to as
a cursor. Compare pointer.

default button: The default button in a dialog
box is marked with a double border to indi-
cate that it is the safest or most logical choice.

You can press to choose the default
button.

desk tool: A GEOS application that is de-
signed to do a small, highly specific task.
These applications include the Preferences
desk tool, the Calculator, the Notepad, and the
Scrapbook.

dialog box: A box displayed by an applica-
tion to display information or a warning, or to
request you to provide information or set
some options.

dimmed: Buttons and menu items that ap-
pear in grey instead of black, and cannot be
chosen. There are some options and menu
items that are not available until you first
perform some other action; for example, the
paste command is dimmed until you first cut
or copy something.

directory: A listing of files and subdirectories
that are stored together. Directories help to
organize your files if you create a different
directory to hold each group of related files.
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Using GeoManager, you can display the direc-
tory structure of your disk as a tree, with
subdirectories branching off of their parent
directories. See also subdirectory, parent
directory, root directory.

document: Whatever information you create,
modify, view, or save with an application is
called a document. All documents are files.
See also file.

DOCUMENT directory: The directory where
GEOS applications look for default docu-
ments, and where GEOS applications save
documents unless you specify otherwise.

document safeguarding: Refers to GEOS
updating a “working” copy of the changes you
make to an open document but have not yet
saved. This feature is provided so that if a
power surge or outage occurs, very little of
your work is lost. You can set how often GEOS
safeguards your documents by using the Pref-
erences desk tool.

DOS: Commonly used to refer to Microsoft
Disk Operating System (MS-DOS), an IBM PC
operating system. When you are in DOS, the
DOS prompt appears at the left side of the
screen indicating that the computer is waiting
for input from you. The DOS prompt usually
consists of the letter of the active drive,
followed by a greater-than sign (>).

double-click: To position the pointer over an
object or at a specific location and then click
twice rapidly. Double-clicking with the left
mouse button opens a file or a directory, or
starts an application.

download: To transfer files or information
from one computer to another, or from a
computer to a peripheral device such as a
printer. Use GeoComm to download files to or
from your computer.

dpi (dots per inch): Unit used to measure
the resolution of a printer. The more dots per
inch, the better the resolution.

drag: To position the mouse pointer at a
certain location, press and hold down the
mouse button, move the mouse, then release
the button. Dragging is used for moving and
resizing objects, and also selecting a region or
group of objects.

driver: A piece of software used to control
communications between a computer and a
peripheral device such as a printer, modem, or
mouse.

EGA (Enhanced Graphics Adapter): A
video display board capable of producing a
high resolution monochrome or color display.

expanded memory: Memory in addition to
the first 640K used by MS-DOS, that conforms
to the Lotus-Intel-Microsoft Expanded Memory
Specification (LIM EMS). GEOS usually detects
and makes use of this additional memory. You



can also use the Preferences desk tool to make
sure that GEOS knows that your computer has
expanded memory.

Express menu: The menu that lets you
quickly switch between running applications,
start any application, or exit to DOS. The
Express menu button appears only on the
active window.

extended memory: Memory in addition to
the first 640K used by MS-DOS, that is not
readily accessible to MS-DOS or MS-DOS
applications. GEOS usually detects and makes
use of this additional memory. You can also
use the Preferences desk tool to make sure
that GEOS knows that your computer has
extended memory.

file: A document or application that has been
given a name. All GEOS documents are stored

as files.

file attributes: A characteristic of a file, such
as read-only or archived, which can be viewed
and changed using GeoManager.

file list: A scrollable list that lets you open
directories and files.

FILENAME.EXT: An example of the DOS
format for filenames, where the filename can
be up to eight alphanumeric characters, with
an optional period and an extension of up to
three characters. All DOS files and directories
must conform to this format.

folder: The icon that represents a directory.
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font: A graphic design for all the characters,
numbers, and symbols in the alphabet. A font
usually comes in different sizes and type styles
such as bold or italic.

format: (1) The appearance of the text in a
document, including all tabs, line and charac-
ter spacing. (2) To prepare a disk so informa-
tion can be stored on it. Formatting a disk
erases any information that may have been on
1t.

function key: Any of the keys at the top of the
keyboard, through (F10). You can often
use these keys to perform special actions,
such as to exit.

GEOS: Pronounced “GEE-ose”, rhymes with
“close.” A graphical environment operating
system that lets you run applications and
manage your disks by clicking and moving
icons with your mouse. Provides windowing
and multitasking. See also operating system.

handshaking: The go-ahead signals that
control the flow of information sent between
two computers when using a communications
program such as GeoComm. XON/XOFF is
the standard handshaking method. See also
XON/XOFF.

Hercules Graphics Card (HGC): A high
resolution graphics card for monochrome
displays.
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high density disk: A disk that is capable of
being formatted to hold more information
than the standard low density disks. A3 -inch
high density disk can hold 1.44M of data, and
a 5 ¥-inch high density disk can hold 1.2M. A
high density disk can also be formatted at low
density.

hourglass pointer: The symbol that the
mouse pointer changes to when you must
wait for the computer to perform an operation.

I-beam pointer: The symbol that the mouse
pointer changes to when you can use the
mouse to place a cursor in text or select text.

IBM AT: Introduced after the PC and XT, with
anew16-bit data bus. Great performance from
GEOS on this computer.

IBM PC: The original IBM personal computer,
with an 8-bit data bus. GEOS runs.

IBM PC-compatible: A computer from a non-
IBM manufacturer that can run the same
software that the IBM PC does. GEOS runs on
any IBM PC-compatible computer.

IBM XT: An improvement on the original IBM
PC, but still with an 8-bit data bus. Good
performance from GEOS on this computer.

IBM PS/2: The latest in IBM’s personal com-
puter line, with a 32-bit data bus. Expect great
performance from GEOS on this computer.
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icon: An image that graphically represents an
object, a concept, or a message. Screen icons
typically represent files, directories, and appli-
cations that you can select, open, or run.

insert mode: The normal mode for entering
text. Characters are inserted after the cursor
and the existing characters are moved over to
make room for the new characters. Press
to switch between insert mode and overtype
mode. Compare overtype mode.

insertion cursor: A blinking vertical line that
marks the place where the next character
typed on the keyboard will be inserted; indi-
cates that you are in insert mode. Compare
overtype cursor.

interrupt level: A number indicating the im-
portance of an interrupt (an electronic atten-
tion-getter sent to the microprocessor) that
also indicates which device is interrupting and
what device handler should be used.

justification: The horizontal placement of
lines of text relative to the edges of the
rectangle in which the text is drawn. Text can
be left, right, center, or fully justified.

kerning: The spacing between two particular
characters. The kerning on selected text can
be made smaller or larger by choosing Char-
acter Spacing from the Sizes menu in GeoW-
rite.



leading: Pronounced “LEDD-ing”. The verti-
cal spacing between the descending edge of
one line of text and the ascending edge of the
next line of text. You can adjust the automatic
leading to be a multiple of the font size, or you
can set manual leading to be a fixed measure-
ment. Choose Paragraph Spacing from the
Paragraph menu in GeoWrite. Compare line
spacing.

line feed: A line feed is a non-printing ASCII
character that moves the cursor or print head
down to the next line. Some terminals auto-
matically generate a line feed with each car-
riage return. In GeoComm, set Auto Linefeed
accordingly. See also carriage return.

LF: See line feed.
LIM-EMS: See expanded memory.

line spacing: The vertical distance between
two lines of type measured baseline to baseline.
Set your line spacing on by clicking the
appropriate icon on the ruler in GeoWrite.
Compare leading.

low density disk: A 3 Y-inch low density
disk can only hold 720K of data, and a 5 -inch
high density disk can only hold 360K. A low
density disk can only be formatted at low
density; it is not capable of being formatted at
high density.

managed extended memory: Memory in
addition to the first 640K used by MS-DOS,
that is managed by a program. A program,

Glossary

often named HIMEM.SYS, controls how the
extra memory is used. GEOS can make use of
this additional memory if you use the Prefer-
ences desk tool to indicate that your computer
has managed extended memory.

maximize: To expand the active window to
fill the whole screen. Maximize a window by
clicking the Maximize/Restore button in the
upper right hand corner that contains a big
rectangle, or choose Maximize from the Con-

trol menu.

menu: A list of commands or choices grouped
under a single name.

menu bar: A horizontal bar near the top of a
window, displaying the names of all the
menus of an application.

minimize: To shrink the active window to an
icon on the workspace. Minimize a window
by clicking the Minimize button in the upper
right hand corner that contains a tiny square,
or choose Minimize from the Control menu.

mnemonic: A combination of keystrokes
that quickly chooses a command from a menu
without using the mouse.

modem: A peripheral device that links your
computer to other computers and information
services using the telephone lines.

