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PREFACE

WGICOH]@ tO Eﬁsemble 20! GeoWorks Ensemble 2.0

includes both a state-of-the-art system software called GEOS® and
a family of applications that take full use of its power. In
Ensemble, you will find writing, drawing, scheduling, database,

and calculating tools that are both powerful and easy to use.




ABOUT THIS BOOK

Ensemble is easy to use because all of its tools are based on
GEOS. With GEOS, all of your options are represented pictorially
on the screen. You spend less time trying to remember how to do
things and more time actually doing them. Simply use your
mouse to move a pointer around on the screen until it points at a
picture of what you want, then click the mouse button.

Whether it's a business letter you're writing or some artwork
you're creating, GEOS is always WYSIWYG (What You See Is
What You Get). WYSIWYG means that your printed pages look
just like they do on the screen, freeing you from printer
guesswork, and saving you time.

Along with the applications described in 7The GEOS Environment
& Accessories, Ensemble includes four applications that are
designed to you help you create professional looking documents,
drawings, spreadsheets, and databases.

The first three chapters of this book cover topics that apply to all
of the applications in this book. If you have never used a
Ensemble application before, you should look in these chapters
for information that will serve you well in any Ensemble
application.

The rest of the book is dedicated to the following applications:
e GeoWrite. A What-You-See-Is-What-You-Get word processor.
e GeoDraw. An easy-to-use drawing and painting utility.

® GeoCalc. A powerful spreadsheet with built-in charting.

¢ GeoFile. A flat-file database that lets you present your data in
many different ways.

Typographical Conventions Used in This Book

The following printing conventions are used throughout this
book:

e [talic type is used to introduce a new term. Jtalic type is also
used for book titles and for software titles other than GEOS
applications.

e ALL CAPITALS type indicates file names.



e Boldface is used for the names of keys on the keyboard, such
as Enter or Insert.

e When you see two key names with a + symbol between them,
press both keys at the same time. For example, when you see
Ctrl+Esc, you should hold down the Ctrl key while you press
the Esc key.

Conventions for Procedures

Procedures are step-by-step instructions that tell you how to
perform tasks in Ensemble. Procedures in this book always have
a boldface heading beginning with the word “to.” Each step in a
procedure first has you perform an action, which is followed by
an explanation of Ensemble’s response. When you can do a task
in more than one way, you will see the word “or” on its own
line, and then an alternate method of completing the step.

Some procedures consist of one step, while others have multiple
steps.

SINGLE-STEP PROCEDURES

Single-step procedures have a square, black bullet (M) beside the
instruction telling you what to do. The following example shows
a single-step procedure with two alternative ways to do the task.

To start GeoPlanner (All Levels)

Locate the GeoPlanner icon and double-click it.
or

Choose GeoPlanner from the Express menu in any GEOS
application.

MULTI-STEP PROCEDURES

Multi-step procedures have sequentially numbered steps that you
should follow in a specific order. The following example shows
three steps from a multi-step procedure.

To select a day and view its events (All Levels)

If the Calendar window isn’t showing, choose Calendar from the
View menu. The Calendar window appears.
Click to select a day in the Calendar window. The day highlights.

The events for the selected day appear in the Events window. If
the Events window isn't showing, choose Events from the View
menu. The Events window appears.



User Level Notation

Every procedure in this manual is followed by a parenthetical
note specifying at which user levels the task can normally be
accomplished. The following are two examples of procedures
found in this book:

To start GeoPlanner (All Levels)

To show empty days (Level 3)

In addition, sections are marked with text similar to the one
shown in the margin at left. This text, because it says “All Levels,’
indicates that the section applies to all levels in the application. If

it had said “Level 2,” it would indicate that the section only
applied to Level 2 of the application.

y

ALL LEYELS

“All levels” does not necessarily mean that every procedure in
that section can be used at all levels. Individual procedures
within a section may apply to fewer levels than the section itself.
For instance, a section labeled “All levels” may contain
procedures that apply only to Level 1, along with other
procedures that apply to all levels.

For more information about user levels in applications, see
“About User Levels” in Chapter 1.



CHAPTER |

Gettlng Started This chapter lays the foundation for all the

work you will do with GeoWrite, GeoDraw, GeoCalc, and
GeoFile. As a general rule, this chapter builds from simplest
concepts to more advanced topics. You do not, however, need to
read it from beginning to end. Feel free to jump from section to

section, like a reference book.




This chapter covers the following topics:

e Starting and exiting an application

e Creating a new document

® Opening an existing document

e Saving and closing a document

e Printing a document

e Changing a document size and orientation

e Changing and saving user levels

Before you begin this chapter, you should be familiar with the
following basic skills for using any application:
e Using a Mouse

e Working with windows

e Working with menus

e Working with dialog boxes

e Entering and editing text

For more information about these topics, refer to the book 7he
GEOS Environment & Accessories. It helps if you have worked
with at least one of the Ensemble accessories and are familiar
with the information covered in the first two chapters of The
GEOS Environment & Accessories.

WHAT ARE GEOWRITE, GEODRAW, GEOCALC, AND GEOFILE?

GeoWrite, GeoDraw, GeoCalc, and GeoFile are powerful
applications that work together to make your job easier and help
you produce professional-looking documents.

Geo'w'rite
ey Each of these four applications serves a particular purpose.
gg Which ones you use, and when, depends on your needs. In

> : general, you will use the tools in the following ways:
GeoCale GeoFile

e GeoWrite, for word processing and desktop publishing.
e GeoDraw, for drawing and painting.

e GeoCalc, for numerical spreadsheet analysis and charting.
e GeoFile, for storing and filing information.

You will find these applications both sophisticated and versatile.
For instance, you can use GeoWrite to compose letters or write
reports, even publish a school paper. You can use GeoDraw to



produce artwork and diagrams, detailed drawings and wall-sized
posters. You can use GeoCalc to track and analyze numbers,
charting a committee’s budget or lab results from an experiment.
Finally, you can use GeoFile as a computerized filing system, to
store and organize information on people, events, or things. You
can use any of these applications individually, or you can use
them together and you can share information between them.
These applications appear as icons, like the ones shown at the
left. You can find them in the WORLD directory of GeoManager.

Desktop Publishing With Every Application

GeoWrite, GeoDraw, GeoCalc, and GeoFile make it easy to
produce professional looking documents with text, graphics, and
color.

With the Ensemble productivity tools, you can format text in
different styles, such as bold, italic, and underline, and you can
choose from different fonts, such as Cooperstown, Cranbrook,
and Sather Gothic. You can also change the size of text from 4 to
792 points (a point is 1/72 of an inch), and you can select from a
palette of 16-million colors and a variety of shades and patterns
for both text and graphics.

To help you make your documents more visually appealing, each
of the applications has a graphics layer for drawing directly on
the page without leaving the application. If you want to add a
picture to your GeoWrite document, you need never leave
GeoWrite; simply click one of the drawing tools and begin
drawing directly on the page. The graphic will appear on the
page, overlaying the text. The same technique applies to the
GeoCalc spreadsheet. If there is a number or an equation you
want to highlight or point out, you can use the drawing tools to
draw an arrow and add a note directly on the page. In GeoFile,
all of the drawing tools are available for designing forms and, of
course, in GeoDraw, all of the drawing tools are brought to the
forefront.

The Ensemble productivity tools provide a WYSIWYG — What
You See is What You Get — display of your document. The
image you see on your screen represents, almost exactly, what
will print on your printer. And you can print to over 300 of the
most popular printers, both color and black and white, with the
highest-quality results. Even dot matrix printers produce near-
laser-quality documents when used with the Ensemble
productivity tools.



Using GeoWrite, GeoDraw, GeoCalc, and GeoFile With the
Ensemble Accessories

You can use GeoWrite, GeoDraw, GeoCalc, and GeoFile in
conjunction with the Ensemble accessories. Here are some ideas:

e Use GeoDex to store addresses and then copy them into letters
you compose in GeoWrite. You can also use a GeoDex
document as the source of data for a mail merge in GeoWrite.

e Use the Calculator to perform ad-hoc calculations and copy
them into your GeoWrite documents.

¢ Store commonly used drawings or text as pages in the
Scrapbook. As you write or draw, you can recall these scraps
and copy them into your document.

e Use GeoComm to dial up bulletin board services and download
word processing and graphic files. Use the import feature of
GeoWrite and GeoDraw (or Scrapbook) to then incorporate
these files into your own documents.

As you become more proficient with all the applications and
accessories, you will discover additional ways of using them
together. For more information on using the Ensemble accessory
applications, see The GEOS Environment & Accessories.

Saving Time With Templates

Each of the applications comes with built-in templates. Templates
are documents which serve as a starting point for your own
work. Instead of beginning with a blank page, a template lets
you start with a document that already has formatting and place
holders for your own text and graphics. For instance, to create a
greeting card using GeoDraw, or a newsletter using GeoWrite,
you can save time by beginning with a template.

As you become proficient with an application, you can create
your own templates and share templates with other users.

Learning With User Levels

All the applications explained in this book have four user levels,
so you can learn gradually and discover new features as you gain
experience rather than encountering all the features at once.



STARTING AND EXITING GEOWRITE, GEODRAW, GEOCALC, AND GEOFILE

ALL LEVELS

For more
information about
using the Express
ment, see “Using the
Express Menu” in
this Chapter.

You can start an application by opening it directly, or by opening
one of its documents. For more information on starting and
exiting GEOS applications, see “Starting and Exiting Applications”
in Chapter 1 of The GEOS Environment & Accessories.

Where to Find GeoWrite, GeoDraw, GeoCalc, and GeoFile

The icons for GeoWrite, GeoDraw, GeoCalc, and GeoFile appear
in the WORLD directory of GeoManager. For more information
about GeoManager see The GEOS Environment & Accessories.

Starting an Application Directly

You can start an application directly with the following
techniques:

¢ Double-click the icon of the application you want to start.

e Select the icon of the application you want to start, then choose
Open from the File menu.

e Choose Start an Application from the Express menu, then
choose the application’s name from a submenu.

To start an application directly (All Levels)

Locate the icon representing the application you want to open.
You'll find application icons in the WORLD directory of
GeoManager.

Double-click the icon.

Geolraw

or
Select the icon; then choose Open from the file menu.
or

Choose Start an Application from the Express menu. A submenu
appears. Choose the application’s name from a submenu.

With whichever method you use, the application opens and
appears with a window and a New\Open dialog box ready for
use.
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1.
2,

Starting an Application by Opening a Document

If you know the document you want to work with before you
start the application, you can start that application by opening
one of its document icons instead of the application icon.

To start an application by opening a document (All Levels)

Locate the icon representing the document you want to open.

Double-click the icon.

Graphics Letters Papers Presentations Schedules Default Sorapbook
{First ddress Book  GeoFile Untitled My Schedule Write Untitled

Double-click here to start Geowrite,
I and open this document.

or

Select the icon; then choose Open from the file menu.

With whichever method you use, the application starts and
automatically opens the selected document.

The First Thing You See

When you start GeoWrite, GeoDraw, GeoCalc, or GeoFile, the
tirst thing you see is the application window. Inside the
application window is the New/Open dialog box (unless you start
the application by opening one of its documents, in which case
you see the document instead of the New Open dialog Box).
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New/Open

The New/Open dialog box is your starting place with an
application. From here you can create and open documents, as
well as change the application’s user level. For more information
on the New/Open dialog box, see “Creating and Opening
Documents” in this chapter.

Exiting an Application

You can exit an application at any time, but it's a good idea to
first save any open documents before you do. If you exit without
first saving, the application gives you a second chance to save
your document.

If you've just started the application and have not yet started
working on a document, or have just closed the last document,
you can exit the application directly from the New/Open dialog
box.

To exit an application from the New/Open dialog box (All Levels)

In the New/Open dialog box, click Exit. The application closes.

To exit an application using the File menu (All Levels)
Click the word File on the menu bar. The File menu appears.

Click Exit on the menu. The application closes.

To exit an application using the Window Control menu (All
Levels)

Double-click the Window Control button in the upper left corner
of the application window. The application closes.



or
Click the Window Control button. The Window Control menu
appears.

Click Close on the menu. The application closes.

CREATING AND OPENING DOCUMENTS

ALL LEVELS

Each of the Ensemble applications stores information in
documents, and each application uses a different kind of
document. GeoWrite, for instance, uses word processing
documents, whereas GeoFile uses database documents. Each
type of document has a unique icon in Ensemble, so you can
easily identify the application that was used to create it.

ml % &S5l

GeoCale Docurnent  Geolraw Docurnent  GeoFile Docurnent  Geo'write Document

When you create a new document, it normally appears in your
DOCUMENT folder. The techniques in this section assume you
are working with documents in your DOCUMENT folder.

This section describes how to work with one document at a time.
For information on working with more than one document at
once, see “Working with Multiple Documents” in Chapter 3.



The particular
buttons that appear
in the New/Open
dialog box depend
on the application
you are using and. its
current user level.

The New/Open Dialog Box
A typical New/Open dialog box looks like the following:

New/0Open

Click here to open a new
document by using a
template.

~ Click here to open a new,
empty document.

Click here to open an
existing document.

Click here to view or
change your user level.

| Click here to exit the application.

The New/Open dialog box appears whenever there are no
documents open in the application, such as when you first start
the application or when you close the last document. It also
appears when you choose New/Open from the File menu.

You may see any of the following buttons in the New/Open
dialog box:

e Template. Click this button to create a new document,
choosing from a list of templates. Templates save time because
they provide a starting point for your work. For more
information, see “Using a Template to Create a Document” in
this chapter.

e New. Click this button to create a new, empty document. For
more information, see “Creating a New, Empty Document” in
this chapter.

e Open. Click this button to locate and open a document which
already exists. For more information, see “Opening an Existing
Document” later in this chapter.

e Import. Click this button (not shown in the previous picture)
to create a new document by translating information from
another application, such as a DOS word processor. For more
information, see “Importing and Exporting Documents” in
Chapter 3.

e Change User Level. Click this button to change the application
user level directly from the New/Open dialog box. This is the
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same as choosing Change User Level from the Options menu.
By changing user levels you specify how simple or complex
you want the application to be. For more information, see “User
Levels” in this chapter.

¢ Exit or Cancel. If there are no documents open in the
application, you can click the Exit button to exit the application
directly from the dialog box. If there is a document open, then
this button becomes Cancel. Click Cancel to close the
New/Open dialog box and return to the open document.

Using a Template to Create a Document

A template provides you with an easy way to create a new
document without starting from scratch. Templates include setup
information such as margins, tab stops, and spacing, as well as
fonts, font size, paper size, and columns. Templates can contain
actual text or data that you may use in every document of this
type, such as an address and phone number. They can also
contain place holders that reserve space for items such as
headlines or graphic images.

You can also design your own templates. For more information
about designing and changing templates, see Chapter 3.

To create a new document by using a template (All Levels)

If the New/Open dialog box is not on the screen, choose
New/Open from the File menu. The New/Open dialog box
appears.

Click the Template button. A dialog box appears with a list of
templates you can use in the application you've started:

List of templates

| Use Template button
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3.

If you want to browse through the templates, click the name of a
template you are interested in and then read the notes that
appear in the Notes field. Repeat this step as many times as you
want.

Select the name of the template you want to use, then click Use
Template.

or
Double-click the name of the template you want to use.

The dialog box closes and a new, Untitled document appears
with information from the template. The original template is left
untouched so that you can use it again to create similar
documents.

NOTE

When using the Template feature in Level 4 of an application, the
dialog box from which you select templates has a For Editing option
below the list of templates. You should leave this option unchecked
unless you want to edit the original template. For more information
on this option, see “Modifying a Template” in Chapter 3.

Creating a New, Empty Document

Creating a new, empty document is like starting with a blank
piece of paper. In GeoWrite, GeoDraw, and GeoCalc you can
create a new, empty document at any user level. In GeoFile, you
cannot create a new, empty document in Levels 1 and 2 because
a new, empty document required designing a new database
which can only be accomplished at Levels 3 and 4. If You are
using GeoFile in Level 1 or 2, you can only create a new
databases using a template.

To create a new document (All levels)
If the New/Open dialog box is not showing, choose New/Open
from the File menu. The New/Open dialog box appears.

When the New/Open dialog box appears, click the New button.
The dialog box closes and a blank, Untitled document appears in
the document window.

Opening an Existing Document

An existing document is one that you have previously created
and saved.



Double-click the
name to open it
immediately.

5.

To open an existing document, you use a standard file selector.
The following procedure explains the easiest way to use the file
selector controls to find an existing document in your
DOCUMENT folder. If you need to change folders or disks to
locate the document you want to use, see “Working With
Standard File Selectors” in this Chapter.

To open an existing document (All Levels)

If the New/Open dialog box is not showing, choose New/Open
from the File menu. The New/Open dialog box appears.

When the New/Open dialog box appears, click the Open button.
A standard file selector appears:

| Highlighted document folder

) ‘ Document button

List of all documents and folders
in your Document folder

Make sure the name of your DOCUMENT folder is highlighted. If
it isn’t, click the Go to Document button. This displays a list of
existing documents and folders in your DOCUMENT folder that
can be opened by this application.

Select the name of the document you want to open.

Click the Open button.

The dialog box closes and the existing document appears.

If you have previously set a password for the document, you will
be asked to enter the password. For more information on setting

a password, see “Setting and Removing a Document Password” in
Chapter 3.



THE NOTES FIELD

When opening a document in Level 3 or 4 of an application, a
Notes field appears at the bottom of the file selector. When you
select a document in the list, its notes appear in the Notes field.
Not all documents have document notes. For information on
setting and changing document notes, see “Editing Document
Notes” in Chapter 3.

THE TYPE INDICATOR AND THE FOR EDITING OPTION

When opening a document in Level 4 of an application, a type
indicator and a For Editing option appear below the list of files.
When you select a document in the list, the type indicator shows
the type of document selected. The status of the For Editing
option updates, depending on the type of document selected:

e Normal. If you select a normal document, the For Editing
option becomes checked, anticipating that you want to make
changes to the document.

e Public. If you select a Public document, the For Editing option
becomes unchecked, anticipating you won'’t be making changes
to the document.

e Read-Only. If you select a read-only document, the For Editing
option becomes dimmed. You cannot open a read only
document for editing.

e Template. If you select a template document, the For Editing
option becomes unchecked, anticipating that you do not want
to edit the original template but would like to create a new
document based on the template.

e Read-Only Template. A read-only template behaves exactly as
a regular template, except that the For Editing option is always
dimmed, which means you cannot edit the original template.

For more information on document types, see “Setting the
Document Type” in Chapter 3.

To change the For Editing option in the Open dialog box (Level 4)

In the Open file selector, select a document in the list. The For
Editing option updates, depending on the document type.