Motif: A user interface standard developed
and promoted by the Open Software Founda-
tion. See also user interface.
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MS-DOS: See DOS.

multitasking: A process that allows a com-
puter to perform two or more tasks during a
given period of time. This makes it possible for
the user to open and run many applications at
the same time.

nonbreaking space: The ASCII character that
looks like a space but acts like a nonblank
character for the purposes of word wrap and
selection.

OK button: Applies the current settings in a
dialog box and closes the box.

on-line: Currently connected to and under
the control of the computer. Used to refer to
equipment such as printers and disk drives,
information storage media such as disks, and
the information they contain. Also refers to
information services you connect to.

operating system: (1) A program that orga-
nizes the actions of the parts of the computer
and its peripheral devices. (2) Low-level soft-
ware that controls a computer by performing
such basic tasks such as input/output, memory
management, and interrupt handling.

optional hyphen: See soft hyphen.

overtype mode: An alternate method of en-
tering text. Like a typewriter, any character
you type replaces any existing character un-
der the cursor. Press to switch between
insert mode and overtype mode. Compare
insert mode.
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overtype cursor: A solid block that marks
the place where the next character typed on
the keyboard will appear; indicates that you
are in overtype mode. Compare insert cur-
sor.

parent directory: For any given directory,
the directory in which it is contained. In other
words, the directory immediately above the
given directory in the hierarchical tree.

pathname: The complete name of a docu-
ment beginning with the name of the disk, the
names of any subdirectories it may be in, and
the name of the document. Backward slashes
(\) separate all the parts of a pathname. It's
called a pathname because it describes the
route to the document. For example,
C:\GEOS\DOCUMENT\ Letter_to_Mom is the
pathname for the file Letter_to_Mom in the
DOCUMENT subdirectory of the GEOS direc-
tory on drive C.

PCX File Format: The file format for images
created with PC Paintbrush. GeoDraw can
import .PCX files.

peripheral device: An additional piece of
hardware used with a computer. Peripherals
include printers, video monitors, disk drives,
and modems.

pica: Unit of measure. There are 6 picas to an
inch.

pixel: Short for picture element, pixels are the
small dots that make up your screen.



point size: The height of a printed character
in points. There are 12 points to a pica, and 72
points to an inch. Font sizes are given in
points.

pointer: A small shape on the screen that
follows the movement of the mouse. Usually
an arrow, the pointer can also be an hourglass,
an [-beam, or crosshairs.

press: To hold down the mouse button. Used
in the action of dragging to resize or move
objects, or to select objects.

printspooler: A program that tracks of all the
documents you have printed, and feeds them
to the printer.

Professional Workspace: An electronic
“desktop” where you can work with powerful
GEOS applications such as GeoWrite, Geo-
Draw, GeoPlanner, and many others.

push-pin: An item at the top of a menu that
allows the menu to be “pinned” so it stays
open and can be moved around the workspace.

quick copy: To quickly copy a text selection
by positioning the pointer over the selection,
holding down the right mouse button, moving
the pointer to the location where you wish to
insert the text, and releasing the mouse but-
ton. Does not work in GeoDraw.

quick move: To quickly move a text selection
by positioning the pointer over the selection,
holding down the right mouse button and the
key at the same time, moving the pointer
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to the location where you wish to insert the
text, and releasing the mouse button. Does
not work in GeoDraw.

radio button: A small diamond button (on
EGA or VGA monitors) or a small round
button (on monochrome monitors) used to
turn options on and off in menus and in dialog
boxes. Click a radio button to turn it alter-
nately on or off. The radio button darkens
when it’s on. Just like the preset radio station
buttons in your car, only one radio button in
a group of radio buttons can be on at one time.

read-only: A file attribute that protects a file
from being modified. A read-only file can only
be viewed, and any changes to the file will not
be saved by the computer. You can use
GeoManager to turn a file’s read-only attribute
on or off.

Reset button: Resets the settings in a dialog
box to their original values without closing the
box.

restore: To return the active window to its
previous size after you have enlarged it to fill
the whole screen. Restore a window by click-
ing the Maximize/Restore button in the upper
right hand corner of the title bar, or choose
Restore from the Control menu.

Revert: Command that lets you drop all the
changes you have made to a document but
haven’t yet saved. Choosing Revert from the
File menu causes the document to change
back to the version you last saved.
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RGB: Stands for Red, Green, Blue. Combining
different intensities of these three color signals
creates all the colors available on your display.
You can create custom colors by specifying
different intensities of red, green, and blue.

root directory: The first-level directory of
any disk. The root directory is created when
you first format a disk, and then you can create
files and subdirectories in it. The symbol used
to specify the root directory is a backward
slash (\).

safeguarding: See document safeguard-
ing.

Save: Command that makes permanent all the
changes you have made to a document.
Choosing Save from the File menu causes the
current version of a document to be recorded
on disk.

Save As: Command that lets you save the
current version of a document under a differ-
ent name. This new document is kept open so
you can continue editing.

scroll bars: The bars that appear at the right
and bottom edges of a window. A scroll bar
contains scroll arrows you can click to scroll
your view up or down in small steps, and a
slider against a grey paging area to represent
where you are in relation to your entire
document.
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select: To highlight objects or text in order to
indicate the items your next action should
affect. You usually select items by clicking on
them or dragging a selection box around
them.

selection: The highlighted objects or text that
will be affected by your next action.

soft hyphen: A special hyphen character that
prints only if it breaks a word at the end of a
line; otherwise, it is invisible. You can place a
soft hyphen in a word by typing (Ctrl)+(-). The
softhyphen remains invisible unless the whole
word won't fit at the end of a line.

software: A collective term for the programs
and applications you run on a computer.

spacing: See line spacing or character
spacing.

style: A set of stylistic variations applied to
text. Styles include bold, italic, underline, and
other variations. More than one style can be
applied to a single selection of text. Text with
no style variations applied is called plain text.

subdirectory: A directory contained within
another directory.

tab: An automatic stop that you set in a word
processing application to create columns for
tables. There are four types of tabs: right
justify, left justify, center justify, and decimal.



text cursor: A marker indicating where the
next character you type on the keyboard will
appear in the text. The insertion cursor and the
overtype cursor are both examples of a text
cursor. See insertion cursor and overtype
cursor.

text field: An area in which you can enter and
edit text. In dialog boxes, the small boxes you

can type in are text fields.
text file: See ASCII text file.

TIFF: A graphic image file format, often used
for image scanner output. Short for Tagged
Image File Format. GeoDraw can import .TTF
files.

title bar: The horizontal bar at the top of a
window containing the name of the window.
On many windows, contains the name of the
application and the open document where
applicable. Also contains the Control, Ex-
press, Minimize, and Maximize/Restore but-

tons.

track kerning: Adjusts the character and
word spacing uniformly over a range of text.
The kerning on selected text can be made
smaller or larger by choosing Character Spac-
ing from the Sizes menu in GeoWrite.

TSR software: Short for terminate-and-stay-
resident, these are programs loaded into
memory that stay available for use even when
another application is active. Some examples
of TSR’s are screen blankers, Sidekick, and
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some disk caching routines. GEOS is not able
to run with some TSR’s. If you have trouble
with GEOS and you also have TSR’s running,
try removing the TSR’s from your
AUTOEXEC.BAT or CONFIG.SYS files, reboot,
and run GEOS again.

UI: See user interface.

Undo: Command on some Edit menus that
allow you to undo your last editing change
such as a cut, paste, delete, or style change.
You must choose Undo immediately after you
make the change you want to undo; if you
have done some typing or other action since
then, Undo will not be available.

user interface: The entire set of rules and
conventions by which the computer system
communicates with the user. May change with
different software. For example, GEOS uses
the Motif user interface.

VGA (Video Graphics Adapter): A graphics
card that works with either a color monitor or
a black-and-white gray-scale monitor. IBM’s
primary graphics standard for the PS/2 line of
machines.

volume label: The name you give a disk to
identify it. You can change the volume label
on a disk by choosing Rename Disk from the
Disk menu in GeoManager.
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Welcome screen: The screen that first greets
you when you run GEOS. From the Welcome
screen, you can decide to work with the
Appliances, DOS programs, or the Profes-
sional Workspace.

window: A rectangular area on your screen in
which you view an application or a document.
Most windows can be moved, resized, and
shrunk to an icon.

workspace: The background area on top of
which all the windows appear in the Profes-
sional Workspace. You can move windows
around anywhere on the workspace.

XMODEM: A file transfer protocol used to
send and receive files in discrete packets.
XMODEM checks for transmission errors after
each packet is sent and received.

XON/XOFF: A communications protocol that
tells a computer to start or stop sending data
by sending either an XON or an XOFF, which
are ASCII characters.
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A

A drive 40, 84
See also floppy disk
abbreviations for units of measure See
measurements
:ABORT label 389
acceleration, mouse See mouse
accelerators, keyboard See keyboard
accelerators
access (phone) code 300, 305, 372, 390
accidental
changes See saving, automatic
damage to something important 6
actions
box 66
See also buttons, commands, and
tasks
active
directory 122, 125-126
windows 46-47, 87, 363
actual size 167
adding
borders See borders
buttons 448
cards (address) 298-300
column breaks 280
footers See footers
headers See headers
items to a group 93, 121
items to a selection 121
memory 410
objects to a selection 182
page breaks 278
people to the address book 298
to calculator memory 414
to number in memory (calculator) 417
to scrapbook 435
Address area 297
Address book 41, 295
appliance 32
cards 296-301
printing See printing
saving See saving
See also GeoDex
adjusting
hardware options See preferences
desk tool
range 98-99
software options See preferences desk
tool
text selection 101
alarm (in GeoPlanner) 331-332, 353

align
left/right 250
ruler with page (command) 284
alternating left/right margins 270
always
off modem setting 370
on modem setting 370
a.m. (in appointment times) 328
angle brackets 388
ANSI terminals 368
appearance, button 446
Appliances 4, 22-23, 27-33
applications 41-42
definition of 24, 39
DOS See DOS
enlarging 74-76
exiting See exiting
file 385
fonts and keys See fonts
maximizing 76
minimizing 75
names of See names
removing from memory See exiting
restoring (from enlarged size) 76
restoring (from icon) 75
shrinking 74-75
starting 46, 72-73, 133-134
switching between 45-40, 74, 134
using 72-76
See also Professional Workspace
Apply button 67, 69, 364
applying color 202
appointment 324
See also GeoPlanner
architectural drawing 41
archive files 129, 144
area
address 297
code 297
properties box 195
arranging objects within a stack 210-211
arrow
down See down arrows
keys See cursor movement keys
paging See paging
pointer See pointer
right-facing (menu) See cascade
menus
scroll See scrolling
up See up arrows
See also next and previous
ASCII files See DOS text files
Ask for Options Each Time 446
aspect ratio 167, 231-232
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assigned printer 405
AT machine (286 or 386) 411
attributes
DOS file See changing
tab See tabs
auto linefeed 369
AUTOEXEC.BAT files 424
automatic
blanking of screen 408-409
log on to information service 387
page numbering 230, 277
paragraph spacing See leading
phone dialer See dialer, phone
saving See saving
automating communications sessions 361
automobile phone number 297
auto-repeat action of mouse button 17
available printers, list of See list

B drive 40, 84
See also floppy disk
background
workspace 39, 397-399
backslash (\) 118
Backspace key 7, 69, 96, 234
bar
horizontal scroll See scrolling
information 116
menu See menu bar
scroll See scrolling bar
title See title bar
vertical scroll See scrolling
.BAT file extension 429, 444
batch files See files
baud rate 367, 389, 407
beep sound 65, 389
beginning of
column (adjust to) 101
column (select to) 100
communications session See starting
GeoComm
line (adjust to) 101
line (delete to) 101
line (move to) 100
line (select to) 100
page (adjust to) 101
page (select to) 100
paragraph (adjust to) 101
paragraph (select to) 100
session See starting GeoComm
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text (move to) 100
word (delete to) 101
word (select to) 100
BELL command 389
bell icon 331
binary files 382, 385
birthdays See repeating events
bits
data See data bits
stop See stop bits
black
and white monitors See mono-
chrome monitors
background with white text 266
blank address card 296
blanking, screen See screen
blinking vertical line See text cursor
block cursor 96
body of document 230
bold text 238
borders
colored 263
corner See corner border
creating for text See creating
horizontal See horizontal border
resizing 45-40, 363
text See creating
thick See thick border
vertical See vertical border
Both View 309, 351
boxes
action 66
check See check box
dialog See dialog box
information 66
properties See properties boxes
question 66
warning 66
brackets, angle 388
brand
modem See modem
mouse See mouse
printer See printer
breaks
column 280
page 278
browsing
through address book 307-308
through menus See menus
through scrapbook 436
View 307-308
buffer, scroll-back 376-379
bullet
hollow 234

solid 234
bulletin board services, communicating
with See GeoComm
burning in 409
busy pointer See hourglass pointer
buttons 12
appearance 4460
Appliances See Appliances
Apply See Apply button
Cancel See Cancel button
C/CE 414, 421
Change disk See changing
Change Options See changing
Changing 447
Close See Close button
Close Directory See directories
Control See Control button
creating See creating/new, buttons
Default See Default button
delete 413
deleting 447
Dial 297
dimmed See dimmed buttons
directory See directory, Document,
and World
Document directory See Document
directory
DOS file for 446
DOS Programs See DOS Programs
Drive 117
Enter (on calculator) 420
Exchange (on calculator) 420
Exit See Exit button
Express See Express button
floppy disk See floppy disk
full-sized 118
groups of See radio buttons
hard disk See hard disk
Help See help
light grey See dimmed buttons
Maximize See Maximize button
Minimize See Minimize button
mouse 13-18, 403
name on 445
Next Card See address book
Next Day See next
Next Page See paging
No See No button
OK See OK button
overlapping 118
paging 20-21
picture on 445
preferences 397
Previous Card See address book

Previous Day See previous

Previous Page See paging

Professional 24

push 67

radio See radio buttons

Reset See Reset button

Restart See restart

Restore See Restore button

settings 445, 447

Stop See Stop button

Up Directory See directories

using 448

with ellipses See ellipsis

World directory See World
directory

Yes See Yes button

bytes free/used (number of) See

number of

C

C drive 40, 84
See also hard disk
calculator
appliance 31
desk tool 413-423
calendar 33, 327
only view 350
printing See printing events
window 324
See also GeoPlanner
Cancel button 67, 69, 71, 383, 385
canceling
move operation 140
quick copy/quick move 106
capturing
status window 381
text 380-381
car phone number 297
card
address See address cards
view 307-308
carriage return 369, 375
cascade menus 57-59
C/CE button 414, 421
center
justification See justification
tab See tabs
text 249-250
centimeters (cm) 70, 244
CGA graphics monitors 167, 231-232
change bars See vertical lines



changing

active directory 125-126

address cards 302

alarm settings 332

AUTOEXEC.BAT files 424

background 397-399

buttons 447

calculator options 419-420

character spacing 241-242

colors 89, 195-202

computer options 397, 410-411

date 397-398

day shown on calendar 33

default scrapbook 439

directories 78-79

disks 84

documents See editing and saving

DOS file attributes 144-145

drives 78-79

events 328, 335-330

file 446

font for text 203-204, 238-240

GeoManager options 154-155

GeoPlanner preferences 352-353

GEOS internal options 397, 412

interrupt levels 411

line color 197-198

line spacing 250

line width 197-198

look and feel 397-399

margins See margins

modem port, speed, and protocol
397, 407-408

monitor 397

month shown on calendar 33

mouse 397, 401-403

names in address book 298

number of pages to print 108

options button 110

page setup 270-272

paper size/source 108-111

paragraph margins 248

paragraph spacing 253

pattern 197-198

picture 445

port for printer 397

print quality 108

printers 107-111, 397, 403-406

programs 445

repeating events 335

safeguard interval 397-399

screen blanking interval 397

selections 69

settings for buttons 447

sign in calculation 414
size of text in menus/dialog boxes
397-399
size of view 166-167, 231
size of window 364
styles 195-202
text font 203-204
text justification 208-209
text size 204-207, 240-241, 425
text style 207, 242-243
time 397-398
type of monitor 409
video options 397, 408-410
viewing options 128, 350
width of line 197-198
window size 364
workspace background 397-399
year shown on calendar 33, 324-
325
characters
copying See copying
deleting See deleting text
editing See editing text
entering See entering text
height 240
selecting within a text object 183-
184
spacing 238, 241-242
special 234
See also text
check box 53-55, 68
Checksum 385
CHKDSK.COM command/file 446
choosing
an Appliance 29
commands See commands
fonts 239
from menus 55-60, 62-64
See also buttons, dialog box, and
selecting
ci (abbreviation for ciceros) See ciceros
ciceros (ci) 70, 244
circle
drawing 174-175
pointer 13
slash symbol 65
tool 169, 174-175
cleaning up documents 43
clearing
command 389
memory 417
numbers displayed on calculator
414, 421
Search For text 310
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tabs 246
clicking 14, 16, 55-56, 397, 401-403
Clipboard 103-105, 194, 268, 319-320,
361
sending contents of 374-375
clock, computer’s built-in 397
Close button 21, 67
closed shapes 172
closing
dialog box See dialog box
directories See directories
documents See documents
GeoManager 156
help 21
menus 56
notepad document 430
pinned menus 61
properties boxes 197
Show Line Status window 386
toolbox 166
windows 45-47, 52, 76
See also exiting
cm (abbreviation for centimeter) See
centimeter
code
access See access code
area See area code
zip See zip code
collapsing
all directories within a branch 152-
153
directories in tree See directories
window to an icon 46
collate 108, 217, 286
colons (in scripting language) 388
color 172, 179, 195-202, 238
and monochrome monitors 263-264
changing See changing
monitors 54-55, 196
using in GeoWrite 263-267
columns
adjusting to 101
breaks between 280
of data See tables
maximum number of in GeoComm
window 364
number of on page 270-272
selecting 100, 235
working with 279-280
.COM files 444
COM1 to COM4 404
COMM command 389
command line options 445-446
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commands
Align Ruler with Page 284
BELL 389
CHKDSK.COM 446
choosing 18, 53
CLEAR 389
Close See closing
COMM 389
Copy See copying
Custom Borders See custom
Cut See cutting text
Delete See deleting
DIAL 389
DOS See DOS
Draw Graphics 284
Duplicate See copying
editing 236
END 390
Exit See exiting
file menu 85
Full-Sized See full sized
GOTO (line) 390
GoTo Page See GoTo Page
command
listing See menus
MATCH 390
More Fonts See More Fonts
command
Move See moving
new See documents
Next Page See paging
Open See opening
Overlapping See overlapping
Page Setup See page
Paste See pasting text
PAUSE 391
PORT 391
Previous Page See paging
PRINT 216-218, 285-287, 392
PROMPT 390
PULSE 392
Redraw See Redraw
Revert See Revert command
Save See saving
Save As See saving
script 388-392
SEND 392
Size See size
Snap to Ruler Marks See Snap to
Ruler Marks
TERM 392
commas (in phone numbers) 300, 372
common events, setting 336-337