Click to change the For Editing option. When checked, you can
edit the document. When unchecked, any changes you make
must be saved to a document with a different name.

Click Open. The document opens.



APPLICATION AND DOCUMENT WINDOWS

When you work an application, you often see two windows —
the application window and the document window — one inside
the other.

Application window

Document window

Application Windows

The application window appears when you start the application.
The following is a typical application window:



For more
information about
the Express meni,
see “Using the
Express Menu” in
this chapter.

Maximize-Restore button ‘

Window Control button Menu bar Hide button |

|
|
| Express button Title bar Help button | ‘

Geoldrite - Write untiiled

Tool bar
The following elements are common to many application
windows:

e Window Control button. Click to open the Window Control
menu. Double-click to close the application window and exit
the application.

e Express button. Click to open the Express menu. The Express
menu lists applications that are currently running, and lets you
open other applications.

e Title bar. Use to move the window. Also indicates the name of
the application and the name of the current document.

e Help button. Click to get online help.

e Minimize button. Click to shrink the window to the size of an
icon. Double-click the icon to restore the window to its normal
size.

e Maximize-Restore button. Click to maximize a window so
that it fills the screen; click again to restore the window to its
size before maximizing.

e Menu bar. Click a name to open its menu.
¢ Tool Bar. Click a name to open its menu.

e Window borders. Drag to resize the window.



The following table explains where to go for more information

on application windows.

FOR MORE INFORMATION ON

SEE

Using the Window Control
menu

“The Window Control Menu”
in Chapter 1 of 7he GEOS
Environment & Accessories.

Using the Express menu

“Using The Express Menu” in
this chapter.

Working with windows
(moving, resizing,
minimizing, maximize-
restore)

“Working With Windows” in
Chapter 1 of 7The GEOS
Environment & Accessories.

Working with menus
(opening, closing, selecting
from)

“Working With Menus” in
Chapter 1 of The GEOS
Environment & Accessories.

Using Tool Bars

“Using the Tool Bars” in
Chapter 2 of this book.

Document Windows

The document window appears within the application window
when you create or open a document. If you open multiple
documents, each will appear in its own window, though you

normally see only one at a time.
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Document area Scroll bars

The following elements are common to many document
windows:

e Window Control button. Click to open the Window Control
menu. Double-click to close the document window.

e Title bar. Indicates the name of the document in the window.

e Maximize-Restore button. Click to switch between full-sized
and overlapping document windows. Overlapping document
windows let you work with multiple documents side by side.

e Ruler. Indicates dimensions on the document. Not all
document windows have rulers.

e Scroll bars. Use to scroll the contents of the window.



The following table explains where to go for more information

on application windows.

For more information on

See

Using the Window Control
menu

“The Window Control Menu”
in Chapter 1 of 7The GEOS
Environment & Accessories.

Working with overlapping or
full-sized document windows

“Working With Multiple
Documents” in Chapter 3 of
this book.

Working with rulers

“Showing Rulers and Setting
Measurement Units” in
Chapter 2 of this book.

Scrolling the contents of a
window

“Scrolling Through a Window”
in Chapter 1 of 7The GEOS

Environment & Accessories.

SAVING DOCUMENTS

AL LEVELS

Saving a computer document is different from saving a piece of
paper on which you have written something. Anything written
on a piece of paper is automatically saved unless you throw the
paper away. However, a computer document is not saved until
you take an action to save it. Saving a computer document means
recording the document on a permanent storage medium such as
a fixed disk. Your DOCUMENT folder is such a place; ordinarily,
you will want to save documents in your DOCUMENT folder.

You should save a document periodically as you work on it; for
instance, whenever you come to a good stopping point. It’s also
good practice to save a document before you print it, before you
make a significant change to it, and as soon as you've finished
any work you wouldn’t want to redo. However, should you
forget to save your document, GEOS applications have a
safeguarding feature which protects you from losing changes
before you've had a chance to save them. For more information,
see “Safeguarding A Document” in this chapter.

Typically, when you're finished working on a document, you
save it, and then you close the document. If you want to work



Colons (:) and
backslashes (\) are
not permitted in the
names of GEOS
documents.

You name a DOS
file, for instance,
when exporting a
document.

on another document using that application, you can open a
different document. Otherwise, you close the application. For
more information on closing documents and applications, see
“Closing Documents” and “Exiting an Application” in this chapter.
The first time you save a document, you have to name it. The
best way to name a document is to describe its contents so that
you can recognize the document by its name. For example, a
letter you write to your friend Karen might be named “Karen
1/11/92”. A Birthday card you designed might be named
“Birthday Card 1991.”

Naming a Document

The first time you save a document, you must name it. Most
documents you name will probably be GEOS documents, such as
those you create with GeoWrite and GeoDraw. In some
instances, you may need to create DOS file, such as when you
export information from GeoWrite to another word processor;
these documents must have a DOS file name. If you need to use
a DOS name, the application you're using will specify this.
However, most documents use GEOS document names, which
are more flexible.

NAMING A GEOS DOCUMENT

There are some rules to follow when you name a GEOS
document. The name can be up to 32 characters long, and may
contain both upper- and lower-case characters. For example, you
could name a document “Seva’s Birthday Card” or “Newsletter
12/4/93”. Each space you type (by pressing the Spacebar) counts
as one character.

NAMING A DOS FILE

There are also rules to follow when you name a DOS file. DOS
files can be up to eight characters long, optionally followed by a
period and three more characters. The optional three characters
following a DOS file name are called the extension. The
extension usually indicates the type of data the file contains. For
instance, the extension .WK1 normally indicates a Lotus 1-2-3 file.
DOS file names can only contain the letters A through Z, the
numbers 0 through 9, and the following special characters:

underscore = caret A
dollar sign $ tilde ~

exclamation point ! number sign #



percentage sign % ampersand &

hyphen - braces {}
parentheses ) at sign @
apostrophe ¢ grave accent

No other special characters are permitted.

DOS names cannot contain spaces, commas, backslashes, or
periods (except the period following the first eight characters).
The letters are always converted to upper case.

The following are examples of valid DOS names:
¢ TO_DO

e RACHEL1.TXT

e ASSIGNMT.DOC

On the other hand, the following names are not acceptable for
DOS documents:

¢ TO DO (Includes a space)
e MEMOTOPEDRO (Too many letters)
e MEMO.EARVIN (More than three letters following the period)

Using Save

If the document already has a name, Save will save any changes
to that document. The simplest way to save a document is to
choose Save from the File menu. If the document does not yet
have a name, Save will ask you to name the document.

To save an Untitled document for the first time (All Levels)

When you create a new document it is temporarily called
“Untitled.” To save it, you must give it a name.

The Save As file selector appears when you try to save the
document. The following procedure explains the easiest way to
use standard file selector controls to name the document and
save it in your DOCUMENT folder. If you want to save the
document somewhere else, see “Working with Standard File
Selectors” in Chapter 1.



LEVEL 3

1.

2.

3.
4.

Choose Save from the File menu. A standard file selector appears
with a New Name text entry box:

— Your document will be saved
in the folder listed here.

Type the new name here.

Make sure the name of your DOCUMENT folder is highlighted. If
it isn’t, click the Go to Document. This saves the document in
your DOCUMENT folder.

or

Use the standard file selector controls to select a different folder
or drive for the destination of the save.

Type a document name in the New Name text entry box.

Click Save to save the document using its new name. You return
to the open document, and its name appears in the title bar.

To save changes to a document that already has a name (All
Levels)

After you have saved a document for the first time, you no longer
need to provide a name when you save it. To save any changes
to one of these documents, you simply choose Save from the File
menu.

Choose Save from the File menu. Any changes you've made are
saved, and you are immediately returned to the open document.

If the Save choice is dimmed it means there are no changes to
save.

Using Save As

You can save a document under a different name using the Save
As choice on the File menu. When you choose Save As, you
create a new version of the document and give it a new name.

Save As serves many useful purposes. For example, suppose you
wrote sales plan last quarter and named it “Q1 Sales Plan”. This



quarter you want to revise the plan, but you also want to keep
the original intact so you can refer to it. You could open “Q1
Sales Plan” and immediately save it as “Q2 Sales Plan”. The
original document, “Q1 Sales Plan”, is preserved on disk and “Q2
Sales Plan” appears in the document window so that you can
change it appropriately to emphasize your new ideas for the
quarter.

When you choose Save As, a standard file selector appears. The
following procedure explains the easiest way to use standard file
selector controls to save the document in your DOCUMENT
folder. If you want to save the document somewhere else, see
“Working with Standard File Selectors” in Chapter 1.

To save a document under a different name using Save As
(Level 3)

Choose Save As from the File menu. A standard file selector
appears with the current name of the document in the New
Name text entry box:

Your document will be saved
in the folder listed here.

Type the new name here.

Make sure the name of your DOCUMENT folder is highlighted. If
it isn’t, click the Go to Document button. This saves the
document in your DOCUMENT folder.

or

Use the standard file selector controls to select a different folder
or drive for the destination of the save.

Type the new name, which replaces the current name of the
document. The new name appears in the text entry box.

Click Save to save the document using its new name. The
original document is closed and remains as you last saved it. Any
recent, unsaved changes are saved to the new version only,
which appears in the window ready for editing. If you continue



editing the version on the screen, you are editing the new
document.

Safeguarding a Document

GEOS periodically takes a “snapshot” of documents you have
open so that you are protected in the event of a mishap, such as
a power outage. This is called document safeguarding and it
happens automatically in GEOS.

If something happens and you are afraid you've lost work (the
power goes out before you saved your work), document
safeguarding may have protected your unsaved changes.

To get your work back, you don’t need to do anything special.
Simply open the document you were working on. If there are
unsaved changes in the document, and document safeguarding
was able to protect them, a dialog box will appear letting you
know the document has unsaved changes. Respond to the dialog
box and then choose Save from the File menu to make the
changes permanent.

If you want to change how often your documents are
safeguarded, or if you want to turn off document safeguarding
altogether, you can do so with settings in Preferences. For more
information, see Chapter 12 in 7The GEOS Environment &
Accessories.

NOTE

Document safeguarding is different from the “auto save” feature
found in many DOS applications. Document safeguarding takes a
temporary “snapshot” of your changes, but does not permanently
save them to your document. Only the Save command will make
changes permanent. This means that you control when the document
is permanently updated.

CLOSING DOCUMENTS

ALL LEVELS

When you close a document, you remove it from the screen;
though, the application remains open. You may want to close a
document but not its application so that you can create or edit
another document in that application.

It is safest and best to save a document before closing it. This
way you are guaranteed that all your changes have been saved.



Fortunately, if you forget to save your document before closing
it, you will get one last chance to save your changes before the
document closes. For more information about saving a
document, see “Saving Documents” in this chapter.

To close a document (All Levels)

Choose Close from the File menu. If there are unsaved changes
in the document, you will be asked if you want to save the
changes.

The document is closed. If there are no more open documents,
then the New/Open dialog box appears.

WORKING WITH STANDARD FILE SELECTORS

ALL LEVELS

A standard file selector is a special type of dialog box that
appears whenever an application needs to know where to store a
file you want to save, copy, or move, or where to find a file with
which you want to work. Although different file selectors contain
slightly different text, depending on what you are doing, they
generally look and operate the same way. Common standard file
selectors appear when you want to select an existing document
to open, when you want to save a new document (or save an
existing document under a new name), or when you want to
create a copy of a document.

Simple Procedure

It’s easiest to store documents in your DOCUMENT folder. By
doing so, you avoid the trouble of changing folders and drives in
the standard file selector. You simply go straight to your
DOCUMENT folder, which is where GEOS applications assume
you are storing and retrieving documents.

The procedures for the easy way to use standard file selectors are
documented in “Creating and Opening Documents” and “Saving
Documents” in this chapter.

Complex Procedure

If you need to store or retrieve documents on another drive or in
a folder other than your DOCUMENT folder, you can use a
standard file selector to open and close folders and select files on
any drive or directory to which you have access. The following



illustration shows the Open file selector in Level 2 of GeoWrite,
which is a example of the standard file selector.

Path drop-down list

Document folder button

— Open folder
Folder and file list

The buttons in a standard file selector are as follows:

e Path drop-down list. Click this button to display the Path
drop-down list. Use this list to open, close, and change to other
folders.

¢ Go to Document button. Use this button to move immediately
to your DOCUMENT folder.

¢ Folder and File list. This list shows the open folder and its
contents. Use this list to select a folder or a file.

e Open folder. The open folder is the one at the top of Folder
and File list. The contents of the open folder are shown below
it in the list.

THE PATH DROP-DOWN LIST

When you click the Path button, the Path drop-down list
appears. This list shows the folders you moved through to get to
the current folder. For example, if the current folder is the
DOCUMENT folder, the Path drop-down list might look like the
following:




The folder at the bottom of the drop-down list is the current
folder. If you had a folder named “Newsletter” inside your
DOCUMENT folder and you selected that folder, the Path drop-
down list might look like the following, with “LETTERS” as the
current folder:

You can open the Path drop-down list to see the current folder
in relation to other folders. You can also click a folder in the Path
drop-down list to move directly to that folder.

MOVING THROUGH FOLDERS

You can move through folders in the following ways when you
use a file selector:

e Open a folder.

e Close a folder.

e Move to the DOCUMENT folder.
e Move to another folder.

e Change to another drive and display its contents.

To open a folder (All Levels)

In the Folder and File list, locate the name of the folder you want
to open. If necessary, use the scroll bar to see more of the list.

Double-click the name of the folder.
or

Select the name of the folder and then click the Path button. The
Path drop-down list appears and the selected folder appears as
the last item in the Path: Click it.

The folder opens and its name appears at the top of the Folder
and File list. The available contents of the open folder appear
beneath its name.

1o close a folder (All Levels)

At the very top of Folder and File list, locate the open folder. If
necessary, use the scroll bar to see the top of the list.

Double-click the name of the open folder.

or



Click the Path button to display its drop-down list. From this list,
click the name of the folder above the folder you want to close.
The open folder closes and the folder above it becomes the
current folder. Its name appears at the top of the File and Folder
list.

To move directly to your DOCUMENT folder (All Levels)
Click the Go to Document button. The DOCUMENT folder

appears at the top of the Folder and File list. Its available
contents appear beneath its name in this list.

To change to another drive (All Levels)
Click the Drives button. A list of available drives appears.

Drives are labeled with letters, such as Drive A or Drive C. The
letters A and B typically represent floppy disk drives. Hard disks,
hard disk partitions, and other disk devices appear with other
letters, usually starting with the letter C and proceeding through
the alphabet.

Click the letter for the drive you want. The contents of the drive
appear in the Folder and File list.

To move to another folder in the path (All Levels)

Click the Path button to display its drop-down list. A list of
folders appears.

Click the name of the folder you want to access. The path list

closes and the name of the selected folder appears at the top of
the Folder and File list; its contents appear beneath it.

PRINTING DOCUMENTS

ALL LEVELS

Typically, you print documents from within an application by
choosing Print from the File menu. This section explains many
common printing features and functions. However, the specific
printing options you see will depend on the application and
printer you're using.



When you choose Print from the File menu, the Print dialog box
appears which allows you to set various printing options before
you print a document. The available settings vary by application
and by printer. The following illustration shows a typical Print
dialog box with some common options:

; , P - [

Printer Options

Document Options

In most applications, the Print dialog box is divided into two
sections: Printer Options and Document Options. Depending on
your application and printer, your Print dialog box may also have
other sections.

¢ Printer Options. Includes items such as the selected printer,
paper width and height, paper source, and advanced printer
options.

e Document Options. Includes items such as print quality and
number of copies.

Printing With Standard Settings

The Print dialog box comes with standard settings that work well
to print most documents. The standard settings assume you want
to print one copy of an entire document on 8.5" by 11" paper. If
the standard settings do not meet your needs, see “Changing
Document Options” in this chapter. If you are using a color
printer, you may also want to review “Tips for Using Color” in
this section.

To print a document with standard settings (All Levels)
Choose Print from the File menu. The Print dialog box appears.

Click the Print button at the bottom of the dialog box. A message
appears informing you that your document is printing. The
document prints with the standard settings.



When printing on a
color printer, you
may get the best
results by using the
medium quality
setting.

Changing Document Options

The following procedure explains how to change the most
common Document Options. The printer and application you're
using determine which of these options are available to you.

To change Document Options (All Levels)

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

Document Options

Fill in the dialog box, selecting from the Document Options
section as follows:

Print Quality. Click the radio button that represents the print
quality you want to use. High quality produces the most
professional looking documents, but it takes longer to print than
if you use low quality. Low quality prints much more quickly but
produces draft quality documents. Typically, you would want to
print at low quality when you are working on drafts and printing
speed is important. Select high quality to print final documents.

Text Only. Text Only is the fastest way to print a draft because it
uses an approximation of the fonts you see on screen and does
not print any graphic images. Select the Text Only option if you
want to get a printout of a document quickly.

Print Pages. If you want to print the entire document, click All
If you want to print a range of pages, click From. A black dot
appears in the From radio button. Click the arrow buttons or type
numbers in the From and To boxes to reflect the range of pages
you want printed. If your document has only one page, the To
and From option is dimmed.

Number of Copies. If you want to print more than one copy,
change the number of copies by clicking the arrow buttons or
typing a number in the Number of Copies box.



ALL LEVELS

Collate. If you are printing multiple copies and you want them
collated, check collate. When you collate copies of a document,
one copy of the entire document is printed before the second
copy is printed. Collating a document may require more time
than not collating it. If you do not collate multiple copies, all
copies of page 1 print before all copies of page 2, and so on.
Click Print if you're ready to print the document with the new
settings. If you want to change Printer Options before you print,
see “Changing Printer Options” in this chapter. If your Print
dialog box includes other options, see the chapters for the
application you're using.

Changing Printer Options

You are not likely to need to change Printer Options very often.
Typically, you only change Printer Options, including size, type,
and layout, if you change the paper in your printer.

Printer options must always reflect the actual physical setup of
your printer. For example, if you're printing a GeoDraw
document that is 12" by 20" on a printer with 8.5" by 11" paper,
the paper size in Printer Options must be 8.5" by 11". You use
Page Size from the File menu to specify the size of your
GeoDraw document. For more information, see “Changing
Document Size and Orientation” in this chapter.

The four following procedures explain how to print to a different
printer, change paper options, change the paper source, and
print to a file.

To print to a different printer (All Levels)
Choose Print from the File menu The Print dialog box appears.

In the Printer Options section of the dialog box, locate the
Printer option. Make sure the printer you want to use is selected.
If it is not, use the drop-down list to select it.