communication
port See port
session See GeoComm
composing messages off-line 374-375
compressing
directory display 132
text 241-242
computer
date 397
internal options 397, 410-412
memory 397
time 397
concentration of color 201, 263, 265
configuration
mouse 402-403
system See preferences desk tool
printer 396-412
Confine Search 310
Confirm
Deletes option 142, 154
Read Only 154
Replace 154
connected line tool 169, 172-174
contents
displaying for disks/directories See
displaying
continuous mouse action 17
Control
button 45, 53, 65
key (CtrD) 7
menu 45, 76
controlling multiple documents See
multiple documents
copies
number of 108, 217, 286
temporary working See saving,
automatic
copying
between scrapbooks 440
disks 148-149
documents See documents
files 91, 137-142
graphics from GeoDraw into
GeoWrite 268-269
notepad document text 431
numbers from calculator 417-418
objects 192-193
scraps 435
tabs See tabs
text 30, 103-106, 236, 354-355, 374-
381
to disk See saving
copyright symbol © 234
corner border 50
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correcting
for aspect ratio See aspect ratio
See also changing
counters
error 386
reset on Show Line Status window
380
Courier font 238
CRC (Cyclic Redundancy Check) 385
creating/new
batch files 450-453
borders for text 259-261
buttons 441, 444-446
directories See directories
documents 41, 77-78
DOS files 424
hanging indents 249
images 169-180
notepad document 430
scrapbook 438
script 388
tables 262
title pages 273-274
CR/LF option 375, 381
crosshairs 171, 254
Ctrl key See control key
current
directory 122
disk 83
document 86
page See paging
pathname 84
screen 363
cursor
blinking See text cursor
block, solid 96
dotted selection 70
flashing (text) 95
hollow 363
insertion 102
movement keys (arrows) 62, 96
overtype 102
solid block 96, 363
text See text
See also pointer
curved pointer 171
custom
borders 259-261
calculator options 419-420
colors 263
GeoPlanner features 352-353
line spacing 252
paper size 110
text font 204



text size 206-207, 241
cutting
between scrapbooks 440
notepad text 431
numbers from calculator 417-418
objects 194
scraps 435
text 30, 41, 103-106, 319-320, 354-
355
See also pasting text
Cyclic Redundancy Check (CRC) 385
cycling through options 68

D

daily schedule 327-330
damaging important information 6
dark
concentration of color 267
outline See outline
dash, em 234
dashed lines 197-198
data
bits 367, 389
files See documents
See also information
date
book See GeoPlanner
computer’s internal 397
event See events
last modified See sort by
today’s See today’s date
days
empty 353
last 334
month for events 334
range of See range
template 352
week for events 334
decimal
places to display in calculator 419-
420
tab See tabs
decision See choosing and dialog box
decreasing
numbers 68
See also enlarging
decrementing numbers See decreasing
numbers
default
alarm time 353
button 60, 68

choice for dialog box 19
column width 279
document 77-78
header 275
scrapbook 433, 439
settings, print 108
tab stops 245, 254
unit of measure 70
Del (delete) key 96
deleting
address cards 302
button 413
buttons 447
characters 101
column breaks 280
command 143
confirmation See confirming
directories 40, 117, 142-143
events See removing
files 40, 117, 142-143
items 143
lines 101
mistakes 234
objects 194
page breaks 278
pages from scrapbook 435-436
printer 406
range of text 99
selection 101
text 69, 96, 101, 237
words 101
See also wastebasket and removing
density (disk) See disks
description of event 334
deselecting items 90-94, 121
desk tools 393-441
desktop
calculator 31
calendar 33
electronic 35
destination
directory See directories
disks See disks
details, names and See names
dial
button 297
command 389
menu 371, 387
quick See Quick dial
dialer, phone 32, 296
dialing
option window 300
options 305-306
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phone numbers 303-307
dialog box 19, 38, 65-71, 364
size of text in 397-399
diamond-shaped markers 55
differences between GeoWrite and
Notepad
different document, file, disk, directory
See changing
dimensions (paper size) 110
dimmed (light grey)
buttons 21
menu options 53, 55
direct manipulation 14, 18
directories
active See active
changing See changing
closing 84, 126-127
collapsing in tree 151-153
compressing display 132
copying 137-142
creating 136-137
current See current
definition of 118
deleting See deleting
destination 80-81, 84, 137
displaying contents of 39
Document See document
DOS 444
duplicating See duplicating
expanding in tree 151-153
get information about 145-146
list of 122
managing See managing
moving 137-140
moving up one 78-79, 84
multiple See multiple
names of See names
new directories See directories,
creating
on your disk drive 40
opening See opening
parent See parent directories
pathname 116-118
previous 117
renaming See renaming
root 118, 151
selecting See selecting
sequence of contents 130-131
source 137
tree 151-153
Up button 78-79, 84, 117, 124
WORLD 39-42
disks
changing See changing
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copying 148-149

copying to See saving

current 83

destination 148-149

displaying contents of See
displaying

drive See drives

duplicating 148-149

floppy 39

formatting 147-148

hard 39

lists of 83

managing 147-150

menu 147, 149-150

name 147

RAM/ROM 117

renaming 149-150

source 148-149

displaying
contents of disks/directories 39-40,

84, 132

data See setting, terminal

decimal places in calculator 419-
420

directory tree for another disk 153

Help 21

information See windows and get
info

memory 414

menus 45

progress of scripts 387

documents

body See body of document
changing See editing

cleaning up 43

closing 82-83, 88, 221, 291
copies of 79

copying See copying and editing
creating 41, 77-79

current 86

default 77-78

definition of 41

deleting See editing and deleting

directory 39-42, 72, 79-84, 118-123,

226
editing 41
footer See footers
GEOS 382, 425
header See headers
listing See files
managing 39-40
moving See editing and moving
multiple 86-88, 212-213, 425
naming 80-81, 136, 219, 348

new/untitled 77-79
opening See opening
pages (moving between) See
paging
printing See printing
recovering last version of 82
safeguarding See saving, automatic
saving See saving
selecting 78-79
side-by-side 213
single 425
size 347
switching See switching
windows 77-88
working with 77-88
See also starting
DOS
applications 25, 214-215
commands, invoking 25, 113
exiting See exiting to DOS
file attributes See changing
file for buttons 446
files 40, 117, 290, 369
naming conventions 117, 136, 429
Programs area/button/screen 4, 23,
25, 135, 441-453
returning to See returning to DOS
starting GEOS from 11
text file 290, 373, 382, 375-376, 424
See also saving
dotted
leader line See tabs
margin lines 164
outline 186, 279
selection cursor 70
double
clicking 16-17
spacing See leading
down arrows 67-68
draft (text only) 108
dragging 55-57
day on the calendar 329
group of items 91-92, 120
item on the screen 18, 138
multiple items See dragging, a
group of items
objects to move 185-191
objects to select 182-183
option, setting 18187
range of text 96-97
resize borders 47, 363
tabs See tabs
text to select 235
title bar 45, 47
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to wastebasket See deleting

See also moving
drawing 41

application See GeoDraw

area 164

circles 174-175

connected lines 173-174

graphics (command) 284

inner lines (for borders) 261

lines 172-174

polygons 176-177

rectangles 175-176

vertical lines with a tab See tabs
drives (disk) 40

changing See changing

displaying contents of 117
duplex setting 368, 389
duplicating

command 89, 91

directories 141-142

disks 148-149

files 141-142

See also copying

earlier alarm 331
edges
window 49
See also borders
editing
batch files 135, 450-453
documents 41
DOS files 424
footers 275-276
headers 275-276
menu 104, 236, 418
text 68-69, 95-102, 179, 203-209,
236-237
See also cutting, copying, pasting,
and changing
editor, text See notepad
EGA monitors See monitors and color
electronic
datebook See calendar
desktop See Professional
Workspace
mail message 373
ellipsis 67
elongated image See aspect ratio
em dash 234
empty days, showing 353



end
column (adjust to) 101
column (select to) 100
command 390
key 100-101
line (adjust to) 101
line (delete to) 101
line (move to) 106G
line (select to) 100
page (adjust to) 100
page (select to) 100
paragraph (adjust to) 101
paragraph (select to) 100
task in progress See Stop button
text (move to) 100
time for template 353
word (delete to) 101
word (select to) 100
enlarging
applications See Maximize button
windows See Maximize button
See also magnification
entering
button (calculator) 420
characters See entering text
date 398
DOS 25
DOS Programs screen 443
measurements 70
phone numbers 371
professional workspace See
professional workspace
special characters 234
text 30, 69, 95-102, 178-180, 234
time 398
See also starting
ep (abbreviation for European points)
See European points
erasing See deleting
error
checking 367, 385, 380
indicator 415
Escape (Esc) key 09, 71
European points (ep) 70, 244
events—33, 325-330
common 336-337
only view 350-351
printing See printing
repeating 333-342
searching See searching
window See windows
See also GeoPlanner
exchange button (calculator) 420
EXE files 444

exiting
Appliances 29
applications 70, 88
button 23, 26
desk tools 395
DOS 25
DOS Programs screen 443
GeoComm 362
GeoDex 295
GeoDraw 161
GeoManager 156
GeoPlanner 323
GEOS to DOS 23-26, 43-46
GeoWrite 226
Help 21
Professional Workspace 24, 43-44
expanding
all directories within a branch 152-
153
directories in tree See directories
level of directory 152
memory 411
text 241-242
Express button/menu 43, 45, 53, 73,
161, 357
extending memory 411
extension, file See files, extension

F

F2 key 44

fast mouse See mouse

FAX phone number 297

feel, look and 397-399

field
index See index field
text See text field

files
application See application
archive See archive
attributes (DOS) See changing
BAT 444
batch 135, 429, 441, 450-453
binary See binary
CHKDSK.COM 446
.COM 444
copying 137-141
data See documents
deleting See deleting
DOS See DOS
duplicating See duplicating
EXE 444

extension 40, 117, 136, 429
GEOS 40, 117
get information about 145
hiding See hiding
icon 117
importing See importing
lists of 78, 83-85, 444
managing See managing
menu 77-89, 107, 145, 214, 348
moving 137-140
name of 117, 136
naming 80-85
number of See number of
on disk drive 40
opening See starting
PC Paintbrush 214
read only See read only
receiving See GeoComm
renaming See renaming
selecting See selecting
sending See GeoComm
show new (update directory
display) See rescanning drives

system See system
text See text and DOS
TIFF 214

filling in
objects with color/pattern 199-200

text fields See entering text and text

field
Find
address card for name in Events
window 356
Next (address card) 309
See also searching
flashing text cursor 95
flipping
between address cards 32, 301
between pages See paging
objects 190
floppy disk
buttons 39, 84, 117
flow control 367
folders 40, 78, 117
See also directories
fonts
and keys application 234
choice of 425
definition of 238
menu 239
more (command) See More Fonts
command
option 203
print 107

Index
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sizes of 238-241, 365
standard 203-204
text 203-204, 238-240
footers 230, 275-277
forever (continuous event) 334
formatting
date 398
disks 147-148
instructions 225, 424
options 425
page See printing
text 238-243
time 398
frame error 386
freehand object rotation 189
freeing up memory 72
See also exiting
frequency of event 334
full
duplex 368
justification See justification
sized button/mode/command 86-
87, 118, 122-123, 229, 281
year on calendar 326

G

general information 1-7
GeoComm 359-392
GeoDex 4, 293-320
GeoDraw 4-5, 157-221, 268-269
GeoManager 4, 38-39, 42, 79, 113-150,
228
GeoPlanner 4, 296, 316-318, 321-359
GEOS
desk tools 393-441
documents 425
exiting 26
files 40, 117
internal options 397, 412
introduction to 1-5
Professional Workspace See
Professional Workspace
Quick Start Guide 1
software Appliances See Appliances
starting 11
starting applications 133-134
system text 399
GeoWrite 4-5, 223-291, 424
Get Info (about file/directory) 145-146
getting started with the Welcome
screen 9-260

GoTo
line command 390
page command 231-232, 273, 281,
434
Graphical
program launcher See DOS
Programs screen
User Interface (GUD) 37
graphics
application See GeoDraw
drawing 284
inserting 268-269
monitors See monitors
sharing 103
gray/grey
buttons See dimmed buttons
ruler See ruler
text See halftones
groups
of buttons See radio buttons
of days on calendar 329
of items, selecting See selecting
GUI (Graphical User Interface) 37

H

half duplex 368
halftones 264, 266-267

See also colors
halting See canceling
handles, object 170
hanging indents See indents
hanging up the phone 372
hard disk

button 39, 117
hardware options, adjusting See

preferences desk tool

harming your computer 24
Hayes-compatible modem See modems
headers 230, 275-277
heavy outline 10, 33
height

character See character

field (paper size) 110
Help button/window 20-21, 23
Helvetica font 238
Hercules graphics monitors 167, 231-

232

Hewlett-Packard calculators 419
hiding

all 284

files 116, 129, 130, 144
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graphics 269
portions of document 51
toolbox 164
high-density disks See disks
highlighted
days See events
document names 78
menu items 56
selection See selecting
text (reverse color) 96, 235
title bars 47
HIMEM.SYS file 411
hints See tips
holding down mouse buttons See
pressing
hollow
bullet 234
cursor See cursor
home
key 100-101
phone number 297
horizontal
border 50
scroll bar See scrolling
hourglass pointer 13
how to
exit GEOS 26
start GEOS 11
use manual 6-7
use mouse 13-18
H-P calculators See Hewlett-Packard
calculators
hyphen, soft 234

i box 66
I-beam pointer/tool 13, 171, 178
IBM3101 terminals 368
icons 3, 39-40
collapsing windows to See
Minimize button
definition of 40
file 117
folder 117
moving 75
restoring applications from 75
viewing contents of directory as
128
wastebasket See wastebasket
images
creating 169-180



definition of 169
importing See importing
preview area 214
importing
images (from DOS application)
214-215
in (abbreviation for inches) See inches
inches (in) 70, 244
compared to other units of
measure 244
increasing
numbers 68
See also enlarging
incrementing numbers See increasing
numbers
indents 245-249
index
field 297, 307, 310
tabs (letters for address cards) 301
information
bar 116
box 66
displaying See dialog box, screens,
and windows
services, communicating with See
GeoComm
insert
key (INS) 101-102
mode 101-102
inserting
graphics 268-269
leaders 254
page breaks 278
page numbers 277
text 236
installed printers, list of See list
installing
GEOS 1
printers 404-405
instructions, how to use 7
interface See introduction to GEOS and
Motif
internal
computer options See computer
date 397
fonts (print) 107, 286
GEOS options 397, 412
hardware options 397
time 397
interpreting data See setting, terminal
interrupt
file transfer 385
levels 410-411
interval

between template entries 353
saving See saving, automatic
screen blanking 397, 408-410
introduction
to GEOS 1-5
to this manual 6-7
italic text 238
item order (sorting in directory) See
directories

J

justification
settings 229
text 208-209, 249-250, 425

K

keyboard
accelerators 61-62, 236
editing 99-102
navigating with 62-64
using to respond to dialog box 70-

71

keys
application See fonts
arrows 62
Backspace 7
calculator 31
Control (Ctrl) 7
cursor movement 62
Escape (Esc) 69
F2 43
fonts and (application) See fonts
groups of 7
how represented in this manual 6-7
plus (+) 7
Shift 7
See also buttons

L

labels
mailing See mailing labels
scripting language 388-392

LAN device 40, 117

landscape orientation setting 168, 270

483

language
scripting 388-392
translator 368
large font 365
last
modified, date/time See sort by
saved version of document,
recovering See Revert
command
layout of document See page setup
leaders, inserting tab 254-255
leading 251-253
leaving See exiting
LED display See Calculator
left
justification See justification
margin See margins
mouse button 13-14
tab See tabs
legal-sized pages 271
length of
document 51
file name 80, 117
names See names
slider 51
letter 41
as mnemonics 62
sized pages 271
tabs (for addresses) 32, 296, 301
light grey buttons See dimmed buttons
lightening colors See concentration of
color
linefeed
auto 369
required after carriage return 375
lines
adjusting to 101
color of 197-198, 263
deleting 101
drawing 172-174
indents See indents
maximum number of in GeoComm
window 364
properties box 195
selecting 98, 100, 235
spacing settings 229, 250
status 3860
tool 169, 172
vertical 256-257
width of 197-198
linking
GeoDex to GeoPlanner 317-318,
356-357