“HP LaserdJet il on LPT1

You need to have previously added this printer to your list using
Preferences. For more information an Preferences, see Chapter 12
in The GEOS Environment & Accessories.

Click Print if you're ready to print the document to the current
printer. If you want to change paper options, change the paper



source, or print to a file, see the following procedures. If your
Print dialog box includes other options, see the chapters that
describe the particular application you're using.

To change paper options (All Levels)
Choose Print from the File menu The Print dialog box appears.

Make sure the printer you want to use is selected. If it is not, use
the drop-down list to select it.

HP LaserJet il on LPT1

Click the Options button that is below and to the right of the
printer selection. The Options dialog box appears. It will look
similar to the following, though it will vary depending on the
printer you selected:

 Paper type  Paper size Paper feed

Width and height



Make stire the
settings in the
Options dialog box
match the actucl
size and orientation
of the paper in your
printer.

Portrait

layout

Landscape
layout

Fill in the dialog box, changing the options you want, as follows:
Type. Change the paper type if it is incorrect.

Size. If the selected paper size is not the size of the paper in your
printer, select the correct size from the paper size list.

Width and Height. If you want to use a custom paper size that is
not included in the paper size list, use the Width and Height
value selectors to enter the width and height of the paper you
want to use.

Paper Feed. Select either portrait or landscape paper layout,
depending on the direction of the paper in the paper tray.
Portrait layout is a page printed so that, as you read it, the width
of the page is less than its height. A horizontal layout is called
landscape.

Click OK if you want the changes you’'ve made to remain in
effect for the current session.

or

Click Save Options and then click OK if you want the changes to
remain in effect every time you print on this printer from now
on. You can, of course, return to the Options dialog box
whenever you want and change any of these options again.

You return to the Print dialog box.

Click Print if you're ready to print the document with the new
settings. If you want to print to a file or change the paper source,
see the following procedure. If your Print dialog box includes
other options, see the chapters that describe the particular
application you’re using.

NOTE

You can change the size and orientation of your document without
changing any printer settings. You should only change the printer
settings in the Options dialog box when they do not match the
physical settings on your printer. For information on changing the size
and orientation of your document, independent of the paper in your
printer, see “Changing Document Size and Orientation” in this
chapter.

1o change the paper source (All Levels)

You can also use Printer Options to change more advanced
options, such as printing to a file and changing the paper source.

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



2.

With some printers, 4.
the Paper Source

options appear das

radio buttons.

Make sure the printer you want to use is selected. If it is not, use
the drop-down list to select it.

HP LaserJet ii on LPT1

Click the Options button that is below and to the right of the
Printer selection. The Options dialog box appears. It will look
similar to the following, though it will vary depending on the
printer you selected:

Select the paper source from
the drop-down list.

Use the Paper Source drop-down list to select the location of the
paper you want to use. The available options depend on the
printer you're using.

Click OK if you want the change you've made to remain in effect
for the current session.

or

Click Save Options and then click OK if you want the change to
remain in effect every time you print on this printer from now
on. You can, of course, return to the Options dialog box
whenever you want and change the paper source again.

You return to the Print dialog box.
Click Print if you're ready to print the document with the new
settings. If you want to print to a file, see the following

procedure. If your Print dialog box includes other options, see
the chapters that describe the particular application you're using.



To print to a file (All Levels)

Printing a document to a file creates a DOS file with all of the
information that would have been sent to the printer, including
all printer and graphic codes. This is especially useful when you
wish to have a document printed by a service bureau, such as
when you want to create a PostScript file for a high-resolution
phototypesetter. Printing to a file usually creates an extremely
large file unless you're printing a PostScript file or are printing
with the Text Only setting. One page of a complicated document
can require over one megabyte of disk space. Make sure you
have sufficient space before you print a document to a file.

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

Make sure the printer for which you want to create a file is
selected. If it is not, use the drop-down list to select it. You need
to have previously added this printer to your list using
Preferences. For instance, if you want to create a file for a
PostScript printer, you will need to first install a PostScript printer
selection using Preferences even if you don’t have that printer
physically attached to your computer. For more information on
Preferences, see Chapter 12 in The GEOS Environment &
Accessories.

Click the Options button that is below and to the right of the
Printer selection. The Options dialog box appears.

Click the Print to: File radio button. A black dot appears in the
middle of the File radio button.

| Select to print to a printer or file.
Click OK if you want the change you've made to remain in effect
for the current session.
or

Click Save Options and then Click OK if you want the change to
remain in effect every time you print on this printer from now
on. You can, of course, return to the Options dialog box
whenever you want and change printing to a printer again.

You return to the Print dialog box.



6.

7

8.

When the Print to
File option is set, the
Print button
becomes Print to File
to remind you of the
change.

Click the Print to File button at the bottom of the Print dialog
box. The Print to File dialog box appears:

Enter DOS file name here.

Use the file selector to select the folder where you want to store
your file. For more information, see “Working with Standard File
Selectors” in this chapter.

Type the name of the file in the text entry box. You must use a
DOS file name. For more information, see “Naming a DOS File”
in this chapter.

Click Print to File. A message appears informing you that your
document is being printed to a file. You then return to your
document.

TIPS FOR COLOR PRINTING

You can specify any of 16-million colors for text and graphics.
When you print your document on a color printer, you get full
color printouts. If you have a color display, but don’t have a
color printer, you can still specify colors in your document.
When you print a color document on a black and white printer,
the colors print in shades of gray.

If you are using a color printer with Ensemble, you may wish to
install both the color and black and white printer selections for
that printer using Preferences. This way you can specify to print
in color or black and white by simply choosing between the two
printer selections when you print the document. When the Print
dialog box appears, simply choose the desired option from the
Printer drop-down list in the Printer Options section. Black and
white printing is faster then color printing. When the document
contains only black and white text and graphics, it is much faster
to use the black and white printer selection.

You can tell if a printer is configured to print in color by looking
at the name that appears on the Printer drop-down list in the
Printer Options section of the Print dialog box. If the name of the



printer has the word “color” in parentheses at the end of its
name, then it is configured to print in color. If it has “b/w” in
parentheses at the end of its name, then it is a color printer, but it
is configured to print in black and white. If it has neither, then it
is not recognized as a color printer and will always print in black
and white.

For more information on selecting and installing printers, see
Chapter 12 in The GEOS Environment & Accessories.

Checking and Canceling Printing Documents

If you want to check the list of your print jobs or cancel a print
job, choose Printer Control Panel from the Express menu. For
more information about the Printer Control Panel, see Chapter 2
in The GEOS Environment & Accessories.

CHANGING DOCUMENT SIZE AND ORIENTATION

LEVELS 2-4

When designing a document, you may want to use the Page Size
or Page Setup dialog boxes.

Page Size refers to the size and layout of your document on the
screen, including paper type, size, layout, and margins. This does
not have to correspond to the actual paper in your printer. For
example, you may create a poster that measures 20" by 40".
However, the paper in your printer may be 8.5" by 11". In the
Page Size dialog box, you specify the size of your document,
which is 20" by 40". In the Print dialog box, you specify 8.5" by
11". Your application calculates the number of 8.5" by 11" pages
required to print your document and prints it over several pages
which you can assemble into a poster. For more information
about the Print dialog box, see “Printing Documents” in this
chapter.

Different applications have slightly different Page Size dialog
boxes, depending on the application you're using. For features
that are unique to the application you are using, see the chapter
that describes the application. The Page Size dialog box is
documented in this section.

The Page Setup choice varies from application to application. See
the documentation for each application for more information on
Page Setup.



The Page Size and Page Setup options are saved with the current
document. If you use the same settings often, you can create a
template with these settings or change the default settings for
empty documents. For information on these topics, see
“Managing Templates” and “Default Settings for Empty
Documents” in Chapter 3.

To change Page Size options (Levels 2—4)

1. Choose Page Size from the File menu. The Page Size dialog box
appears:

‘ Click here to select paper type.

l Select page size from list.

~ Select portrait
| or landscape
layout.

‘ ' Displays height of selected page.
| Displays width of selected page.

| Set left, top, right, and bottom margins.

2. Fill in the dialog box, changing the options you want.
Type. Choose paper or envelope.

Size. Select a page size from the scrolling list. The scrolling list
contains all common paper or envelope sizes.

Width. Displays the width of the page size you have selected.
Can also be used to set a custom page width.

Height. Displays the height of the page size you have selected.
Can also be used to set a custom page height.

Paper Layout. Select portrait or landscape layout.
Margins. Set left, right, top, and bottom margins.
3. Click Apply to apply the settings to the current document.



USER LEVELS

Click Close to close the dialog box.

NOTE

GeoWrite does not have margin settings in its Page Size dialog box.
Instead, you use the Page Setup dialog box to change margins on a
section by section basis.

You can make the GEOS productivity tools as simple or
sophisticated as you want. Typically, the more functions an
application has, the more intimidating it can be to learn. With the
Ensemble productivity tools you can start using an application at
a simple, basic level. As you gain experience and become
comfortable with it, you can add more functions by changing the
user level.

The introduction to each procedure in this manual is followed by
the levels at which the particular task is available. For instance:
“All Levels” or “Levels 3-4.”

All of the Ensemble productivity tools have four user levels. The
following is a general description of each user level:

¢ Level 1, Introductory Level. Level 1 is for first-time users. It
includes the application’s simplest features. Use Level 1 to learn
the basic operation of the application.

e Level 2, Beginner Level. Level 2 is for users who are
comfortable with Level 1 and want to use more of the
application’s capabilities. Level 2 is also designed for infrequent
users or those with simple requirements. If these are your
needs, you may not need to move beyond Level 2.

e Level 3, Intermediate Level. Level 3 is for users familiar with
basic operations who want to learn a few complex functions
and procedures. Level 3 includes as much functionality as
possible without seeming overwhelming.

e Level 4, Advanced Level. Level 4 is for people who use an
application every day. It includes all the application’s functions
and features as well as advanced shortcuts to complete
common tasks. Level 4 is the most powerful and sophisticated
level.



ALL LEVELS

The first time you start an application, it will start at Level 1. For
information about changing your user level, see “Verifying,
Changing, and Saving Your User Level” in this chapter.

Differences From Level to Level

Within an application, the user levels build on one another. For
example, Level 2 has all the features of Level 1 plus new features
available at Level 2. Sometimes, when moving from a lower level
to a higher level, the menu bar is rearranged to accommodate all
the additional features of the new level. In this case, all the
features from the previous level are still available, but they are
organized differently across the menu bar.

Verifying, Changing, and Saving Your User Level

You can change or verify your user level both while doing work
in the application or while the New/Open dialog box is on
screen.

To verify or change your user level (All Levels)

If the New/Open dialog box is on screen, click the User Level
button. Otherwise, choose Change User Level from the Options
menu.

The Change User Level dialog box appears. The highlighted
button indicates the level at which you are currently working.

Click a button for a different user level if you want to change
levels; then, click OK. Your user level is changed for the current
session unless you change it again.

or



Click Cancel if the current level is the one you want to work at.
Your user level is unchanged.

To save your user level (All Levels)

If you always want the application to start at the user level you
have just selected, you can use the following procedure.

Choose Save Configuration from the Options menu.

(If the New/Open dialog box is on screen, you will need to close
the dialog box first, by opening or creating a document, before
you choose can Save Configuration from the Options menu.)

When you save the configuration of an application, your user
level and other options are remembered after you exit the
application. For more information about saving your
configuration, see “Setting Options and Saving your
Configuration” in Chapter 2.

To reset your user level to Level 1 (All Levels)

Choose Reset Configuration from the Options menu.

Fine Tuning Your User Level

Besides using the preset user levels, you can create your own
customized user level. Each application has a set of fine tune
features that you can turn on and off. Typically, Level 1 has the
fewest fine tune features turned on; Level 4 has the most features
turned on.

The features you can fine tune vary from application to
application. For more information about which features you can
fine tune in each one, see the chapters in this manual that
explain that application.

To fine tune a user level (All Levels)

If the New/Open dialog box is on screen, click the User Level
button. Otherwise, choose Change Level from the Options menu.

The Change User Level dialog box appears.



2. To see which features comprise a user level, click that user level
and then click Fine Tune. The Fine Tune dialog box appears. The
set of fine tune features that are turned on and off defines the
user level you selected.

Fine Tune = B

— Features that are on

3. To change the available fine tune features, click the features in
the Fine Tune dialog box to turn them on or off. Selected
features have a darkened check box.

4. When you finish selecting and deselecting features, click OK. The
Change User Level dialog box reappears. If the fine tune changes
you made coincide with a pre-defined user level, that button is
highlighted. If the changes you make do not coincide with a pre-
defined user level, none of the user level buttons is highlighted.

5. Click OK to return to the document at the user level you have
defined.

6. If you always want the application to start at the user level you
have just fine-tuned, choose Save Configuration from the Options
menu. (If the New/Open dialog box is on screen, you will need
to close the dialog box by opening or creating a document
before you can choose from the Options menu.)

When you save the configuration of an application, your user
level and other options are remembered after you exit the
application. For more information about saving your
configuration, see “Setting Options and Saving your
Configuration” in Chapter 3.

WORKING WITH MULTIPLE APPLICATIONS

ALL LEVELS As you become more familiar with GEOS applications, you may
want to use more than one application at a time. For example,



you might be calculating a budget in GeoCalc and writing a letter
to a friend in GeoWrite. By running more than one application,
you could work on both documents at the same time.

Applications “stack” up with the active one on top. The title bar
of the active window is highlighted. You can resize the
application windows so that you can see edges of each open
application. Then, you can move between documents and
applications by clicking the window. You can also move
between applications using the Express menu. For more
information about the Express menu, see “Using the Express
Menu” in this chapter.

To open multiple applications (All Levels)

Open the first application. The application opens, partially filling
the screen. You can open a document if you want.




2. Open the second application. The application opens on top of
the first application window. At this point, you can resize or
move the windows so that you can see corners of the window.
In that way, you can simply click the window and that
application comes to the top of the stack.

NOTE

You can open as many applications as you want, though you aren’t
likely to need very many applications open at one time. Since every
open application uses some of the computer’s memory, you should
open only those applications that you want to use. If you have several
applications open and your computer seems to be running slower
than it normally does, try exiting from a few of them and see if that
improves system performance.

To work with multiple applications using the Express menu (All

Levels)

Once you have an application open, you can open or switch to
any other application in the WORLD folder.

Click the Express button, which is located next to the Window

Control button on the left side of the title bar of the current
application. The Express menu appears.

2. Choose Start an Application to see a list of applications you can
start. Click the application you want to start. The application
starts.

You can switch between an application and any other application
you can see on the screen by clicking the desired window. You



can also switch to an application by selecting its name from the
Express menu.

To make an application always remain in front of others

1. Place the application in the Desk Accessories folder (in the
WORLD folder).

2. Start the application either by double-clicking its icon or by using
the Express menu. The application starts.

The application's window remains in front of other applications
even if you click in another application's window — provided
the other application is not also in the Desk Accessories folder. If
you click in the window of another desk accessory, its window
comes to the front.

USING THE EXPRESS MENU

The Express menu is a special menu that lets you quickly start an
application, switch between running applications, check your
printing, or exit directly to DOS. The Express menu works just
like any other menu in Ensemble 2.0. But to see it, instead of
clicking a menu name, you click the Express button. The Express
button appears only in the active window (there’s always one
active window, so the Express menu is always available). Here
are the items you have to choose from in the Express menu:

e Running Applications Any applications that are currently
running appear in the Express menu. Choose one to bring the
application’s window to the front.

e Start an Application brings up a submenu from which you
can start any Ensemble 2.0 application in the WORLD folder or
one of its subfolders.

e Desk Accessories Any applications that you have put in the
Desk Accessories folder appear here. For more about using the
Desk Accessories folder, see "Working With Multiple
Applications" in this chapter.

e Printer Control Panel opens the Printer Control Panel dialog
box where you can see what documents you have currently
printing or waiting to print. You can also cancel the printing of
any document.

® Go to GeoManager Brings the GeoManager window to the
front, making it the active window.



¢ Exit to DOS shuts down Ensemble 2.0 and returns you to the
DOS prompt.

To switch between running applications
Click the Express button. The Express menu appears.

Choose the application's name from the Express menu. The
application’s window immediately comes to the front, making it
the active window.

To start an application

Choose Start an Application from the Express menu. A submenu
appears with a list of folders and applications in the WORLD
directory.

Choose the application from the submenu.
or

Choose one of the folder names. A submenu appears with a list
of applications in that folder. Click one of the application names.

The menu disappears and the application starts.

To monitor your printing

Choose Printer Control Panel from the Express menu. The Printer
Control Panel appears. Use it to monitor your printing and cancel
documents that are waiting to print. See “Checking and Canceling
Printing Documents” in Chapter 2 for more information about the
Printer Control Panel.

To return to GeoManager

Choose Go to GeoManager from the Express menu. The
GeoManager window comes to the front, making it the active
window.

To exit directly to DOS

Choose Exit to DOS from the Express menu. Ensemble 2.0 shuts
down.



CHAPTER 2

Tools and TechniqQUEs s capter presents addiiona

concepts and tasks that are common to two or more of the

Ensemble applications.



At the end of this chapter you will know how to do the
following:

e Set options.

e Save your application configuration.

e Control your view of a window.

e Show rulers and set measurement units.

e Display and use the Tool Bars.

e Customize the Tool Bars.

e Select text and other items for editing and formatting.

e Use Cut, Copy, and Paste.

e Drag and drop items.

e Delete items.

e Use undo.

e Format text with fonts, sizes, styles, and justification.

e Type special characters.

Even though these basic tasks are common across different
applications, a specific application may have additional features
that enhance the common functionality. The chapters for each

application explain all tasks and functions that are unique to that
application. Other applications may have fewer common features.

CONTROLLING YOUR VIEW OF A WINDOW

The View menu provides choices for changing the way you view

a document in a window. You can use the View menu to do the

following:

e Zoom in and out on a document, enlarging or reducing its
display in a window.

e Enlarge or reduce your view to a custom percent.

e Scale your view of a document so that the whole page fits in
the window

e Set view options, such as whether the horizontal and vertical
scroll bars are shown.

e Redraw your screen to see a more accurate rendition of the
page.

If you change the view of your window and then choose Save

Configuration from the Options menu, your settings will be



saved. For more information on saving your configuration, see
“Setting Options and Saving Your Configuration” in this chapter.

Zoom Out, Zoom In, and Normal Size

When you open a document, it appears at normal size — the size
of the document when it is printed. Sometimes, however, you'll
want to make the document smaller on screen, so that you can
see more of it at once. This is called zooming out. Zooming out is
much like a birds eye view of the document. Sometimes you’ll
want to make your document look larger, so that you can see
details more clearly. This is called zooming in. Zooming in is like
putting a magnifying glass over a small portion of the document.