Index
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list
address See address book
commands/options See menus
directories See directories
file See files, list of
fonts 239-240

most recently/often called numbers

296, 304

name and address See address
book

notes 30

often called phone numbers 296,

304
pages by name 434
paper sizes 110
ports See ports
printers available (installed) 110,
286, 312, 404
recently called phone numbers
296, 304
scheduled events 33
scrolling See scrolling list
speed-dial 296, 304
viewing contents of directory as
128
window 83
loading from disk into memory
applications 72-73
GEOS 11
logo 268, 275
See also headers and footers
long-distance calls/service 299, 371
look and feel 397-399

Lookup (address cards) 309, 356-357

See also searching
LPT1 to LPT3 404

M

magnification levels 166-167, 231
mailing labels 313
making changes See changing
managing

directories 39, 136-146

disks 39, 147-150

documents 39

extended memory 411

files 136-146

windows 53

See also GeoManager
manipulation

direct See direct manipulation

of objects 169
manual
how to use 6-7
paper feed 110, 287
paragraph spacing See leading
margin
changing 247-249
lines 164
markers See ruler
paragraph 248
setting 270-272
match command 390
Maximize button 45-46, 74-76, 87, 229
maximum
number of lines in GeoComm
window 364
resolution (print) 108
speed of transmission 367
measurements
abbreviations for units of 70
entering 70
units of 70
meeting, scheduling on calendar See
events
memory
adding number to 417
calculator 414
clearing calculator 417
computer 397, 410-411
freeing up if system is slow See
exiting
loading into from disk See starting
recalling from calculator 417
remove from See exiting
storing documents in See saving
storing numbers displayed in
calculator 417
using calculator 416-417
menus 3
bar 45, 53, 398
browsing through 18, 56, 62-64
cascade See cascade menus
choosing from See choosing from
menus
closing See closing
Control See Control menu
definition of 53
dial See dial
disk 147
Edit See editing
Express See Express button/menu
File menu See File menu
Fonts See fonts
Modify See modifying

484

name 45, 53
navigating with keyboard 62-64
Open from the File See Open from
the File
opening See opening
Options See options
pinning See pinning menus
Quick 330
ruler 254
sample 53
secondary See cascade menus
size of text in 397-399
sort by See sort by
styles 243
text See text
using 53-64
Utilities See Utilities
View See viewing
Window See windows
messages, electronic mail See electronic
mail messages
middle mouse button 13-14
millimeters (mm) 70, 244
Minimize button 45-46, 74-76, 133, 155
minus (-) sign 151
mm (abbreviation for millimeters) See
millimeter
mnemonics 62-64
model See brand
modems 300, 303, 366
options, changing 407-408
port 367, 397, 407-408
protocol 397, 407-408
settings 369-370
speaker 370
speed 397, 407-408
See also GeoComm
modified, last (date/time) See sort by
modifying
menu 188
See also editing
monitors 54, 196
changing 397, 408-410
type 409
See also CGA and Hercules
monochrome monitors 53, 196
and color 263-264
month
day of 334
event 334
events during 330
on calendar 325
See also GeoPlanner



more
fonts command 239-240
than one See multiple
most often/recently called phone
numbers See list
Motif (graphical user interface) 37
mouse
acceleration 401-402
brand 397, 401-403
buttons 13-14
changing 397, 401-403
how to use 13-18
responsiveness 397, 401-403
moving
backward through text 100
between document pages See
GoTo page command and
paging
cursor 100
directories See directories
files See moving
forward through text 100
handle 170
icons 75
information between scrapbooks
440
mouse 15
notepad text 431
numbers from calculator 418
objects 185-191, 210-211
pinned menus 60
pointer 14-15
properties boxes 195-197
scraps 435
tabs See tabs
text See cutting text and pasting
text
text cursor 100
toolbox 164
up one directory 78-79
windows 18, 39, 45-50
See also menus and pointer
multiple
clicking See clicking
columns 271, 279-280
copies 108-109, 285
directories 118, 122
documents 86-88, 212-213, 281, 425
items, selecting See selecting
months 325
ranges of items 93-94
scrapbooks 439-440

N

names
adding See adding
and addresses See Address Book
and details 129
applications 136
bar See menu bar
batch file 451
button 445
changing See changing
contents of scrapbook page 436
current disk 83
directory 136
disks 147
documents See documents
DOS files 136, 429
field 434
file See files
menu See menu name
notepad document 428-429
only (contents of directory as
icons) 129
path See pathname
printer 405
script 388
searching for See searching
sort by See sort by
volume 83
navigating menus with keyboard See
menus
newsletters 279
next
card 32, 296
day 324, 329
page See paging
phone number 297
word 101
year 325
nickname (for printer) 404
No
button 67
Command Line Options 446
Notepad
appliance 4, 30
desk tool 135, 424
versus GeoWrite 424
NOTES.TXT document 424
nudging objects 188
number of
buttons that fit on screen 448
bytes used/free 116
characters See names
columns 270

485

Index

copies See copies

decimal places to display in
calculator 419-420

files 116

lines/columns in GeoComm
window 364

mouse buttons 403

points See text size

numbers

decreasing/decrementing 68

increasing/incrementing 68

mnemonic 62

most often/recently called See list

page 230, 277

phone See address book

telephone See address book

0

objects
arranging within a stack 210-211
copying 192-193
definition of 169
deleting 194
flipping 190
handles 170
modifying See editing
nudging 188
overlapping See stacking
pasting 192-193
reshaping 185-191
rotating 188-189
selecting See selecting
stacking See stacking
off-line 373-377
often called phone numbers See list
OK button 67
one at a time See single
on-line 373-377
opaque pattern 199-200
Open
from the File menu 73, 78-79
option/command 83, 281
Software Foundation 37
opening
address book 295
date book 323
directories 78-79, 84, 118, 122-126
documents 78-86, 134, 161-163,
226-228, 281
files See starting
menus 43-44
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multiple documents 87
notepad document 430
parent directories See parent
directories tree window
properties boxes 195-196
scrapbook 438
standard address book 295
standard date book 323
tree window 152
windows See starting
See also pinning menus
operations, order of 415
options 19
binary 385
calculator 419-420
changing See changing
command line 445
computer internal 397, 410-411
dialing 305-306
formatting 425
GEOS See GEOS
hardware, adjusting See prefer-
ences desk tool
internal See computer
look and feel See look and feel
menu 154-155, 245, 284, 352, 419
modem 407-408
preferences 397
software, adjusting See preferences
desk tool
terminal simulation See terminal
simulation options
text 385
video 408-410
See also dialog box, commands,
and menus
order
address card 297
directory item See directories
operations 415
organization of this manual 6-7
orientation of page 168, 216, 270-272,
285
outline
dark 325
dotted 186, 279
heavy 10, 33
rectangular, of window 48
See also borders
oval See circle
overlapping
command 281
objects See stacking
windows (mode) 39, 86, 122-123

overtyping button/mode 82, 102, 118

See also Read Only and insert
mode
overwriting text 82, 102
See also Read Only and insert
mode

P

packet size for data transfer 383
page
breaks 278
down See paging
facing 270
margins See margins
numbering See numbers
orientation See orientation
print See printing
ruler See ruler
selecting 98, 100, 235
setup 216, 270-272, 279-280
size 168, 270
title 270-274
up See paging
paging 20-21, 30, 33
area 50-51
arrows 229

GoTo command See GoTo Page

command

Next Page command 281

Previous Page command 281

scrapbook entries 433-434
paper

size See size

source See source
paragraphs

adjusting to 101

borders 259-261

colored background 263

formatting 425

margins See margins

selecting 98, 100, 235

spacing See leading
parallel printers 404
parameters

setting in GeoComm 3066
parent directory 117-118, 124
parentheses

around mnemonics 62

to change order of operations 413,

422

486

parity 367, 389
error 386
pasting
between scrapbooks 440
notepad text 431
numbers from calculator 417-418
objects 192-193
scraps 435
text 30, 103, 236, 354-355, 374
See also cutting text
pathname 83-84, 116-118
patterns 89, 195-202
PAUSE command 391
PC
computer 411
Paintbrush files (PCX extension)
214
permanent
changes See saving
deletions See wastebasket
options 155
storage 433
phone
dialer See dialer, phone
numbers 297
type 370
pi (abbreviation for picas) See picas
picas (pi) 70, 244
picture on button 445
See also icon
pinning menus 59-61, 231
pixels
definition of 188, 231
rectangular See aspect ratio
Planner appliance 33
plug, modem See modem port
plus (+)
key 7
sign 151
p.m. (in appointment times) 328
pointer 3, 12, 13
arrow 169, 181
circle and slash 13
hourglass 13
I-beam 13
moving on the screen 14-15
pressing an item 17-18
rotate 169, 181
slash and circle 13
pointing 14-15
points (pt) 70, 244
European See European points
polygon tool 169, 176-177



port

command 391

modem 367, 397, 407-408

mouse 403

printer 397, 403-404
portrait orientation setting 168, 270-272
positioning the text cursor 95
power outage/failure See saving
preferences

desk tool 396-412

GeoPlanner 352-353
prefix

GeoPlanner 300, 305
pressing

mouse button See clicking

pointer/an item 17-18
preview area (of image) 214
previous

card 32, 296

day 324, 329

directory 117

page See paging

phone number 297

saved version of document See

Revert command

word 101

year 325
PRINT command 216-218, 285-287, 392
printable area of page 164
printers

brand of 397, 403-406

changing 403-406

configuration 403-406

deleting 406

identifying 107

installing 404-405

list of installed/available See list

name 405

parallel 404

port See port

serial 404
printing

address book 312-314

all cards 313

documents 216-218

Event window 363

events 344-347

general description 107-111

GEOS 5

labels 313

month on calendar 346

Notepad 30, 426

page setup See page setup

phones 313

portion of document 217, 286

quality 108, 217, 285-286

scheduled events 344-347

sideways See orientation

(landscape)

test page on printer 406

year on calendar 347
problems See dialog box

See also Troubleshooting in

appendices

Professional

button 24

Workspace 4, 22, 24, 35-111
programs See applications and DOS
prompt command 390
properties boxes 195-197
protocol

settings See setting

XMODEM See XMODEM
pt (abbreviation for points) See points
pulse

command 392

dialing 389
push

buttons 67

pin icon See pinning menus

&

quadruple-clicking See clicking
quality, print See printing
question mark symbol 66

Quick
copy 105-106, 319-320, 354-355,
418, 432
dial 296, 304, 369, 371
menu 330
move 105-1006, 319-320, 354-355,
418, 432

Start Guide 1
quintuple-clicking See clicking
quitting See exiting

R

R on Event window See repeating
events

radio buttons 53-55, 68

RAMdisk 40, 117

487

Index

range
adjust 98-99
days/dates in GeoPlanner 324, 329-
330, 334
deselect 99
items, selecting 92-94
pages to print 108-109, 286
replace 99
text, selecting 97-99
rate, baud See baud rate
ratio, aspect See aspect ratio
read
error 386
only 78, 129, 144, 154, 430
recalling
number from memory (calculator)
417
text style See style
receiving
information/files 361, 366, 382-385
status window 385
recently called phone numbers See list
recovering
deleted item 142
last saved version of document 82
rectangle tool 169, 175-176
rectangular aspect ratio 167
recurring events See repeating events
reduced size
of drawing 166-167
of windows See Maximize button
and Minimize button
reformatting disks Sed% disks
registered trademark symbol (R) 234
regular events See repeating events
releasing the mouse button See clicking
reminder precedes event 353
remote computer systems See
GeoComm
removing
events 328, 330
headers/footers 276-277
pages of scrapbook 435-436
title pages 274
See also closing, deleting, and
exiting
renaming
disks See disks
files/directories 143-144
reopening toolbox 166
repeating events 333-342
replacing
files 154
range of text 99
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text 237
reports 41
rescanning drives 150
Reset
button 67
counters on Show Line Status
window 386
reshaping objects 185-191
resizing
borders 45-46, 363
footers 276
headers 276
windows 45, 48-50
resolution, maximum print See printing
quality
responding to dialog boxes See dialog
box
responsiveness of mouse See mouse
restarting
GeoManager 156
GEOS 403
Restore button 45-46, 76
restoring
applications to original size 75, 76
events 328
original document See Revert
command
retrieving
files/directories from Wastebasket
40
returning to
Appliances screen 32
DOS 23-20, 43-40
original document size 167
Welcome screen 24, 29, 43, 46, 443
reverse
colors (highlighting) 89, 96
image text (white on black) 266
Polish Notation on calculator (RPN)
419-420
Revert command 77, 82-85, 220, 288,
349
right
justification See justification
margin See margins
mouse button 13-14, 18
tab See tabs
ROMdisk 40, 117
root directory See directories
rotary phone 370
rotate
objects 188-189
pointer See pointer
rough draft, printing See draft

rounding figures in calculations See
decimal places
rows of data See tables
RPN (Reverse Polish Notation) on
calculator 419-420
rule, width of 271, 279
ruler 229, 244-250, 424
commands 284
menu 254
running
application programs 40
batch programs
DOS programs See DOS Programs
scripts 387-388
total 416

S

safeguard feature See saving, automatic

safest choices 19, 68

sample
Address Book screen 32
address card 297
calculations 416
Calculator window 31, 325
dialog box 19, 65
DOS Programs screen 25
entries for units of measure 70
event scheduling 330-342
GeoComm window 363
GeoDex window 296
GeoDraw window 164
GeoManager screen 39, 116
GeoPlanner window 324
GeoWrite window 229
help window 20
manual page 7
menu 53
Notepad screen 30, 424
Page Setup dialog box 270
Planner screen 33
Preferences window 396
RPN calculations 421-423
scrapbook 433
scripts 387
Welcome screen 12

saving
address book 315-316
as DOS text file 290
automatic 78-83, 288, 348, 397-399,

425

batch files 451, 453

488

changes as you work 52, 220, 289,
349, 429
current screen 378-379
data received to Clipboard 361
date book 348-349
documents 43, 80-85, 219-221, 288-
290, 315-316
full screens of data 378
GeoPlanner preferences 353-353
information in GeoComm 378-381
interval See saving, automatic
notepad 424, 428-429
options 155, 284
previous version See Revert
command
scrapbook documents 437-438
settings on Options menu 284
with Save/Save As option 79-85,
219-221, 288, 348, 428
scanning See browsing and viewing
scheduling events See events
Scrapbook 268, 433
screens
Address Book 32
blanking interval 397, 408-410
Calculator 31
Choosing an Appliance 29
current 363
DOS Programs 25, 441-453
GeoManager 39
Notepad 30
only option in saving 379
Planner 33
Professional Workspace 39
Welcome 3. 9-26
See also windows
scripts in GeoComm 361, 369, 387-392
229, 284
299, 307
arrow 50-51, 444
bar 50-52, 117, 229-230, 284, 434
buffer 376-379
continuously 51

scrolling 69,

addresses

data in GeoComm window 376-377
directly to a particular position 52
directories 83

documents 78

events 324

files 83

full windows at a time 52

help 20-21

information in GeoComm

list 68



scrapbook entries 433-434
small steps 51
windows 50-52
searching for
names 296, 309-311
scheduled events 317-318, 343,
356-357
second printer 107
secondary menus See cascade menus
selecting
all items 121
areas of text 18
characters within a text object 183-
184
columns 100, 235
day of week for event 334
day to highlight on calendar 325
day to print on calendar 346
directories 120-121
documents See documents
down 100
files 120-121
groups of items 90-94, 120
item(s) from list 69
item(s) from window 89-94, 120
left 100
lines 98, 235
multiple items 90-94
multiple ranges of items 93-94
numbers in calculator 418
objects 181-184
options in dialog box 70-71
pages 98, 235
paragraphs 98, 235
port See port
printer See list and printer, brand
ranges of items 92-94
ranges of text 96-99
right 100
scripts 387
text 96-100, 235
tools 171-172
up 100
view 350-351
words 98, 235
See also flipping, browsing,
viewing, specifying, choosing
sending
command 392
contents of Clipboard 375
information/files 361, 382-385
prepared text 373-376
status window 383
sequence See order

serial
mouse port See port
port See port
printers 404
session, communication See GeoComm
setting
alarm 331
apply 69
button 445
calculator options 419-420
common events 336-337
communication 389
date 397
decimal places for calculator
display 419-420
dialing options 305
document size 168
drag option 186-187
events See events
GeoPlanner preferences 352-353
justification See justification
line spacing See lines
menu 53
modem 369
options 69
page setup 270-272
parameters 366
protocol 362, 366-367, 397, 407-408
tabs See tabs
terminal 366-369
time 397
See also options
Setup Program 11
shadow borders 259
shapes 169-180
sharing
files 382-385
graphics 103
information See cutting and pasting
text See cutting text and pasting
text
Shift key 7
showing
all 284
empty days 353
hidden files 131
line status 386
new files on directory display See
rescanning drives
ruler bottom 246
toolbox 166
See also displaying
shrinking See Minimize button
shutting off your computer 26