1o use Zoom Out, Zoom In, and Normal Size (All Levels)

To reduce the size of a page so that you can see more of it,
choose Zoom Out from the View menu. Each time you zoom
out, you reduce the size by 25%. You can reduce the page to
25% of its normal size.

To enlarge the size of a page so that you can see more details,
choose Zoom In from the View menu. Each time you zoom in,
you enlarge the size by 25%. You can enlarge the page up to
200% of its normal size.

To quickly return to normal size, choose Normal Size from the
View menu. Normal size is 100% of the view.

View at %

View at % allows you to choose the percentage of magnification
of a page. You can choose from any of the pre-set Zoom Out
and Zoom In options, or you can set your own percentage.

To use View at % (Levels 3—4)

Choose View at % from the View menu. A submenu lists the
standard size reductions and enlargements:




2. To choose any standard size, click the choice you want. The
menu closes and the page appears at the selected size.

or

To specify any number between 25 and 200%, choose Custom %.
The Custom % dialog box appears:

Type a number or use the arrow buttons to change the value in
the Scale (%) box. Click Apply. The percentage you specify is
applied to the document, and the Custom % dialog box remains
open so that you can experiment with other values. When you've
selected the value you want, click Close to close the dialog box.

Scale to Fit

Use scale to fit when you want to see an entire page of your
document in the window without scrolling. If you choose Scale
to Fit, the application automatically sizes the document so that as
much of it as possible shows in the window.

To enable Scale to Fit (Levels 2—4)

B Choose Scale to Fit from the View menu. The view percentage
changes, shrinking the document so that an entire page fits in the
window at once, if it can.

As long as the Scale to Fit option is on, the document will
automatically change size to fit in the window, even if you
change the size of the window.

To disable Scale to Fit (Levels 2—4)
B Choose Normal Size from the View Menu.
or

Choose a percentage from the View at % submenu on the View
menu.

Changing View Options
When you choose View Options, a submenu with three options
appears:



Complicated
documents include
those with lots of
graphic images or
customized line
spacing.

The options on the View Options menu are as follows:

e Change All Views Together. Normally, when you have more
than one document open in the same application, any changes
you make to the view settings apply to all of the document
windows at once. That is, if you change the view percentage in
one window, it changes in all windows in that application.
However, if you deselect the Change All Views Together
option, then any changes you make to view settings apply only
to the current document window and not to all of the open
windows. For more information on document windows, see
“Working With Multiple Documents” in Chapter 3.

e Show Horizontal Scroll Bar. When unchecked, the document
window will not display a horizontal scroll bar. Since the scroll
bar takes up space in your document window, you can hide it
to increase the available vertical space in which to display the
document.

e Show Vertical Scroll Bar. When unchecked, the document
window will not display its vertical scroll bar. Deselect to
increase the available horizontal space in which to display the
document.

To set View Options (Levels 3—4)

Choose View Options from the View menu. The View Options
submenu appears.

Select or deselect any of the options.

The View Options submenu closes and you return to the
document.

Repeat this procedure to turn other view options on or off.

Redrawing the Screen

Sometimes, when you work with a complicated document, you
may notice that GEOS does not redraw everything on the screen
after you make a change. This is because it can take a while to
redraw every component on a complicated page. Often, GEOS
applications redraw only some of the components to save time. If
you need complete accuracy, however, use the Redraw choice to
force the application to take the time to redraw every component
of your page.



To redraw the screen (Levels 2-4)

Choose Redraw from the View menu. The document redraws,
updating the accuracy of any complicated text and graphics on
the page.

SHOWING RULERS AND SETTING MEASUREMENT UNITS

ALL LEVELS

Some applications use rulers to provide visual measurements. In
GeoWrite, you can also use the ruler to set margins and tabs, and
in GeoCalc you can use the ruler to work with rows and
columns. For more information about using GeoWrite rulers for
paragraph formatting, see “Using the Ruler” in Chapter 4. For
more information about using GeoCalc rulers, see Chapter 12,
“GeoCalc Basics.”

Different Ensemble productivity tools have different rulers. For
example, GeoWrite shows a ruler at the top of the writing area to
display the width of the page. GeoDraw has both vertical and
horizontal rules. You can display the measuring rulers in various
units: inches, centimeters, points, picas, and the system default
setting specified in Preferences. GeoCalc has a special ruler that
does not normally show measurements. Instead it shows the
numbers and letters that correspond to the rows and columns.

If you change your ruler settings and then choose Save
Configuration from the Options menu, your settings will be
saved. For more information on saving your configuration, see
“Setting Options and Saving Your Configuration” in this chapter.

NOTE

When you change any of the ruler settings, the change normally
applies to all document windows in the current application. If you only
want the change to apply to the current document window, deselect
the Change All Views Together option on the View Options
submenu. For more information, see “Changing View Options” in this
chapter.

To turn rulers on or off (GeoDraw Levels 3-4; GeoWrite Level 4)

GeoWrite and GeoDraw have both vertical and horizontal rulers
that you can turn on or off independently.

Choose Rulers from the Options menu. The Rulers submenu
appears.



GeoCalc has both
vertical and
horizontal rulers,
but you always turn
them on or off
together.

Choose Show Vertical Rulers or Show Horizontal Rulers to turn
the corresponding ruler on or off These two choices work
independently.

To turn rulers on or off (GeoCalc Level 2)

Choose Show Rulers from the Options menu.

To turn rulers on or off (GeoCalc Levels 3-4)

Choose Rulers from the Options menu. The Rulers submenu
appears.

Choose Show Rulers.

To change the ruler type or measuring units (GeoCalc Levels 2-4;
GeoDraw Levels 3-4; GeoWrite Level 4)

Choose Rulers from the Options menu. A submenu appears,
listing the following types of measurement units:

e Spreadsheet (GeoCalc only, shows rows and columns)
e Inches

e Centimeters

e Points

e Picas

e System Default (as set in Preferences)

Choose the type of measuring unit you want. The rulers change
to represent the new measurement unit.



USING THE TOOL BARS

Tool Bars provide buttons that give you quick access to menu
choices and features. The Tool Bars appear either under the
menu bar or to the left of the application window. Clicking a tool
is similar to opening a menu and selecting a choice. The
following illustration shows an example of Tool Bars in an
application:

These are the Tool Bars you can see in GeoWrite Level 4.

Ensemble applications can have as many as six Tool Bars
available at different levels. For example, Level 1 of GeoCalc has
no Tool Bars and Level 1 of GeoWrite has only the Style Tool
Bar.

Some Tool Bars contain tools that are unique to an application;
for example, the Insert Row tool appears only in GeoCalc.
Application-specific tools are defined in the documentation for
that application.

The following are the standard Tool Bars:

¢ Style Tool Bar. For changing the format of text.

¢ Function Tool Bar. For working with documents (opening,
closing, saving), using the clipboard (cutting, copying, and
pasting), and other functions.

e Drawing Tool Bar. Contains the drawing tools from GeoDraw
for drawing objects on the page.

e Bitmap Tool Bar. Contains the bitmap drawing tools from
GeoDraw for working with bitmap objects.



e Attributes Tool Bar. For changing the color, shading, and
thickness of graphic objects and text.

e Floating Tool Box. Contains tools for manipulating graphic
objects, including tools for duplicating, flipping, shuftling,
grouping, and ungrouping objects.

e Graphic Tool Bar. Combines the best of the Attributes Tool
Bar and the Floating Tool Box into one, for GeoWrite and
GeoCalc.

The remainder of this provides a broad overview of the Tool
Bars. For an explanation of individual tools on the Tool Bars, see
Appendix D and the chapters for the application you are using.

The Style Tool Bar

The most complete Style Tool Bar is in GeoWrite, though
GeoCalc and GeoFile have their own variations.
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You can use the Style Tool Bar to change the text characteristics:
font, text size, and style. In addition, you can use the tools on
the Style Tool Bar as shortcuts to perform common word
processing functions.

The Style Tool Bar appears at all Levels in GeoWrite and at Levels
2 through 4 in GeoCalc. Text formatting tools from the Style Bar
appear in Levels 3 and 4 of GeoFile when using Design Mode.

For more information on tools from the Style Tool Bar, see
Appendix D.

The Function Tool Bar

The Function Tool Bar contains tools to perform file functions,
such as opening, closing, and saving files. It also contains editing
tools (cut, copy, paste, and undo) and zooming tools. The tools
available on the Function Tool Bar vary depending on the
application.
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These tools vary depending on the application.

The Function Tool Bar is available in Levels 2 through 4 of
GeoWrite and GeoCalc, though it is not normally shown.



Portions of the Function Tool Bar appear in Levels 3 and 4 of
GeoDraw and GeoFile. For more information on tools from the
Function Tool Bar, see Appendix D.

Tool Bars for Drawing and Graphics

GeoDraw is the drawing application, but since GeoWrite,
GeoCalc, and GeoFile also support drawing, you will find many
of the GeoDraw tools in each of these applications.

The following illustration shows GeoDraw at Level 4 with its
Tool Bars labeled:

Function Tool Bar

Drawing Tool Bar Bitmap Tool Bar

Attributes Tool Bar

THE DRAWING TOOL BAR

The Drawing Tool Bar contains the GeoDraw tools for creating
graphic objects:




There are tools for drawing different objects, including lines,
circles, and rectangles. All of the tools on the Drawing Tool Bar
work the same as they do in GeoDraw.

The Drawing Tool Bar is available in GeoWrite Levels 2 through
4, though at Level 2 there are only two tools. In GeoCalc and
GeoFile the Drawing Tool Bar is available at Levels 3 and 4. At
Level 4, there are more tools than at Level 3.

For information on using the tools on the Drawing Tool Bar, see
the appropriate sections in Chapters 8 through 11, which cover
GeoDraw.

THE BITMAP TOOL BAR

The Bitmap Tool Bar contains the GeoDraw tools for creating
bitmap objects:

The Bitmap Tool Bar is available in GeoWrite and GeoCalc at
Levels 3 and 4. It is not available in GeoFile. For more
information on using the tools on the Bitmap Tool Bar, see
“Working With Bitmaps” in Chapter 10.

THE FLOATING TOOL BOX

The Floating Tool Box stands on its own in GeoDraw but is part
of the Graphic Tool Bar in GeoWrite and GeoCalc. It provides
tools for manipulating graphic objects, including tools for
duplicating, flipping, shuffling, grouping, and ungrouping
objects.

The Floating Tool Box appears in its
own window.




LEVELS 2-4

For more information on using the tools on the Floating Tool
Box, see “Using the Floating Tool Box” in Chapter 11.

THE ATTRIBUTES TOOL BAR

The Attributes Tool Bar stands on its own in GeoDraw but is part
of the Graphic Tool Bar in GeoWrite and GeoCalc. The Attributes
Tool Bar contains tools for setting the color and other attributes
(such as line thickness and shading) for graphics and text.

For more information on using the tools on the Attributes Tool
Bar, see “Setting Attributes” in Chapter 10.

THE GRAPHIC TOOL BAR

The Graphic Tool Bar is only available in GeoWrite and GeoCalc.
It contains tools for working with graphics and is a combination
of the tools from the previously-described Attributes Tool Bar
and Floating Tool Box in GeoDraw.

Tools from the Tools from the
Attributes Tool Bar Floating Tool Box

The Graphic Tool Bar is available in GeoWrite and GeoCalc in
Levels 3 and 4, but is not normally shown. The Graphic Tool Bar
has additional tools in Level 4 that it doesn’t have in Level 3. For
information on using the Attributes tools on the Graphic Tool
Bar, see “Setting Attributes” in Chapter 10. For information on
using the Floating Tool Box tools, see “Using the Floating Tool
Box” in Chapter 11.

Displaying Tool Bars
Different Tool Bars are available at different user levels; however,
the availability of a Tool Bar does not mean that it is displayed.

You can use the Options menu to turn on and off the display of
available Tool Bars. For example, at Level 2 of GeoCalc, the Style



ALL LEVELS

and Function Tool Bars are available, but only the Style Tool Bar
is shown. If you want to set the display of Tool Bars for every
work session, choose Save Configuration from the Options
menu. In GeoFile and GeoDraw, Tool Bars are always on.

To display a Tool Bar (All Levels)

Choose Show Tools from the Options menu. The submenu lists
the available tools. The check boxes are darkened for visible
Tool Bars.

Click the button for the Tool Bar want to change. If the Tool Bar
was showing, it is now hidden. If it was hidden, it is now
showing.

Working With Tools

Some tools on the Tool Bar are buttons that you click. Others are
in the form of a drop-down list.

To use a tool (All levels)
Select the item you want to work on.

Click the tool you want to use.

To use a drop-down list on the Tool Bar (All Levels)
Select the item you want to change.

Click the button for the drop-down list. Drop-down list buttons
have a bar on the right side of the button, like the example at the
left. The list drops down so you can make a selection. Notice the
current setting in the drop down has a darkened radio button.

Click the choice you want. The new item is selected, while the
old item is unselected.



CUSTOMIZING THE TOOL BARS

LEVEL 4

You can change the Tool Bars to fit your needs, choosing to hide
or display certain tools and to move the Tool Bars to new
locations. Tools are organized into groups. The following
illustration shows the Style Sheet tool group on the Style Tool
Bar in GeoWrite:

Style sheet tool group

You can show or hide individual tools within a group and you
can move a group of tools as a unit into any position on any
Tool Bar. For instance, you can move the document control tools
(which include Open and Close, for instance) from the Function
Bar to the Style Bar in an application.

You can customize the following tool groups, available on most
application Tool Bars:

e Text style

e Font

e Point size

e Justification

® Object tools

e Bitmap tools

e Find and replace
e Spell check

e Document control
e Edit/clipboard

® View options

e Print control

e Area attributes

e Line attributes

e Line width/style

e Character foreground color
e Object grouping

e Object edit special
e Object depth



e Object flip

To hide or display individual tools in a group (Level 4)

Display any tool bars with which you want to work.

Choose Customize Tool Bars from the Options menu. The
following dialog box appears:

e Customize Tool Bars

On the Tool Bars themselves, each individual tool group is
highlighted with a thick border.

From the list of tool groups, select the name of a tool group.
or

Click a tool on the Tool Bar. The name of that tool group
becomes selected in the list.

Click Show/Hide Tools in Group. The following dialog box
appears, showing all the tools in the group:

e Show/Hide Tools in Group

Previous Page
Go to Page
Next Page

Any items which are not highlighted are currently hidden.

Click to toggle the selections on or off. If you want to return to
the last display of tools, click Reset before clicking Apply.

Click Apply. The Tool Bars redraw according to the selections
you made.
If you want to show and hide additional tools, you can repeat

steps 3 through 6 as many times as you like. The dialog boxes
stay open and you can freely click between them.



If you want to return 5,
to the last display of
tools, click Reset
before clicking

Apply.

When done, click Close to close the dialog boxes.

If you want to save your customization, choose Save
Configuration from the Options menu.

To move a tool group (Level 4)
Display any tool bars with which you want to work.

Choose Customize Tool Bars from the Options menu. The
following dialog box appears:

Customize Tool Bars v |

Page

In the list of tool groups, click to select the name of a tool group.
or
Click any visible tool on the Tool Bar to select that group.

Click Move Tool Group. The following dialog box appears:

Move Ttiml Group 2

If you want to move the tool group to a different Tool Bar, select
the name of the destination Tool Bar from the list in the dialog
box, then click Apply.

If you want to move the tool group within the Tool Bar, click
one of the Nudge buttons to move the group in the direction you
want. Each time you click one of the Nudge buttons, the tool
group moves in the direction specified.

If you want to move additional tools, you can repeat steps 3
through 6 as many times as you like. The dialog boxes stay open
and you can freely click between Tool Bars on the window, the
Customize Tool Bars dialog box, and the Move Tool Group box.



8.
9.

When done, click Close to close the dialog boxes.

If you want to save your customization, choose Save
Configuration from the Options menu.

SETTING OPTIONS AND SAVING YOUR CONFIGURATION

ALL LEVELS

You can change an application so that it works the way you
want, with the tools you like to use and the options set the way
you like. When you choose these settings, you are configuring
the application to suit your particular needs. You can change the
following settings and save them so that they are in effect the
next time you start the application:

e Set or fine-tune the user level. (See “User Levels” in Chapter 1.)

e Adjust the view percentage and view options on the View. (See
“Controlling Your View of a Window” in this chapter.)

e Display and set the rulers. (See “Showing Rulers and Setting
Measurement Units” in this chapter.)

e Display and customize the Tool Bars. (See “Using the Tool
Bars” and “Customizing the Tool Bars” in this chapter.)

¢ Change other options on the Options menu. (Consult chapters
for specific applications.)

To save the application configuration (All Levels)

If you want to keep the configuration you've set so that it is in
effect each time you start the application, you can save the
configuration.

Set the options you want.

Choose Save Configuration from the Options menu. The current
options are saved, so the next time you start the application,
those options will take effect immediately.

To reset the configuration (All Levels)

Choose Reset Configuration from the Options menu. The
application resets all of its options, tool bars, and user levels to
the original, default settings.



SELECTING AND EDITING

ALL LEVELS

Whether you have drawn an illustration, developed a cash flow
spreadsheet, or created a list of addresses, you may need to make
changes to your documents. It is easy to change things with
Ensemble applications by selecting and editing, which is a two-
step process:

First, select the item you want to change. This sets it apart from
the items around it.

Then select the type of change you want to make to the item.

When you select an item, it is highlighted by a border, by
reversing its colors, or by giving it “handles,” as shown in the
following illustration. Selected items are ready for you to change.

When you want to make changes, for example
ording a sertence in GeoWrite or changing an
f u must select the text

righliohue J S The text is selected.

The range of cells is selected.

The circle is selected.

Once you have selected items you can edit them. Whether you
are working with text, graphics, or cells in a spreadsheet, you can
edit your document by, moving or copying items from one
location to another. For example, you can copy an image from
one part of a document and insert at another location. Or you
can delete a section of a document entirely. Or you can move it
to another location.

You first select an item before perform an editing operation on it.
For instance, to copy an item you would first select it, then
perform the copy operation.



Selecting Text

ALL LEVELS When you want to make changes to text, for example rewording
a sentence in GeoWrite or changing an address in GeoDex, you
must first select the text you want to change. Selected text
appears highlighted.

When you want to make changes, for example
rewording a sentence in GFeoWrite or changing an
addre sz in GeoDex, first vou must select the text

on want to change . Selected text appears

You can use a mouse or a kt‘yl)():ll’d to select text,

To select text with a mouse (All Levels)
1. Move the mouse pointer to the word, line, or paragraph you
want to select.