489

Index

side
-by-side documents 213
-ways printing See orientation
(landscape)
simulation, terminal See terminal
simulation options
single
clicking 14, 16
documents 425
month on calendar 325
size
command 204
document 168, 347
file (directory sequence) See sort
by
font 238-241
GEOS system text 399
menu 426
packet 383
page 168, 270-272
paper 216, 286
text See text
view See changing
window (GeoComm) 364
slash
and circle 65
mark (/) 66
pointer 13
slider 50-51
slow mouse See mouse
small
font 365
sized pages 271
Snap to Ruler Marks 245, 284
snooze See alarm
socket, modem See modem port
soft hyphen 234
software
Appliances See Appliances
options, adjusting See preferences
desk tool
solid
bullet 234
concentration of color 266-267
cursor See cursor
lines 197-198
pattern 199-200
sort by (cascade menu) 130-131
source
directory See directories
disk See disks
paper 110, 286
spacing 271, 279
character 238, 241-242
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double 229
line 229, 250
line-and-a-half 229
paragraph See leading
single 229
speaker
modem 370
volume 370
specifying
by date/day 334
options now 446
See also selecting
speed
clicking 401-403
dial lists See list
modem 397, 407-408
transmission 367
splitting long lines 369
stacking
objects 170-171, 210-211
windows 39, 45
standard calculator operation (versus
RPN) 419
start of (moving, selecting, adjusting
and deleting to)
columns See beginning of
lines See beginning of
pages See beginning of
paragraphs See beginning of
words See beginning of
starting
Appliances 23, 29
applications 72-73, 133-134
communications 371-372
desk tools 395
DOS programs 135
DOS Programs screen 443
GeoComm 362
GeoDex 295
GeoDraw 161
GeoPlanner 323
GEOS 11
GeoWrite 226
notepad 424
time for day template 353
startup as 353
status
line 386
Receive See receiving
Send See sending
steps in this manual 6
stop
bits 367, 389
button 67

receiving file 385
sending file 383
stopping
alarm once it's gone off 331
script 388
See also exiting and turning on/off
storing
applications 41
documents See saving
graphics 103
number displayed on calculator
417
permanently 433
style of text 258
temporarily 433
text 103
to memory 414
stretching objects 190
styles 195-202
menu 243
recalling 258
storing 258
text 238, 242-243
subdirectory 118, 151
subtracting items
from a group 93
from a selection 121
summary of
copying text 105
file menu 85
GEOS See introduction
moving text 105
quick copy 106
quick move 106
switching
applications 45-40, 74, 134
back to full-sized document
window 87
between Card View and Browse
View 308
between full-year and single-month
views 326
between GeoWrite and GeoDraw
to copy graphics 269
between insert and overtype 102
between single and multiple
directories 118, 122-123
between standard and RPN
calculator operation 419
documents 88, 212-213, 281
items between on and off 54
pages See paging
See also changing and flipping

symbols
font 238
special text characters 234
used in this manual 7

system
configuration See configuration
files 129, 144
text, GEOS See GEOS

T

tables 262
tabloid-sized pages 271
tabs
attributes 254-257
center 245
clearing 246
colored lines 263
copying 247
decimal 245
default 245, 254
leaders 254-255
left 245
letter (for addresses) See letter
lines 256-257
moving 246
right 245
setting 245-247, 255
stops 255
type 255
using to move between groups of
options 71
vertical lines 256-257
well 229, 245
tailor GEOS See preferences desk tool
tasks 7
telecommunications See GeoComm
telephone numbers See Address Book
teletype (TTY) terminals 368
template
day 352
new document 141
temporary
storage 433
working copy See saving,
automatic
TERM command 392
terminal
settings See setting
simulation options 368
type 308, 392
test page for printer 406



adjusting selection 101

borders 259-261

capturing 380

centering 249-250

color in 263

compressing 241-242

copying See copying

cursor 66, 95, 100, 178, 234

cutting See cutting text

deleting See deleting text

DOS file See DOS and saving

editing See editing text

editor See notepad

entering See entering text

expanding 241-242

field 66-69, 95

file 290, 382, 424

formatting See formatting

GEOS system See GEOS

inserting See inserting

justification See justification

larger 365

menu 203, 204

mode 108, 286

moving See moving text

moving cursor 100

pasting See pasting text

plain 242

prepared, sending 373-376

properties box 195

replacing See replacing

reverse image 266

selecting See selecting text and
editing text

size 30, 204-207, 240-241, 397-399,
425-426

smaller 365

style 207-208, 238, 242-243

tool 169, 178

white-on-black 266

thick border 68
TIFF files 214
time

alarm 332

computer’s internal 397

ending, for template 353

event 327

last modified (directory sequence)
See sort by

starting, for template 353

Times font 238
tips for

entering phone numbers 299-300,
371-372
using the scrapbook 439

title

bar 45, 398
page See page

today’s

date 33, 325
events 330

tone

dialing 389
sound See alarm

toolbox for drawing 164-165, 169, 171,

178

tools, desk See preference desk tools
total, running 416

touch-tone phone 370

tractor feed 110, 287

trademark

registered (R) 234
symbol (TM) 234

transfer

data files between computers See
GeoComm

information between programs 104

items to and from clipboard 104

translator, language 368
transmitting information/files See

sending

transparent pattern 199-200
tray source (for paper) 110
tree, directory See directories
triangle 33, 325

triple

clicking See clicking
spacing See leading

ITY (teletype) terminals 368
turning on/off

alarm See alarm

Appliances 29

aspect ratio option 167, 231-232
automatic screen blanking 409-410
options 155, 306

radio buttons 54-55

Snap to Ruler Marks 245

toggles for Options menu 284

See also exiting and starting

TVI950 terminals 368
TXT file extension 429
types of

memory 397
monitors 397, 408
phones 370
pointers 13

printer 397
terminals See terminal types
typing See entering

U

underlined
mnemonics 62
text 238
undoing
changes 6, 67, 82, 302, 328
deletions 142, 302, 328
See also Restore
units of measure 70, 244
unless dialing modem setting 370
unpinning menus See pinning menus
until connect modem setting 370
untitled
disk 83
document See documents
up arrow 67-68
updating
configuration See configuration
directory display 150
information See changing and
saving
Up Directory button See directories
user interface See introduction to GEOS
and Motif
Use This File 445
using
Appliances See Appliances
applications 72-76
buttons 448-449
clipboard 103-105
color in GeoWrite 263-267
data files/documents 40
directory tree 151-153
file lists 83-85
manual 6-7
memory (calculator) 416
menus 53-64
more memory 411
mouse See mouse
notepad 424
Options menu 284
RPN calculator 420
ruler 245
scripts 387-392
tab leaders 254-255
Window menu 281-283
windows 45

Index
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Utilities menu 335, 356

\

variety of
fonts 425
formatting options 425
vertical
border 50
line (blinking) See text cursor
lines with a tab 256-257
rule between columns 280
scroll bar See scrolling
VGA monitors See monitors and color
video
options 408-410
See also monitors
viewing
address book 307-308
calendar 325, 350-351
directories 123
documents one page at a time 283
events 329-330, 350-351
files in a directory 118
Help pages 21
menu 130-131, 166-167, 231, 350,
364
multiple directories 118
multiple pages 282
options 128
search information See searching
single directories 118
size See changing
window 434
volume name 83
VT52 terminals 368
VT100 terminals 368

W

wait for output from remote computer
390

warning box 66

wastebasket 39-40, 117, 142

weekend events 330

weekly events 333-337

week’s events 330

Welcome screen 4, 9-26, 443

returning to See returning to

Welcome screen

What You See Is What You Get
(WYSIWYG) 3, 225, 278
white
on black text 266
space on page 279
width
of lines 197-198
of paper 110
of rules See rule
windows
active See active windows
calculator 413-414
calendar 324-326
capturing status 381
closing See closing windows
collapsing See Minimize button
columns 364
definition of 20, 39, 45
Dialing Option 300
enlarging See Maximize button
event 324, 350
full-sized See full-sized
GeoComm 363-365
GeoDex 296
GeoDraw 164
GeoManager 38, 42, 116-118
GeoPlanner 324
GeoWrite 229-233
Help 20-21
lines 364
list See list window
menu 86, 122, 281-283
moving See moving windows
notepad 424
opening See starting
overlapping See overlapping
Preferences 396
Receive status 385
resizing See resizing windows
scrapbook 433
Script Display 387
sending status 383
Show Line status 386
size See resizing windows
stacking See stacking windows
title bars See title bars
using 45
viewing 434
See also screen
word processing See GeoWrite
words
adjusting to 101
deleting 101
selecting 98, 100, 235

492

work phone number 297
working
copy (temporary) See saving,
automatic
on-line 373-377
with Calendar window 325-326
with columns 279-280
with documents 77-88
with events 327-330
with multiple documents 212-213
with repeating events 333-342
with scrapbook documents 437
with scraps 434
Workspace
background See background,
workspace
definition of 24
Professional See Professional
Workspace
World directory 39-42, 118, 123, 161,
226
wrapping lines at the edge 369
write error 386
WYSES0 terminals 368
WYSIWYG (What You See Is What
You Ge) 3, 225, 278

X

XMODEM
method of file transfer 382-3845
protocol 361

XT computer 411

Y

year
calendar See calendar
next See next
previous See previous

yearly events 334

Yes button 67

y4

zip codes 298
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