2. Press and hold the mouse button and drag the mouse across the
text until what you want to select is highlighted. Then release the
mouse button.

or

Click at the beginning of the text, hold down the Shift key, and
click at the end of the text.

or
On the last click, if Position the pointer over the text you want to select and quickly
you contine click the appropriate number of times:
holding down the ; S :
¢ 2 Clicks Selects a word, but not the space after the word
moutse button rather
than immediately 3 Clicks Selects a line
releasing it, you can 4 Clicks Selects a paragraph
drag to select o s ’ ]
5 Clicks Selects the entire document

additional words,
lines, or paragraphs The text you want to delete, replace, or change is selected.
at a time.

To extend or reduce the selection (All Levels)

You may want to change the amount of text you have selected.

1. While a selection is already highlighted, press and hold down the
Shift key.



If you are using the
arrow keys on the
numeric keypad to
select, be sure Num
Lock is off (the Num
Lock light on the
keyboard is not lit).

Click where you want to extend or reduce the selection.

Shift-click to extend the
selection to this location.

While PRI E already }'Lig}dighted;ﬁ:ositinn
the pointer and hold down the Shift key. Then click
where vou want to extend or reduce the selection.

To use the keyboard to select text (All Levels)

If you are a fast typist, you may not want to take your hands off

the keyboard to select text. The list below shows how to select

text by using two or more keys at the same time. You can use

these keys in any combination to extend or reduce a selection

you have already made.

e Shift+Home. Selects from the insertion point to the beginning
of the line.

e Ctrl+Shift+Home. Selects from the insertion point to the
beginning of the document.

e Shift+End. Selects from the insertion point to the end of the
line.

e Ctrl+Shift+End. Selects from the insertion point to the end of
the document.

e Shift+Right or Left Arrow. Selects one character in the
direction of the arrow.

o Ctrl+Shift+Right or Left Arrow. Selects from the insertion
point to the nearest beginning or ending of a word in direction
of the arrow.

e Shift+Up or Down Arrow. Selects from insertion point one
line in the direction of the arrow.

e Ctrl+Shift+Up or Down Arrow. Selects to beginning or end of
the current paragraph.

To cancel a text selection (All Levels)

If you change your mind after making a selection, you can cancel
the selection by clicking anywhere in the text area or by pressing
one of the arrow keys.

Selecting Spreadsheet Cells

A spreadsheet always has at least one cell selected. That cell has
a dark border but is not otherwise highlighted. You can also



To deselect the
selection, simply

select something else.

select a range of cells. The selected range appears as a
highlighted block of cells.

. 72.00
18,00 540 .
36,0 14t 451
[ i ]

— Selected range of cells

You can select spreadsheet cells with either the mouse or the
keyboard. The basic techniques for selecting a single sell and a
range of cells are described here. For additional methods of
selecting cells, see Chapter 12, “GeoCalc Basics.”

To select a single cell (All Levels)
Click the cell you want to select.
or

Use the arrow keys on the keyboard to move the highlighting to
the cell you want to select.

To select a range of cells (All Levels)

Drag from the first cell to the last cell of the range you want to
select.

or

Select the first cell in the range, and then hold down the Shift
key while pressing the arrow keys to extend the selection.



Selecting Graphics

When you select a graphic, handles appear around the object:

Handles

You can select a single graphic object or a group of graphic
objects.

SELECTING AND DESELECTING A SINGLE OBJECT

Most of the time you'll probably want to select a single object to
work with.

To select a single object (All Levels)

Click the object you want to work with. The object selects and its
handles appear.

To deselect a single object (All Levels)

Click a different object. The new object is selected and the
original object is deselected.

or

Click in an area of the window where no objects appear. The
original object is deselected.

SELECTING AND DESELECTING A GROUP OF OBJECTS

You can select a group of objects, such as several shapes in a
drawing or multiple cells in GeoCalc. By selecting a group of
objects, you can change many objects at the same time. For
example, if you want to change the color of several objects in a
drawing to blue, you can select all of them and then select blue.

There are many ways to select a group of objects. You can select
one object at a time, or you can specify a range. Once you have
selected a group, you can extend the selection to include other
objects that weren't included in the original group. Or you can
deselect certain objects to remove them from the group.

To select a group of objects one at a time (All Levels)

Click one object in the group. The object is highlighted or has
handles to indicate its selection.



Hold down the Ctrl key and click the other objects you want to
add to the group, one at a time. If you add an object by mistake,
hold down the Ctrl key and click it again to deselect it.

To select a group of objects by dragging (All Levels)

When you drag to select a group, you group the objects by
enclosing them in a dotted rectangle.

Move the mouse pointer to the upper-left corner of an imaginary
rectangular area that will eventually expand to enclose all the
objects you want to select.

Press and hold the mouse button while dragging the mouse. The

outline of a box follows the pointer, changing size as you drag
the mouse.

Drag the outline until it surrounds all the objects you want to
select.

Selection rectangle

Release the mouse button. Everything within the box is selected.

If you made a mistake and released the mouse button in the
wrong place, you can adjust the corner of the rectangle by
holding down the Shift key and clicking where you would like
to place the corner. The outline adjusts and everything within the
new box is selected.

To select a group of objects between two points (All Levels)

Move the mouse pointer to the corner of an imaginary
rectangular area that will eventually enclose all the objects you
want to select. Click the mouse button. This is the first point.

Move the pointer to the opposite corner of the imaginary box;
make sure the corners are far enough apart so that the box
surrounds the most distant object you want to include in your
selection. hold down the Shift key and click. This is the second
point. Everything between the first point and the second point is
selected. If you make a mistake selecting the second point, hold
down the Shift key and click in another location. This changes



the range of selected objects by moving the second point. To
begin over again, release the Shift key and repeat the process.

To add objects to a group of selected objects (All Levels)

Hold down the Ctrl key and click another object to add it to the
current selection.

or

Hold down the Ctrl key and drag to select additional objects by
surrounding them with a dotted box.

Repeat this step as often as you want to add more objects to the
group.

When you are finished adding all the objects you want, release
the Ctrl key.

1o select all objects (All Levels)

Choose Select All from the Edit menu. Everything in the
document is selected.

To subtract objects from a group (All Levels)

Hold down the Ctrl key and click a selected object to remove it
from the group.

or
Hold down the Ctrl key and drag the dotted box to enclose a
group of objects you want to remove from the selected group.

Repeat this step as often as you want to subtract additional
objects from the group.

When you are finished subtracting all the objects you want,
release the Ctrl key.

1o deselect a group of objects (All Levels)

Click in any area of the window where no object appears. The
entire group of selected objects is deselected.

or

Click to select a single object. The single object is selected and all
other previously selected objects are deselected.

Replacing Text

The fastest way to replace text is to select it and then type the
new entry.



To replace text (All Levels)
Select the word or words you want to replace.

Type the replacement text. The new text replaces the original
text.

Cutting, Copying, and Pasting

You can move text and graphic images around your documents,
as if you were cutting and pasting with scissors and glue.

When you select text or a graphic image, you can cut it to move
it elsewhere or copy it to paste a replica of it in another place.
The selection you copy or cut is placed on the clipboard, an
electronic holding space. When you choose Paste from the Edit
menu, the contents of the clipboard are pasted into the active
document. The active document can be the document that
contains the original selection, another document in the same
application, or another document in another application. For
more information, see “Working With Multiple Documents”
Chapter 3 and “Working with Multiple Applications” in Chapter 1.

When you copy or cut a selection to the clipboard, it replaces
whatever is currently on the clipboard.

To move a selection (All Levels)

When you move a selection, you remove or cut it from its
original location and paste it into another location.

Select the item or text you want to move.

Choose Cut from the Edit menu. The item is removed from your
document and placed on the clipboard, replacing any item
already there.

Move the insertion point to the location where you want the item
to appear. In the case of graphic images, you cannot specify the
location.

Choose Paste from the Edit menu. The contents of the clipboard
are inserted into the document. For text, the pasted text appears
at the insertion point. For graphic images, the pasted image
appears in its original location if this location is still visible in the
window. If the original location is not visible, the pasted image
appears in the center of the window.

To copy a selection (All Levels)

If you want to leave an item in its original location and also
insert it somewhere else, use Copy instead of Cut.



Since drag and drop
doesn’t use the
clipboard, its
contents remain
intact.

Select the item or text you want to copy.

Choose Copy from the Edit menu. The item remains in your
document and also goes to the clipboard, replacing any other
item on it.

Move the insertion point to the location where you want the item
to appear.

Choose Paste from the Edit menu. The contents of the clipboard
are inserted into the document.

NOTE

When you paste an item into a document from the clipboard, the
item also remains on the clipboard unless you replace it. Therefore
you can continue to paste the same item from the clipboard to
multiple locations in your document.

10 replace one block of text with another (All Levels)
Select the block of text you want to replace the existing text.

Choose Copy or Cut from the Edit menu. The text is placed on
the clipboard.

Select the block of text you want to replace.

Choose Paste from the Edit menu. The selection is replaced by
the contents of the clipboard.

Dragging and Dropping

The drag and drop feature provides a quick way to move or copy
text or graphic images without using the clipboard. You can drag
and drop text and graphics from one location to another in a
document, or from one document to another, even between
applications.

To drag and drop information from one location to another (All
Levels)

Select the information you want to move or copy .

Move the mouse pointer over the selected range; and then press

and hold down the right mouse button. The drag and drop
pointer appears.

Drag the pointer so that it is over the location where you want to
move or copy the information.



4. Release the mouse button. The information is moved or copied,
depending on whether you dragged within the same document
or from one document to another.

NOTE

As you perform the drag and drop, the small square at the end of the
pointer changes to indicate whether this will be a move or a copy.

When the pointer is over the same document, the default operation
is a move (indicated by the hollow square at the end of the drag and
drop pointer). If the pointer is over another document, the default
operation is a copy (indicated by a filled square).

You can override this behavior by holding down the Alt key (to move)
or the Ctrl key (to copy) while performing the drag and drop. The
small square at the end of the pointer becomes hollow or filled as
appropriate.

Deleting

You can delete text or graphic images from any document:

To delete items (All Levels)
1. Select the text or graphic image you want to delete.
2. Press the Backspace or Delete key.

or

Choose Cut from the Edit menu.

or

Hold down Shift and press Delete, which is the shortcut key for
Cut.

The selection is deleted.

NOTE

Those methods that delete items by cutting (the Cut choice on the
Edit menu and the keyboard shortcut Shift+Delete) place the
selection on the clipboard. You can paste the selection from the
clipboard to another location as long as you haven’t cut or copied
another item to the clipboard.

To delete text by using the keyboard (All Levels)

As long as no text is selected, you can use the following
keystrokes to delete text:

e Backspace. Character to the left



ALL LEVELS

ALL LEVELS

e Delete. Character to the right
e Ctrl+Backspace. From insertion point to beginning of word
e Ctrl+Delete. From insertion point to end of word

e Shift+Ctrl+Backspace. From insertion point to beginning of
line

e Shift+Ctrl+Delete. From insertion point to end of line

Using Undo

Sometimes you may delete or change some text or graphic image
and immediately decide you have made a mistake. If you haven'’t
done anything else, you can choose Undo from the Edit menu to
restore the text or graphic image to its previous condition.

Once you choose Undo, its name on the Edit menu changes to
Redo so that you can undo what was undone.

Not all applications include Undo.

NOTE
The undo feature has a couple of limitations you should know about:

e Only basic editing actions can be undone. Complex operations, such
as style sheet changes in GeoWrite, cannot be undone. You can use
the Backup function on the File menu to save a backup copy of your
document before you make a major change.

e If you cut something to the clipboard and then choose Undo, the
original item is placed back in the document, but the previous
contents of the clipboard are not restored. This is because the undo
function only affects text and graphics in the current document; it
does not affect the contents of the clipboard. If you want to
preserve the contents of the clipboard, you can paste them into the
Scrapbook. For more information on using the Scrapbook, see
Chapter 7 in The GEOS Environment & Accessories.

Using Shortcut Keys for Editing

As your proficiency increases, you may find you want to use edit
functions without lifting your hands from the keyboard. You can
use the following shortcut keys to edit:

EDIT FEATURE KEY SEQUENCE

Cut Shift+Delete

Copy Ctrl+Insert




FORMATTING TEXT

VARIOUS
LEVELS

Paste Shift+Insert

Delete Delete

Undo Alt+Backspace

You can use the same techniques to enter text and change its
characteristics in every Ensemble application. Depending on the
user level you are in, you can set the text characteristics from the
menus or by clicking tools on the Tool Bars.

Text formatting is available in different applications at different
user levels.

NOTE

In the following descriptions of formatting text, some options are not
available at the same user levels in every application.

Using Fonts

A font is a typeface, the design of the individual alphabetic and
numeric characters. Some fonts, like URW Sans are very plain,
while others are ornate, like Sather Gothic. The fonts available in
the Ensemble applications are as follows:

e Cooperstown

e Cranbrook

e Sather Gothic

e Shattuck Avenue
e Superb

e URW Mono

e JRW Roman

e URW Sans

e URW SymbolPS

The URW Mono font is most like a typewriter font. It’s
monospaced, every character uses the same amount of space. The
other fonts are proportionally spaced, the space taken by a
character is relative to the character’s width. In other words, an
“i” uses less space than a “w.”




3.
4.

To change the font using the Style Tool Bar (Various Levels)

Select the text you want to change.

Click the fonts drop-down list button on the Style Tool Bar. (The
fonts drop-down list button has the name of the currently
selected font on it.) A drop-down list appears:

Choose the font you want. The highlighted text appears in the
font you selected.

To change the font using a menu (Various Levels)

Select the text you want to change.

Depending on the application you are using, do the following:
e In GeoWrite, choose Fonts from the Character menu.

e In GeoDraw, choose Fonts from the Text menu.

e In GeoCalc, choose Fonts from the Properties menu.

e In GeoFile, choose Fonts from the Properties menu.

The Fonts submenu appears:

Choose the font you want.

Click Apply. The selected text appears in the font you specify.



To view a font (Various Levels)

If you want to see how a font looks, you can use the Font View
option. If you like the design of the font, you can apply the it to
the selected text.

Select the text you want to change.

Depending on the application you are using, do the following:
e In GeoWrite, choose Fonts from the Character menu.

e [n GeoDraw, choose Fonts from the Text menu.

e In GeoCalc, choose Fonts from the Properties menu.

e In GeoFile, choose Fonts from the Properties menu.

The Fonts submenu appears.

Choose Font Viewer from the Fonts submenu. The following
dialog box appears:

Font Uiewer

Select the font you want to see. The font is displayed at the
bottom of the font viewer dialog box.

If you want to change the selection to the font you specified,
click Apply. The font is applied and the dialog box remains on
the screen.

Click Close to close the dialog box.

Changing the Text Size

Text size is usually measured in points, a measurement used in
the printing industry. A point is approximately 1/72 of an inch.
Therefore, 72 point text is one inch tall, and 10 point text is 1/7
of an inch tall. Most books and magazines are written with 10 or
12 point text.



SETTING THE TEXT SIZE

You can choose the size of the characters in your document from
any of the following point sizes: 9, 10, 12, 14, 18, 24, 36, 54, 72,
larger, smaller, and custom size.

To change the text size from the Style Tool Bar (Various Levels)
Select the text you want to change.

Click the Text Size drop-down list button. (The text size button
has the current text size on it.) A drop-down list appears:

Choose the text size you want. The highlighted text appears in
the size you select.

To change the text size (Various Levels)

Select the text you want to change.

Depending on the application you are using, do the following:
e In GeoWrite, choose Sizes from the Character menu.

e In GeoDraw, choose Sizes from the Text menu.

¢ In GeoCalc, choose Sizes from the Properties menu.

e In GeoFile, choose Sizes from the Properties menu.



The Sizes submenu appears:

Choose the size you want from the list. All highlighted text
appears in the size you selected.

SETTING A CUSTOM SIZE

If you want a text size that is not one of those listed, you can
create a custom size.

To change the text to a custom size (Various Levels)

Select the text you want to change.

Depending on the application you are using, do the following:
e In GeoWrite, choose Sizes from the Character menu.

e [n GeoDraw, choose Sizes from the Text menu.

e In GeoCalc, choose Sizes from the Properties menu.

e In GeoFile, choose Sizes from the Properties menu.

The Sizes submenu appears.

Choose Custom from the Sizes menu. A dialog box appears:

{Posnt 12 pt 1AY]

Change the custom point size by typing a different size or by
clicking the arrows to adjust the selected point size. If you don’t
want to use points as units, you can type different units, as
follows:

e Inches. Type the inches mark (") or type “in”.



e Picas. Type “pi”.

e Points. Type “pt’”.

¢ Centimeters. Type “cm”.

¢ Millimeters. Type “mm”.

e Ciceros. Type “ci”.

e European points. Type “ep”.

Click Apply to apply your changes to the selected text.

Click Close to close the dialog box.

USING THE SMALLER OR LARGER CHOICES

You can quickly make text the next larger or smaller pre-defined
size.

To make the text larger or smaller (Various Levels)

Select the text you want to resize.

Click the Larger or Smaller button on the Style Tool Bar.

or

Depending on the application you are using, do the following:
e In GeoWrite, choose Sizes from the Character menu.

e In GeoDraw, choose Sizes from the Text menu.

e In GeoCalc, choose Sizes from the Properties menu.

e In GeoFile, choose Sizes from the Properties menu.

The Sizes submenu appears.

Choose either Larger or Smaller from the Sizes submenu. The text
appears in the next smaller or next larger pre-defined size.

Changing the Text Style

Text can appear plain, as the text in this sentence, or you can
change text to any of the following styles:

e Plain

e Bold

e Jtalic

e Underline
e Strike-Thru
o Supersc‘ript

o SUhscript



Strike-Thru,
superscript, and
subscript are not

available at Level 1.

To change the text style from the Style Tool Bar (Various Levels)

Select the text you want to change.

Click the Text Style you want to use. The highlighted text
appears in the style you select.

To change the text style (Level 1 for GeoWrite and GeoCalc)
Select the text that you want to change.

Depending on the application you are using, do the following:
e In GeoWrite, choose the style you want from the Styles menu.

e In GeoCalc, choose the style you want from the Properties
menu.

The highlighted text appears in the new style.

To change the text style (Levels 2-4)

Select the text you want to change.

Depending on the application you are using, do the following:
e In GeoWrite, choose Styles from the Character menu.

e In GeoDraw, choose Styles from the Text menu.

e In GeoCalc, choose Styles from the Properties menu.

e In GeoFile, in Design Mode, choose Styles from the Properties
menu.

The Styles submenu appears:

3. Choose one of the styles from the list. All highlighted text

appears in the style you selected.



To make a selection plain text (Various Levels)

If you have used a variety of text styles in a block of text, you
can convert it all to plain text easily.

Select the block of text you want to change.

Click the Plain Text Tool on the Style Tool Bar.

or

Depending on the application you are using, do the following
e In GeoWrite, choose Styles from the Character menu.

e In GeoDraw, choose Styles from the Text menu.

e In GeoCalc, choose Styles from the Properties menu.

e In GeoFile, in Design Mode, choose Styles from the Properties
menu.

The Styles submenu appears.

Choose Plain Text from the Styles submenu. The selection reverts
to plain text.

Changing the Text Justification

The alignment or justification of text determines where the text
lines up along a margin. For example, when text is left-aligned,
the rows of text line up along the left margin (excluding
specified indentation) and the right ends of the lines are ragged.
When text is full-aligned, both the right and left sides of the text
line up evenly along the left and right margins. See the
illustration below for examples of the available alignments.

Aligned with left side of the margin

This is an example of left
aligned text. All the textis
lined up evenly on the left side.

This is an example of right
aligned text. All the textis : 3 . . :

lined up everly on the ighe ~ Aligned with right side of the margin
side.

This is an example of centered
text. All the textin this
paragraph is centered.

bt ¢ s vl o G Centered between sides of the margin

aligned text. All the text is
lined up evenly on the left and

Tight side.

e o o]

Flush against both sides of the margin



To specify text justification from the Style Tool Bar (Various Levels)

Select the text or move the insertion point into the paragraph,
GeoCalc cell, or GeoFile field you want to align.

Click the justification button you want on the Style Tool Bar. The
selected paragraph aligns as indicated.
Left alignment

Centered alignment

,w

To specify text justification from a menu (Level 1 in GeoWrite,
GeoCalc)

Select the text or move the insertion point into the paragraph you
want to align.

Right alignment

Justified alignment

Depending on the application you are using, do the following:

e In GeoWrite, choose the type of justification from the Paragraph
menu.

e In GeoCalc, choose the type of justification from the Properties
menu.

The selection aligns as indicated.

To specify text justification from a menu (Levels 2—4 )

Select the text or move the insertion point into the paragraph you
want to align.

Depending on the application you are using, do the following:

e In GeoWrite, choose Justification from the Paragraph menu.

e In GeoDraw, choose Paragraph from the Text menu, then
choose Justification from the Paragraph submenu.

e In GeoCale, choose Justification from the Properties menu. In
GeoCalc, Full Justification applies to text on the drawing layer,
and General justification applies to a spreadsheet cell. You
don’t have to worry about which you are in. GeoCalc can tell
what you want from the selection you make.

e In GeoFile, choose Justification from the Properties menu.
The justification menu appears.

Choose the type of justification you want. The selected text
aligns accordingly.



USING COLOR AND GRAPHICS

GeoDraw is the primary graphics application. However, you can
create and edit graphics in any of the productivity tools because
they all have most of GeoDraw’s tools and features built-in. For
instance, in Level 3 and Level 4 of GeoWrite, GeoCalc, and
GeoFile you will find a Graphics menu where all of the
applicable graphics functions appear for that application. The
various submenus on the Graphics menu correspond directly to
menus of the same name on the GeoDraw menu bar.

Since all of the graphics functions are based upon those in
GeoDraw, these topics are covered in the documentation for
GeoDraw. Chapters 8 through 11, which describe the GeoDraw
application, provide the information you need for using the color
palettes, graphics tools, and menu choices in your documents.

USING STYLE SHEETS

Style sheets are common to both GeoWrite and GeoDraw. In
GeoWrite, the styles define different paragraph types, including
the font, point size, text style, margins, and indentations. See
“Using Text Style Sheets” in Chapter 5 for more information about
using paragraph styles in GeoWrite.

In GeoDraw, the styles describe attributes of drawing objects,
such as line color, pattern and width, and fill color and pattern.
See “Using Graphic Style Sheets” in Chapter 11 for more
information about using graphic styles in GeoDraw.



USING ANNOTATIONS

LEVELS 3-4

Any graphic object
can be made an
annotation. For
information on
creating your own
dannotations, see
Chapter 11.

If the options on the
Annotations
submenu are
dimmed, then you
are probably not
working with a
graphics tool.

Annotations are special text and graphic objects, such as
instructions that appear in a template, which appear on your
screen but normally do not print. For example, an envelope
template might show the outline of an envelope so that you can
see the placement of the addresses. By using annotations, the
envelope diagram can be shown on screen without affecting the
printout. You can turn these annotations on and off, as you wish.

Normally, annotations are set to appear on screen, but not to
print. By choosing from the Annotations submenu on the
Options menu, you can change how annotations behave, such as
whether they appear on screen and whether or not they print.
You can even delete them altogether.

Any changes you make to the annotations settings are saved as
part of the document so that you can make your preferred
settings part of a template.

To use annotations (Levels 3—4)

Open a document that has annotations, such as a template you
want to use.

Select a drawing tool, such as the rectangle tool. The graphics
layer of the document becomes active.

Choose Annotation from the Options menu. A submenu appears.

Choose the option you want from the Annotations submenu:

Draw Annotations. When this option is checked, all annotation
objects can be seen on screen. This option is normally checked.
Deselect this option to turn of the display of annotations.

Print Annotations. When this is checked, all annotation objects
will appear on your document when you print it. Normally this
option is unchecked so that annotations do not print.

Delete Annotations. Choose this to delete all of the annotations
from the document.

Make Annotations Selectable/Editable. Makes the annotations
selectable so that you can edit them.



Make Annotations Unselectable/Uneditable. Makes the
annotations unselectable so that they cannot be edited.

4. Use the document as you need.

TYPING SPECIAL CHARACTERS

There are many special characters and typographical symbols you
can type which don’t appear on your keyboard. This section
discusses the most common of these.

Smart Quotes

Typographical quotes are “curly” single and double quotation
marks, apostrophes, and commas. You may want to use these in
your writing to make your documents look more professional.
You can type these characters using the smart quotes feature of
Ensemble to automatically convert quote marks you type into
curly quotes. When smart quotes are on, as they normally are,
every time you press the quote key, the application looks at the
surrounding characters and tries to determine whether an open
quote () or a close quote (7) is appropriate and it enters the
special character for you. Smart quotes apply when you type
single or double quotation marks, or apostrophes. You can,
however, turn smart quotes off and on. If you turn them off,
quotation marks always appear straight, like those used to
indicate inches (3") or feet (3").

To turn off smart quotes(All Levels)

If you are working with an application that supports smart quotes
and you want to type a straight quote (to indicate measurements,
for instance), you can disable the smart quotes feature.

B To turn off smart quotes, hold down the Ctrl key and press the
quote key ("). Now when you type single or double quotation
marks, or apostrophes, they will appear as straight quotes.
When smart quotes are off, you can still type typographical curly
quotes by pressing Ctrl+Alt+[ for an open quote and
Shift+Ctrl+Alt+] for a close quote.



NOTE

It is possible to turn off the smart quotes feature entirely using
Preferences. For more information see Chapter |12 in The GEOS
Environment & Accessories.

To turn smart quotes on again (All Levels)

To turn smart quotes on again, hold down the Ctrl key and press
the quote (") key. The next time you type any of these quote
marks, they will appear as curly quotes.

Using Other Special Characters

You can use special characters such as a bullet (o) and em dash
(—) by typing special key sequences. You can also type foreign
accents such as a or €.

1o type an em dash (—) (All Levels)

Hold down the Shift, Ctrl, and Alt keys and type a hyphen. (-)

To type a bullet (o ) (All Levels)
Hold down the Ctrl and Alt keys and type an 8.

To type an a (All Levels)
Hold down the Ctrl and Alt keys and type a.

To type an é (All Levels)
Hold down the Ctrl and Alt keys and type e twice.

For a complete list of the key sequences you can use to type
special characters, see Appendix B.



CHAPTER 3

Working With Documents i duper
describes additional features on the File menu of applications

that help you work with documents.



This chapter discusses the following common functions:
¢ Backing up and restoring documents

e Managing documents

e Managing templates

e Importing and exporting documents

e Opening multiple documents

This chapter assumes you are familiar with the information
covered in Chapter 1, which provides an overview of the basic
skills you need for working with documents, such as creating
and opening documents and using standard file selectors.

BACKING UP AND RESTORING DOCUMENTS

LEVELS 2-4

For more
information about
GeoManager, see
Chapter 3 in The
GEOS Environment
& Accessories.

To back up a document means to make a quick copy of the
document in its current state. When you restore a document, you
replace the current document with its most recent backup.

You can make backup copies of documents by hand, using the
copy function in GeoManager, for instance, but it is much easier
to use the backup features found on the Backup submenu of the
File menu.

Backing up is like freezing a copy of a document in time. When
you save a document, any changes you've made are saved to
disk, but the changes are only saved to the current version, not
to the backup copy. This way, if you restore from a backup copy,
the document reverts to exactly as it was when you backed it up,
even if you have saved your document many times between now
and when you last backed it up.

BACKING UP A DOCUMENT

Backing up is particularly useful if you are about to make a
significant change to a document. It lets you keeps a copy of the
current version to protect you if you regret the change. The
backup feature makes a copy of the current version of a
document and keeps it in a special location on the network
server. Each backup you save replaces your most recent backup.



1o back up a document (Levels 2-4)

Each time you select Make Backup, you create a backup of the
current version of the document, which overwrites the previous
backup.

1. Choose Backup from the File menu. The Backup submenu
appears.

2. Choose Make Backup. A message appears, indicating a copy is
being made. This message disappears as soon as the backup is
completed.

RESTORING FROM A BACKUP

Restore from Backup recovers the most recent backup copy of a
document created by using Backup. This choice is only available
if you have created a backup by choosing Backup from the File
menu. When you restore from a backup, the previously backed
up version of the document overwrites the current version of the
document. Use Restore from Backup if you want to revert to the
previously backed up version.

When you restore a backup, it replaces your current document,
so be sure this is what you want to do.

To restore from a backup (Levels 2-4)

1. If it's not already open, open the document you want to restore
to its most recently backed up version.

2. Choose Backup from the File menu. The Backup submenu
appears.

3. Choose Restore From Backup. A confirmation message appears.

4. Click Yes. The most recent backup appears in the document
window.

NOTE

You can may still be able to recover a backup even if all original
copies of the document have been destroyed. Backup copies of your
documents are stored in the GEOWORKS\USERDATA\BACKUP
folder.

MANAGING DOCUMENTS

LEVELS 2-4 Once you begin accumulating documents, you may find that you
need to do a little housekeeping. You may want to change the



LEVELS 2-4

name of a document, or you may want to set your own
specifications for a document. This section describes how to
manage your documents using various choices found on the
Other submenu of the File menu. The Other submenu lets you
do the following:

e Copy a document

e Export a document

e Discard changes in a document

e Rename a document

e Edit document notes

e Set the document password

e Set the document type

e Change settings in the empty document

Export is briefly described in “Importing and Exporting
Documents® in this chapter and in detail in the chapters of
applications with exporting capabilities.

Using Copy To

When you use Copy To, you create a copy of the current version
of a document and give it a new name. The document with the
new name is saved to disk and you are left editing the original.
This is in contrast to Save As, which saves all of your changes to
the document with a new name and closes the original document
without saving any changes to it. The following table summarizes
the difference between Copy To and Save As:

FEATURE COPY TO SAVE AS
Saves changes to a yes yes
document using a new

name.

Reverts the original no yes

document to its last
saved version.

Leaves you editing the no yes
copy.
Leaves you editing the yes no

original.




Copy To can be used for several purposes:

e If you are writing a report and want to keep progressive copies
so that you can revert to an earlier one if you need to, use
Copy To. You could save the report at 8 am and name it
REPORT 8 AM. Then you could use Copy To to save a copy of
the report every two hours, naming the first copy REPORT 10
AM, the second one REPORT 12 PM, and so on. Using the Copy
To function, you continue editing the original version
whenever you make a copy. But you also have the option of
reverting to an earlier version if you want to.

e If you are drawing a greeting card that you want to personalize,
use Copy To. For example, you could make one standard card,
personalize it for Ellen, and then save it. A copy of Ellen’s card
is saved and you continue to work on it. Personalize the
original card for Ann and then use Copy To. This saves Ann’s
card. You can continue this process indefinitely, until you have
personalized all your cards without fear of losing any of them.

To copy a document using Copy To (Levels 2-4)

When you copy a document, the standard file selector appears.
The following procedure explains the easiest way to use the
standard file selector controls to save a copy of a document in
your DOCUMENT folder. If you want to copy the document
somewhere else, see Chapter 1.

Choose Other from the File menu. The Other submenu appears.

Choose Copy To. The copy file selector appears with the name of
the document in the New Name text entry box.

The illustration below shows a typical example of a Copy To file
selector:

Copy To |

Destination of copy

Type the new name here.



If Discard Changes is
dimmed, you have
made no changes
since the last time
you saved.

You cannot rename
an untitled
document. You muist
first save the
document and give
it a name.

Make sure the DOCUMENT folder is highlighted. If it isn’t, click
the Go to Document button. This copies the document to your
DOCUMENT folder.

Type the name you want to use for the copy. You can use
Backspace or Delete to edit the name. The new name appears
in the text entry box.

Click Copy To to make a copy of the document using its new
name. The document with the new name is saved and closed,
and the document with the original name remains in the
document window.

Discarding Changes

Occasionally, you may make changes to your document that you
do not like. Use Discard Changes on the File menu to undo
changes you wish you hadn’t made. Discard changes restores a
document to its last saved version, eliminating any changes
you've made since you last saved it.

You can put this feature to good work when you want to
experiment. For example, if you want to rearrange your address
book, you can save it before you begin the experiment, then if
you don't like what you've done to the information, you can use
Discard Changes to go back to the original.

To discard changes (Levels 2-4)
Choose Other from the File menu. The Other submenu appears.
Choose Discard Changes. A dialog box appears asking you if

you're sure you want to discard all the changes you have made
to the document since you last saved it.

Click Yes, and the last saved version appears in the window. All
changes since then are erased permanently.

Renaming a Document

When you rename a document, you change its name. You may
want to rename a document so that its name more closely
identifies its contents or purpose. You may also want to rename a
document if you want to use its original name for another
document.

If the Rename choice is dimmed, either you have not yet saved
the document or it is a read-only document. For more
information about read-only documents, see “Setting the
Document Type” in this chapter.
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3.
4.
You cannot add
document notes to
an untitled
document. You must
first save the
document and give
it a name.
1.

To rename a document (Levels 2-4)
Choose Other from the File menu. The Other submenu appears.

Choose Rename Document. The Rename Document dialog box
appears with the document’s current name in the New Name text
entry box.

Type the new document name. You can use Backspace or
Delete to edit the name. The new name appears in the New
Name text entry box.

Type the new document name here.

Click the Rename button. The dialog box closes and the new
name appears in the title bar.

Editing Document Notes

You can add document notes to any GEOS document. Document
notes consist of information you might want to record about your
document that you think is important to remember. For example,
you can use document notes to keep a revision history of a
document. If someone else modifies the document, they can read
your notes and add their own.

Notes accompany a document, but they are not an integral part
of the body of the document. You can see a document’s notes in
the file selector box whenever you open an existing document.
You cannot add document notes to DOS data files, including
DOS text files edited with Text File Editor.

To create, view, or edit document notes (Levels 2-4)

Choose Other from the File menu. The Other submenu appears.



2.

You can enter up to 3,
100 characters in a
note.

You cannot set a
password for an
untitled document.
You must first save
the document and
give it a name.

Make sure you 3.
remember the
document’s

password. You

cannot open the
document without it.

Choose Edit Document Notes. A dialog box appears:

Type or edit document notes here.

Type your new document notes or edit the existing ones; and
then click Set Document Notes.

or

If you are just viewing the document notes, click Cancel when
you are done.

The dialog box closes and you return to the document.

Setting and Removing a Document Password

A document may contain personal information that you want to
prevent others from viewing by giving it a password. For
example, you can keep your GeoDex address book private by
setting a password. If you give a document a password, anyone
who tries to open the document must first enter its password. A
document password can contain up to 32 characters.

10 add or change a document password (Levels 3-4)
Choose Other from the File menu. The Other submenu appears.

Choose Set Document Password. A dialog box appears:

Type password here.

Type the password you want to use for the document. The
password you type is case-sensitive and space characters and
punctuation count. For example, the password “Legion Pier”
would be different from the password “legion pier”, as would the
password “Legion-Pier!



LEVEL 4

4.
5.

Click Change Password. A confirmation message appears.

Click Yes to confirm that you want to add a password to protect
the document. Once the password is added, the document
cannot be opened without entering its password. The dialog box
closes and you return to the document.

The next time you open the document, you will be asked to
enter the password. If you do not enter the password correctly,
you cannot open the document.

To remove a password (Levels 3-4)

Open a password-protected document. You must use the correct
password to open the document.

Choose Other from the File menu. The Other submenu appears.

Choose Set Document Password. A dialog box appears, with no
password shown.

Without making any change to the blank Password box, click
Change Password. The password is removed from the document.
The dialog box closes and you return to the document. From
now on, you do not have to enter a password to open this
document.

Default Settings for Empty Documents

When you open a new document in any application, an empty
document appears. This “empty” document contains Ensemble-
defined settings, such as the margin width in GeoWrite or the
font in GeoCalc. These settings are called the default settings.
The following list includes some of the more common default
document settings:

e Page size

e Margin size

e Font

e Text style

e Text size

e Tab settings

e Number format (GeoCalc)
e Column Width (GeoCalc)
e Field size (GeoFile)

If you commonly use different settings in your document, such as
a different type size, you may want to customize the settings so



LEVEL 4

that every time you open the document, you don’t have to
change them.

To change the default settings in an empty document (Level 4)

Create a new document and set the document characteristics as
you want.

Choose Other from the File menu. A submenu appears.

Choose Empty Document from the Other submenu. A submenu
appears.

Choose Set Empty document from the Empty Document
submenu. A confirmation message appears.

Click Set Empty Document. Subsequent new documents will
have the settings you saved, as well as any information in the
document when you saved it.

NOTE

Changing and saving the empty document does not change existing
documents. If you want to change the settings of existing documents,
you must do so individually.

To revert to the original default settings (Level 4)

In any open document, choose Other from the File menu. A
submenu appears.

Choose Empty Document from the Other submenu. A submenu
appears.

Choose Reset Empty document from the Empty Document
submenu. A confirmation message appears.

Click Set Empty Document. Subsequent new documents will
have the original default document settings.

Setting the Document Type

Document type refers to the type of access that you give a
document. For example, you can specify whether a document
can be edited or is read-only. A read-only document is a one that
can be viewed but not edited. Document types include the
following:

Normal. The document can be viewed and edited. The For
Editing option in the Open file selector is checked by default.
Normal documents are, therefore, routinely opened for editing.
You can open a Normal document read-only by deselecting the
For Editing choice in the Open file selector.



1.

Read-Only. The document can be viewed but not edited. The
For Editing option in the Open file selector is dimmed and
cannot be selected. You can set a document read-only when you
don’t want yourself or others to accidentally edit it. For more
information on file attributes, see Chapter 3 of 7The GEOS
Environment & Accessories.

Template. The document will be used as a template. When you
open a template document, you don’t normally edit the original
template. Instead, you are editing an untitled copy of the
template which gets created automatically when you open the
template. The For Editing option in the file selector is unchecked
by default, which indicates you do not want to edit the original.
If you select the For editing option, you can edit the original.

Read-Only Template. A read-only template behaves exactly as a
regular template, except that the For Editing option always
dimmed, which means you cannot edit the original template. For
more information on file attributes, see Chapter 3 of The GEOS
Environment & Accessories.

Public. This option is useful for documents that are shared over
a network. The document can be viewed and edited. However, a
public document is not normally opened for editing because the
For Editing option in the Open file selector is unchecked by
default. If you want to edit a public document, you must open
the document from within the application by choosing
New/Open from the File menu and then clicking the Open
button. After selecting the document in the Open file selector,
you must select the For Editing option if you want to edit the
document. Setting the type of a document to Public is useful, for
instance, if you want to place a copy of a document on a
network disk for others to view, but you want to minimize the
chances of anybody editing it accidentally. A public document
also has the advantage of allowing one person to open it for
editing while others are viewing it.

1o change a document type (Level 4)

Choose Other from the File menu. The Other submenu appears.



If the For Editing
option is dimmed,
then this document
cannot be edited.

2. Choose Set Document Type. A dialog box appears:

2.

Select the radio button that describes the document type you
want to use for this document.

Click Change Type.

If you select Normal, Read-Only, or Public, the document is
immediately changed to the document type you selected.

or

If you select Template or Read-Only Template, you are asked if
you want to move this template to the template folder. Click
Move Template since it's a good idea to keep all of your
templates for an application in the same folder. After you answer
this question, the document is changed to the document type
you selected.

The dialog box closes and you return to the document.

To use the For Editing option in the Open or Template dialog box
(Level 4)

In Level 4 of an application, when you select a document or
template to open, a For Editing option appears below the file list
in the file selector dialog box. The status of the For Editing
option changes depending on the type of document selected.

In the folders and files list, select the name of a document. The
For Editing option becomes checked or unchecked depending
on the type of document you selected.

Click to change the For Editing option if you want. When
checked, you can edit the original document. When unchecked,
any changes you make will not be saved to the original
document, but must be saved to a document with a different
name. In the case of a template, if the For Editing option is
checked, you will be editing the original template. If the for



editing option is unchecked, you will be editing a new Untitled
document that is created from the template.

For more information using the For Editing option with the Open
feature, see “Opening an Existing Document” in Chapter 1. For
more information on using the For Editing option with the
Template feature, see “Modifying a Template” in this chapter.

MANAGING TEMPLATES

ALL LEVELS

All four of the productivity tools include templates, ready-made
documents that can save you time because all the layout work is
done for you. Templates help you create new documents faster
and easier and also help maintain a consistent look among
documents. In addition to the templates provided with Ensemble
applications, you can also create a library of templates of your
own design.

Application templates are saved in a folder named Templates:
GeoWrite Templates, GeoCalc Templates, and so on. A template
contains the text, graphics, formatting, and special layouts
common to documents of a particular type. For example, if you
plan to write a letter, you can open a letter template in the
GeoWrite Templates folder.

The Ensemble productivity tools have a standard set of templates
for the most common kinds of documents for the particular
application. You can use these built-in templates to create your
own documents and you can use them as the basis for your own
templates, but you cannot modify them.

Using Templates

When you open a template, you can use it as is, or you can
change it to suit your needs. When you choose a template from
the New/Open dialog box, the application creates a new
document containing the information in the template you
selected. All you do is fill in the information that's missing or
change the information of the place holder text. Place holders are
text that define the type of entry in a location, such as “ZIP
CODE?” that you later replace with the actual information you
want.

Changes you make to the new document don’t affect the original
template.



2.

To use a template (All Levels)
Start the application you want to use.

or

Choose New/Open from the File menu. The New/Open dialog
box appears:

Template button

Click Template. A dialog box appears listing the available
templates and folders, though not necessarily with the templates
shown here:

Select the template you want to use, scrolling the list if necessary.
A description of the template, if available, appears in the Notes
box.

Click Use Template. The application creates a copy of the
template as a new, untitled document.

NOTE

The original template document is unchanged. Changes you make to
the new document don’t affect the template.



Creating Your Own Template

You can create and maintain Ensemble templates or you can
design your own. To create your own template, you can begin
with an empty document or you can use an existing document
and save it as a template.

To create a template (Level 4)

Open a new or existing document in the application you want to
use.

Specify the settings you want to use. For example, in GeoWrite,
you might want to define the following:

e Page size
e Margins
e Text specifications, such as font, size and style

Add the text and text place holders (such as “City”, “State”, and
“Zip Code”).

Add any graphics you want to include (such as a logo).
Choose Other from the File menu. A submenu appears.

Choose Save As Template from the Other submenu. The
following dialog box appears:

Ll =)Geolrite Templates

If necessary, select the folder where you want to save the
template.

Type the name of the template and then click Save.

Close the document. If you want to add document notes to the
template, you should do so before closing it. See “Editing
Document Notes” in this chapter for more information.



You cannot modify
the built-in
templates, but you
can modify the
templates that you
create.

Modifying a Template

You can change any template you've created so that it meets
your particular needs. Sometimes you can modify the same
template in different ways to be appropriate for different
situations (such as documents for different clients or
organizations).

To change a template you ve created (Level 4)

If the New/Open dialog box is not showing, choose New/Open
from the File menu.

Click Template. A dialog box lists the available template folders
or templates.

Select the template you want to modify, scrolling the list if
necessary. A description of the template, if available, appears in
the Notes box. If the For Editing check box is disabled, you
cannot change the template because it is either set to Read Only
or you don’t have the network permission to modify it.

Select the For Editing option in the dialog box and then click Use
Template. The template appears in the application window.

Edit the template until it appears the way you want.
Choose Save from the File menu.

Close the document.

To create a new template based on one of the built-in templates
(Level 4)

If the New/Open dialog box is not showing, choose New/Open
from the File menu.

Click Template. A dialog box lists the available template folders
or templates.

Select the template you want to use, scrolling the list if necessary.
A description of the template, if available, appears in the Notes
box.

Click Use Template. The template appears in the document
window.

Choose Other from the File menu. A submenu appears.
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e

8.
9=

Choose Save As Template from the Other submenu. The
following dialog box appears:

If necessary, select the folder to which you want to save the
template.

Type the name of the template.

Make the changes you want for the new template.

10. Choose Save from the File menu. The new template is saved with

the name you specified in Step #7.

11. Close the document..

Removing a Template

Template documents are normally stored in
GEOWORKS\USERDATA\TEMPLATE. You can delete templates
from this folder in the same manner as you delete any other
Ensemble document.

NOTE

You cannot remove the built-in templates. You can only remove the
templates you have created.

IMPORTING AND EXPORTING DOCUMENTS

LEVELS 2-4

Exporting a
document does not
save it ds an
Ensemble document.

You can import and export many Ensemble documents to and
from other applications. For example, you can create a database
document in GeoFile and export it to use in another database
application. You can import another type of word processing file
into GeoWrite.

The chapters for each application describe the specific
information on exporting documents.



WORKING WITH MULTIPLE DOCUMENTS

ALL LEVELS

The Ensemble productivity tools allow you to have many
documents open at once. The names of all open documents are
in the Window menu. By opening multiple documents, you can
check references in different documents and copy and paste
information between them. You can use choices on the Window
menu to switch between open full-sized documents and to set
the display of the documents to Full-Sized or Overlapped.

You normally display documents full-size. When you have more
than one full-sized document open, you can only see the one on
top, like seeing only the top page on a stack of reports sitting on
your desk. You can switch between documents by choose the
name of the document you want to be on top from the Window
menu.

You can also display multiple documents in overlap mode.
Overlapped documents are stacked so that you can see the upper
left corner of the document. You can also choose to display the
documents tiled, where the documents are side-by-side. You can
resize and move overlapping documents in the application
window. Two overlapping document windows might look like
the following:




To open multiple documents (All Levels)

Open the first document in the usual way.

Choose New/Open from the File menu. The New/Open dialog
box appears.

Open a second document. The second document displays on top
of the first.

To switch documents using the Window menu (All Levels)
Open the number of documents you want to use. The
documents can be displayed as full-sized windows.

Choose the document’s name from the list of open documents
names in the Windows menu. The document you specified
appears on the top of the stack (or is highlighted in a tiled
display).

To switch documents using Next on the window control menu in
overlapping mode (All Levels)

Click the window control button on the document window. The
window control menu appears.

Choose Next from the window control menu. The next document
appears on the top of the stack (or is highlighted in a tiled
display).

Repeat this step, selecting the next document, until the document
you want to work with is on top.

To change the window display mode using the Window menut (All
Levels)

Open the number of documents you want to use.

Choose a display option from the Window menu.

Overlapping. The documents stack up, showing the upper left
corner of each document. Click any part of a document to make
it the active document.

Full-Sized. Each document is displayed at full-size in the
document window. Use the Window menu to switch between
documents.

The document windows redisplay in the new mode.

To tile documents (All Levels)
Open the number of documents you want to use.

Choose Tile from the Window menu.



The document windows automatically switch to overlapping and
resize so that they all fit into the application window.

To change from Overlapping to full-sized using the document’s
maximize button (All Levels)

Click the maximize button in the upper-right corner of a
document window. All the document windows change to full-
sized.

To change from Overlapping to full-sized using the document’s
Window Control menu (All Levels)

Click the window control button on the document window. The
window control menu appears.

Click Maximize. All the document windows change to full-sized.

To switch between documents by clicking their windows (All
Levels)

To switch between documents by clicking their windows, the
documents must be visible; therefore, they must be overlapping
or tiled.

Click somewhere in the document you want. The document you
clicked appears on the top of the overlapped stack or is
highlighted in a tiled display.



CHAPTER 4

GeO C(’ rlte BaSICS This chapter describes the Level 1 functions of

GeoWrite. You can use every feature of this basic set at all levels
of GeoWrite. When you know these basic skills, you can
compose memos, letters, and reports with ease using the power

of GeoWrite.



Once you've mastered the general concepts for word processing
described in this chapter, you may want to learn more. To have

more control over how your documents look, set the user level

to Level 2 and read Chapter 5.

This chapter and the next three are devoted to GeoWrite. This
chapter describes the basic features of GeoWrite at Level 1.
Chapter 5 describes ways to format text and documents using
styles, headers and footers, title pages, and color. Chapter 6
describes how to use templates, sections, graphics, and page
layout in a document. Chapter 7 describes different ways to view
a document, insert special characters (such as page breaks), use
multiple columns, merge data with other applications, and put
the finishing touches on a document.

This chapter describes how to do the following:

e Type text into your document.

e Select text using a mouse or the keys on the keyboard.

e Insert, delete, copy, and move text.

e Change the way text looks by indenting paragraphs various
ways.

e Create, change, and delete tab stops.

e Change the characteristics, alignment, and spacing of text.

e Use the Style bar.

e Use the Zoom feature.

e Move around in your document.

e Use the tools on the Style Bar.

e Use templates.

e Check the spelling in your document.

In addition, this chapter provides tips for using GeoWrite most

effectively.

This chapter assumes you are familiar with Chapter 1 which gives

an overview of the skills you need to use any Ensemble
application.

WHAT IS GEOWRITE?

GeoWrite is a word processor program — it's much more than a
smart typewriter. It lets you put words on a page — and it lets
you change them easily and quickly!



When you type, GeoWrite moves the text to accommodate your
adding and deleting words (or paragraphs or whole chapters).
You can make every document perfect without tedious retyping.
With the Find and Replace feature, you can make global changes
(changes throughout an entire document) with a few simple
keystrokes. For example, you can change every occurrence of the
word “problem” to the word “opportunity.”

To accommodate your level of experience, GeoWrite has four
user levels. At Level 1, you can use templates for creating
documents with a consistent design. At higher levels, you can
add illustrations to your writing and include information from
other GEOS applications, such as spreadsheet data or specialized
lists from GeoFile.

STARTING GEOWRITE

ALL LEVELS

Geo'w'rit

The GeoWrite icon appears in the WORLD directory and looks
like the example at the left.

To start GeoWrite (All Levels)

1. Locate the GeoWrite icon and double-click it. The GeoWrite

window appears, along with the New/Open dialog box.

2. Click one of the first three buttons to open a template, create a

new empty document, or open an existing document. Click the
last button to set the user level. For more information about



using the New/Open dialog box, see “Creating and Opening
Documents” in Chapter 1. For more information about setting
your user level, see “User Levels” in Chapter 1.

If you click Template, New, or Open, a GeoWrite document
appears, as shown in the following illustration:

Left indent markers

Ruler Right indent marker |

To: Susan
From: Kelly
Re: Friday's party

The party Friday will start at3:30 in room 303, Please sign up on the list that is being passed
around the office if you would like to bring something. I will be planning some group mixer
gamnes and Kim will be taking care of the decorations|

| |

| Text area | Insertion point

The ruler shows you the size of the page and the locations of
margins and tab settings. You can change these settings by
clicking and dragging the symbols on the ruler. When you start a
new document, these settings are automatically set for 1-inch
margins, giving you a 6-1/2 inch wide text area on an 8-1/2 inch
page.

e Left Indent Marker. The two-part Left Indent marker enables
you to set the indentation of the first line and all succeeding
lines.

¢ Right Indent Marker. The Right Indent marker allows you to
set the right indentation.

e Tab. 7Tuab stops appear automatically every 1/2 inch as shown by
the tiny T symbols below the inch and 1/2 inch marks on the
ruler. You can also add tab stops wherever you need them.

The text area is the area inside the margins of GeoWrite.
Characters you type appear in this area.



The insertion point, the blinking vertical line, indicates where the
characters you type appear in the document.

USER LEVELS IN GEOWRITE

ALL LEVELS

TYPING TEXT

ALL LEVELS

You can make many of the GEOS applications as simple or
sophisticated as you want. Typically, the more functions an
application has, the more difficult it is to learn. In GEOS, you can
start using an application at a simple, basic level. As you gain
experience and are comfortable with it, you can add more
functions by changing the user level. For more information about
changing and saving user levels, see Chapter 1.

When you use GeoWrite for the first time, it opens to Level
1—the simplest of GeoWrite’s four user levels.

The following are descriptions of GeoWrite’s user levels:

e Level 1 shows you the basics of manipulating text, using the
Style Bar, moving around in a document, using templates, and
checking your spelling. This chapter describes the features
available at Level 1.

e Level 2 introduces various ways to enhance a document by
adding headers, footers, and a title page. You can format text
and use color to change the way text looks. This level makes it
easy to use styles to give your documents a consistent look.

-

Chapter 5 describes the features available at Level 2.

e Level 3 and Level 4 introduce advanced techniques for creating
documents using graphics, sections, and page layout features.
At these levels, you can create your own templates, insert
special characters (such as page breaks), and create documents
with multiple columns. Other features include merging data
from other applications into your GeoWrite document and
adding document enhancements such as footnotes, a table of
contents, and a bibliography. Chapter 6 and Chapter 7 describe
the features available at Levels 3 and 4.

When you type on the computer keyboard, the words appear in
the text area in GeoWrite. As the words reach the end of a line,
they automatically wrap down and continue on the next line.



This feature is called word wrap. Word wrap means that you
don’t have to press the Enter key (the Return key on a
typewriter) to start a new line of text. This keeps the lines and
sentences together in the same paragraph. When you are ready
to begin a new paragraph, you press the Enter key.

Positioning the Insertion Point

The insertion point is the blinking vertical line that indicates
where the characters you type appear on the screen. On a blank
page, the insertion point appears at the upper-left corner. While
you are typing, the insertion point moves to the right, appearing
after the last word. When you need to make changes to
something you have already typed, you can move the insertion
point anywhere in the text.

You can quickly, and easily move the insertion point using the
mouse, though if you prefer, you can use your keyboard keys.
For a list of ways to move the text insertion point using your

keyboard, see “Keyboard Shortcuts” at the end of this chapter.

To move the insertion point with the mouse (All Levels)

Move the mouse pointer to the location in the text where you
want to start the insertion.

Click the mouse button. The insertion point moves to the new
location.

Inserting Text

Once you place the insertion point, anything you type is inserted
into the document at that location. If there is text to the right of
the insertion point, it is moved over to accommodate the inserted
text.

CORRECTING AS YOU TYPE

If you mistype a word and notice it as you are typing, you can
press the Backspace key to erase characters to the left of the
insertion point. The Delete key erases characters to the right of
the insertion point.

STARTING A NEW PARAGRAPH

When you want to start a new paragraph, press the Enter key.
The insertion point moves to the left margin of the next line. If
you want to split an existing paragraph into two paragraphs,



SELECTING TEXT

ALL LEVELS

position the insertion point where you want to split the
paragraphs and press the Enter key.

Typing Numbers

Numbers you type appear in the text area. You can type numbers
using the alphanumeric section of the keyboard or using the
numeric keypad.

If you are using the numeric keypad, be sure that Num Lock is
on (the light on the keyboard is lit) so that you can enter
numbers rather than move the insertion point.

When you want to make changes, for example rewording a
sentence or moving a paragraph, first you must select the text
you want to change. Selected text appears highlighted. Once the
text is selected, you can manipulate it in many ways, including
the following kinds of operations:

e Delete the selection.

e Replace the selection.

e Copy, cut, and paste text using the clipboard.

e Change the font (the kind of characters).

e Change the text size (the size of the characters).

e Change the text style (plain, bold, italic, and underline).
e Change the space between lines.

e Change the paragraph alignment.

You can use either the mouse or the keyboard to select text.

Using a Mouse

This section provides an overview of using a mouse to select
text. For information about about using your keyboard to select
text, see “Keyboard Shortcuts” at the end of this chapter. Also see
Chapter 2 for more information about selecting text.



To select text with the mouse (All Levels)

Move the mouse pointer to the beginning of the word, line, or
paragraph you want to select.

Press and hold the left mouse button and drag the mouse across
the text until what you want is highlighted, then release the
mouse button.

or

Click at the beginning of the text, hold down the Shift key, and
click at the end of the text.

or

Position the pointer and quickly click the appropriate number of
times:

ACTION RESULT

2 Clicks Selects a word, but not the space after the
word.

3 Clicks Selects a line.

4 Clicks Selects a paragraph.

5 Clicks Selects the entire document (the same as
choosing Select All from the Edit menu).

HINT

You can choose from two selection methods—clicking and dragging.
For example, if you want to select several words, you can use either
of the following methods:

e Drag from the beginning to the end of the words you want to
select. This method requires a little more effort to hit the end of
the selection—in this case, the end of the word—accurately.

e The most effective method is to double-click the first word and
drag to the end of the words you want to select. This method
selects the text word-by-word, making it easier for you to end your
selection at the right location. This is a fast way to select word-by-
word, line-by-line, and paragraph-by-paragraph.

To extend or reduce the selection (All Levels)

You may want to include more text in a selection after you have
already made the selection.

While a selection is highlighted, press and hold down the Shift
key.



2.

Click where you want the new selection to end (or begin). You
can make a selection larger or smaller, depending on where you
click.

Canceling a Selection

If you change your mind after making a selection, you can cancel
the selection by clicking anywhere in the text area or by pressing
one of the arrow keys.

USING THE STYLE BAR

ALL LEVIELS

The Style bar appears when you open GeoWrite. Its tools allow
you to move from page to page of your document and change
text characteristics of selections: font, text size, and text style.
Previous page button
Current page
Next page button
Spell check

Text alignment: left,
Print centered, right, and full

| FEFR

Click to see a list of fonts.

Click to see a list of font sizes.
Font size: increase and decrease

Text styles: plain, bold, italic, and underlined

See Appendix D for complete information about the buttons on
the Style bar.

To use a tool on the style bar (All Levels)

If necessary, select the text whose characteristics you want to
change.

Click the tool button. If the button is a pull-down menu, press
the button and drag to select the choice you want. The
characteristics change.



EDITING TEXT

AL EEVELS

Double-click a word
to select it.

At Levels 3 and 4,
you can use the

Clipboard tools on
the Function Bar.

1.
2.

Once you have selected text, you can edit it. You can replace it
with different text, delete it, move it somewhere else, or make a
copy of it.

Replacing Text

The fastest way to replace text is to select it and then type the
new entry. For example, you can change the word “vanilla” to
“chocolate” with the following method:

To replace text (All Levels)
Select the word (vanilla) or words you want to replace.

Type the replacement text (chocolate). The original text (vanilla)
is erased and the new text (chocolate) takes its place.

Deleting Text

You can delete (or erase) text using one of the following
methods:

e Select the text and choose Cut from the Edit menu. Text you
cut is placed on the clipboard. Text removed with the other
methods does not go on the clipboard.

e Select the text and press the Backspace or Delete key.

e Select the text and choose Delete from the Edit menu.

NOTE

When you double-click a word that you want to delete, the space
after the word is not selected. You must press the Backspace key
twice (once to delete the word, and again to delete the space) to
maintain the proper spacing between the words.

Using Cut, Copy, and Paste

You can easily move text around, as though you cut it out with
scissors and pasted it in a new place. You may have done a
similar activity to organize typewritten documents. Chapter 2
provides complete information about the Cut, Copy, and Paste
choices on the Edit menu and how they use the clipboard.



If you have more
than one document
or application open
at a time, you can
use this method to
copy information
between them.

To move a selection (All Levels)
Select the text you want to move.

Choose Cut from the Edit menu. The text is removed from your
document and placed on the clipboard.

Move the insertion point to where you want the text to appear.

Choose Paste from the Edit menu. The contents of the clipboard
are inserted into the document.

To copy a selection (Level 1)

If you want to leave the text in the original location and also
insert it in another place, you can use Copy rather than Cut.

Select the text you want to copy.

Choose Copy from the Edit menu. The text gets copied to the
clipboard, and it remains in your document.

Move the insertion point to where you want the text to appear. If
you want to copy to a different document, you must close the
original document and open the destination document. If you
want to paste into a different application, you must close
GeoWrite and then open the new application.

Choose Paste from the Edit menu. The contents of the clipboard
are inserted into the document.

Undo

Sometimes you may delete some text or change the way it looks
and immediately decide that it wasn’'t what you wanted. If you
haven’t done anything else, you can choose Undo from the Edit
menu to restore the text to its last condition. Undo undoes the
last editing you did.

Once you choose Undo, its name on the Edit menu changes to
Redo so that you can abandon changes you've made from
choosing Undo.

CHANGING HOW TEXT LOOKS

ALL LEVELS

You have many options for creating attractive, easy-to-read text
that conveys your ideas visually. You can change the appearance
of the characters you use, as well as the alignment and spacing of
lines in a paragraph. Indentations and hanging indents allow you
to offset text and numbered lists.



Changing Character Attributes

How a character looks on screen and when printed is determined
by its font, size, style, and other attributes. You can change the
appearance of your document by changing the way text appears.
You can apply character attributes in two ways. You can select
the text that you want to change, then choose the attribute you
want; for more information, see “Selecting Text” in this chapter.
Alternatively, you can choose the attributes you want, then type
new text; GeoWrite applies the current attribute settings to any
text you type.

FONTS

Fonts are different typefaces that define how each character
appears on screen and when printed. Each character has a
unique design that varies from font to font.

GeoWrite provides the following fonts (you might also have
additional fonts installed):

e JRW Mono

e JRW Roman

e URW Sans

e URW SymbolPS

The URW Mono font is most like a typewriter font. It’s
monospaced; every character uses the same amount of space. The
other fonts are proportionally spaced; the space taken by a
character is relative to the character’s width. In other words, an
“i” uses less space than a “w.” The following illustration shows
examples of different fonts:

Thisis an example of the |
TTRW Roman font.

‘This is an exammple of
the Cooperntown font. ‘

T his iz an example of the
Sather Gothic font, !

i i e cromle of e Sottuk

ofocens fort.

The font you use in a document depends on many factors,
including your personal style and the purpose of the text you're
formatting.

To change the font (All Levels)

Select the text you want to change.



2. Choose Fonts from the Character menu. A menu of fonts appears:

3. Optionally, to see more available fonts, choose Font Viewer from
the submenu. A dialog box appears:

4. Find the font you want, scrolling the list if necessary, and then
select it. GeoWrite applies the font you selected to the
highlighted text automatically.

To change the font more quickly (All Levels)
1. Select the text you want to change.

2. Click the Fonts arrow button on the Style Bar. A drop-down
menu of fonts appears:

3. Select the font you want. The highlighted text appears in the font
you selected.



1.

TEXT SIZES

Text size determines how tall and wide a character is. Text size is
usually measured in points, a measurement used in the printing
industry. A point is approximately 1/72 of an inch. Therefore, 72
point text is one inch tall, and ten point text is one seventh of an
inch tall. Most books and magazines are written with 10 or 12
point text.

You can choose the size of the characters in your document from
a list of standard point sizes (9 points through 72 points). At
Level 2 and above, you can use a custom text size; for more
information, see “Setting a Custom Text Size” in Chapter 5.

To change the text size (All Levels)
Select the text you want to change.

Choose Sizes from the Character menu. A submenu appears:

If all the highlighted text is the same size, the current size is
identified by a check mark in the Sizes menu. If the highlighted
text contains different sizes, none of the point sizes is marked.

Select one of the sizes from the list. GeoWrite applies the size
you selected to the highlighted text.

To change the text size more quickly (Levels 2-4)

Select the text you want to change.



Click the Text Size arrow button on the Style Bar. The menu of
text sizes (pictured at left) appears.

Select the text size you want. The highlighted text appears in the
size you selected.

To change the text size incrementally (All Levels)
Select the text you want to resize.

If you want to use the menu, choose Sizes from the Character
menu. A submenu appears.

Make the text larger or smaller using one of the following
methods:

SIZES MENU KEYBOARD
Smaller Ctrl + 9
Larger Ctrl + 0

Alternatively, click the Increase or Decrease Font Size buttons on
the Style Bar

The text appears in the next smaller or next larger predefined
size.

TEXT STYLES

You can use text styles to add emphasis to words and phrases in
your document. The following styles are available.

e Plain
e Bold
e Jlalic

e Underline

To change the style of text (All Levels)

Select the text that you want to change.

Choose the style you want from the Style menu on the Style bar.
or

Choose the style you want from the Style menu. The selected text
appears in the new style.

or



Click one of the text style buttons on the Style Bar.

The selected text appears in the style you selected.

Using the Ruler

When you open a new document, the margins are set for a 6-1/2
inch text area and the tab stops are 1/2 inch apart. You can use
the ruler to change right and left indentations and to insert
different tab stops.

The indentations and tab stops you see on the ruler affect the
paragraph containing the insertion point. If you want to change
the setting for the whole document, you must first select the
document either by choosing Select All from the Edit menu or by
clicking quickly five times.

First line indent

Hanging indent

Tab stop Right indent

Margin indicator

NOTE

At Level 2 and above, you have additional options for changing
paragraph indentation and setting tab stops. For more information,
see “Formatting Paragraphs” in Chapter 5.

At Level 2 and above, you can change headers and footers. However,

ruler changes do not affect header and footer text. For more
information, see “Using Headers and Footers” in Chapter 5.

INDENTATIONS

The text of each paragraph wraps within the indentation setting,
which you can change using the Indentation markers on the
ruler. At Level 2 and above, you can set indentations with more



precision; for more information, see “Formatting Paragraphs” in
Chapter 5.

The Right Indent marker is a single triangle that you can drag to a
new location to specify the right edge of the text.

The Left Indent marker includes two triangular markers.

e The upper triangle sets the indentation of the first line of the
paragraph.

e The lower triangle sets the indentation for the remaining lines
of the paragraph (the hanging indent).

If both of the Left Indent triangles are together, all lines in the
paragraph align beneath the markers. If the top triangle is to the
right of the bottom triangle, the paragraph indents in the
standard way with the first line indented, as shown in the
illustration below.

Indented paragraph

pattern of the
the male ¥
s of the Am)

he mating

If you want to specify a hanging indent, such as you see below,
to create a special indentation for a list with numbers or bullets,
move the lower triangle to the right. The upper triangle shows
the indentation of the first line in a paragraph, and the lower
triangle shows the indentation of all subsequent lines of the
paragraph.

Hanging indent

To indent the first line of a paragraph (All Levels)

1. Select all of the paragraphs you want to indent. If you want to
indent only a single paragraph, simply move the insertion point
into that paragraph.

2. Drag the First Indent marker (the upper triangle) the distance you
want for the indentation. The existing text or text you type will
be indented as specified.

| First
indent



Hanging
indent

To create a hanging indent (All Levels)

Hanging indents allow you to align the text when you use bullets
or numbered lists.

Select the paragraphs for which you want a hanging indent, or
move the insertion point to where your hanging indent will
begin.

Drag the Hanging Indent marker (the lower triangle) to where
you want the second and subsequent lines to align.

TAB STOPS

Tab stops are the locations where the insertion point stops when
you press the Tab key. Automatic tab stops are placed every 1/2
inch, and you can add your own by clicking on the ruler.

At Level 2 and above, you can set tab stops with more precision
and additional options, such as right aligned tabs, decimal tabs,
custom positions, and tab leaders; for more information, see
“Formatting Paragraphs” in Chapter 5.

iDate: Tuly 21st

Place Madizon Building, 132 Main Street, 10th floor, Green Room

’I‘xme 1:00 pra i
Participants: Al families and their guests J

To create tab stops (All Levels)

Select the paragraphs for which you want to create tab stops, or
if you want to add a tab stop to a single paragraph, move the
insertion point into the paragraph.

Click on the ruler. The tab marker appears where you clicked.
The automatic tab markers disappear to the left of the new tab
marker.

If the tab marker isn’t exactly where you want it on the ruler,
drag the marker to the location you want.

Continue clicking and dragging until you have placed all the tab
markers you need.

When you press the Tab key while entering text in the specified
paragraphs, the text aligns under the tab marker(s).

To clear a tab stop (All Levels)

Drag the tab marker off the ruler to remove it.



Aligning Text

You can decide how text lines up along a margin: left aligned,
centered, right aligned, and full left and right aligned. Alignment
is also called justification.

For example, when text is left-aligned, the rows of text line up
along the left margin (excluding specified indentation) and the
right ends of the lines are ragged.

Aligned with left side of the margin

This iz an example of left
aligned text. All the textis
lined up evenly on the left side.

This is an example of right
aligned text. All the text iz 7 . 9 s i

lined up everdy on the right—~ Aligned with right side of the margin
side

This is an example of centered
text. All the textin this
paragraph is centered.

ERETE s cpreay Centered between sides of the margin

aligned text. Al the text is

lined up evenly on the left and:

Tight side.

Flush against both sides of the margin

To change text alignment (All Levels)
Select the text or move the insertion point into the paragraph you
want to align.

Choose Justification from the Paragraph menu. A submenu
appears.

Select the alignment you want (Left, Center, Right, or FulD).

To change text alignment more quickly (All Levels)

Select the text or move the insertion point into the paragraph you
want to align.

Select an alignment using one of the following methods:

ALIGNMENT KEYBOARD
Left Cul L
Center Cul E
Right Cul R

Full Ctrl J




Alternatively, click one of these buttons on the Style Bar:
Left

Center

Right

Full

The selected text appears in the alignment you selected.

Changing Line Spacing
Line spacing is the spacing between lines in a paragraph, or
leading.

Line spacing, or leading, is the space
| between lines in a paragraph.

The mating pattern of the native "flugenheld" bird is one of obscure ritual and max

| particularly by the male when he finds a sutable female. The flugenheld bird is fourd in the
remote ainforests of the Amazon river and its mating season lasts for only two weeks during the

| month of December. Only recently have scientistsbeen able 1o cbserve the easily frightensd bird

" bnd discemn its mating patterns, The bird i named after the biologist Franz Flugenheld, who
discovered the birds by accident on an expedition 1 collect specimens of rare tropical plants
found along the Amazon river,

"The male flugenheld i5brightly adomed with long feathers in varying hues of green, yellow, and |
blue. Like many other species of birds, the female flugenheld's feathers are less brilliant, making
her hard to see by predators as she watches over her e g3z, The male takes advantage of hisbright
plumage by displaying thern proudly to the female bird. He fans cut his wings and dances ina
circle around the disinte rested famale, crowing and squawking loudly to draw her attention,

You may want to add more space between the lines of text in a
paragraph. You can choose from the following line spacing:

e Single. This is considered normal spacing. There is no extra
line space between each row of text.

¢ One and a Half. There is a half line space between each row
of text.

¢ Double. There is a whole line space between each row of text.

At Levels 3 and 4, you can specify custom line spacing. For more
information, see “Setting Custom Line Spacing” in Chapter 5.



To specify line spacing (All Levels)

Select the text or move the insertion point into the paragraph you
want to change.

Choose Line Spacing from the Paragraph menu. A submenu
appears.

Select one of the following options from the submenu: Single (1),
One and a Half, or Double (2). At Levels 3 and 4, you can select
Triple (3) line spacing.

CHECKING YOUR SPELLING

LIE VAEL I

Checking your spelling is a good way to find misspelled words
and to look for typographical errors. GeoWrite has an electronic
dictionary of 100,000 words it checks to look for mistakes. When
the spell checker finds a word in your document that is not in
the dictionary, it displays it in the Check Spelling dialog box and
lets you decide what to do with it.

At Level 2 and above, you can add special words to a User
dictionary. For more information, see “Adding Words to the
Spelling Dictionary” in Chapter 5.

To check the spelling of a word or block of text (Level 1)

You can check the spelling of a single word, a block of text, or
the text in the entire document. To check the entire document,
start with step 2.



1.

Select the word or block of text you want to check.
Click the Check Spelling tool on the Style bar.

or

Press F7.

or

Choose Check Spelling from the Edit menu.

A dialog box appears. The first misspelled word (or word that is
not in the Ensemble dictionary) appears in the Change to: entry
box.

T ——

] Check Spelling

Type the word correctly and click the Replace button. Use this
method if you think the word is misspelled and you don’t think
the spell checker will know the word. The spell checker replaces
the word with the new spelling and proceeds with its checking.

or

Click the Skip button. Use this for special words that appear in
your document that do not appear in your user dictionary. The
spell checker skips the current word and proceeds with its
checking.

or

Click the Suggest button. Use this method to have the spell
checker look in the dictionary for words that are similar. When
the suggestions appear, click the spelling you want to use and
then click the Use This Suggestion button. If no suggestion is
appropriate, click the Cancel button, then type the word correctly
in the Change to: box. The spell checker replaces the word with
the new spelling and proceeds with its checking.

or

Click the Quit Spell Checking button to stop checking the
spelling.



ZOOMING

ALL LEVELS

When you are finished checking the spelling of the selection or
of the entire document, a message window appears. Click OK to
return to GeoWrite.

The Zoom In and Zoom Out choices on the View menu don't
change how your document is printed. They change how the
document appears on the screen. Zooming is useful if you are
using a small type size and have trouble reading it at normal size.
Zooming out is good for seeing how the whole page looks.

To zoom a document (Level 1)

Choose Zoom In from the View menu to make the document
appear larger.

or

Choose Zoom Out from the View menu to make the document
appear smaller.

NOTE
At Levels 3 and 4, the Function bar contains tools for zooming.

MOVING AROUND IN YOUR DOCUMENT

ALL LEVELS

As your document gets large enough that you cannot see all of it
on the screen, you will have to move through it in various ways
to make changes. Here are some methods you can use to display
other parts of the document:

e Scrolling. If you want to look at different areas of you
document, use the scroll bars. Scrolling does not move the
insertion point. See “Application and Document Windows” in
Chapter 2 for more information about scrolling.

¢ Leafing Through Pages. The Next Page and Previous Page
choices on the View menu move the document forward and
back one page at a time.

® Go to Page. You can go directly to a different page in a long
document.



To go to the next page in a document (All Levels)
B Choose Next Page from the View menu.
or

Click the Next Page button on the Style Bar.

To go to the previous page (All Levels)
B Choose Previous Page from the View menu.
or

Click the Previous Page button on the Style Bar.

To go to a specific page (All Levels)

1. Choose Go to Page from the View menu. A dialog box appears:

2. Enter the page number you want.
3. Click the Go To button.



USING TEMPLATES

ALL LEVELS

A template is a special document that you use as a model to
create similar documents. It contains the text, graphics,
formatting, and special layouts common to all documents of a
particular type. For example, a letter template might contain the
following elements:

| Company Logo Letterhead
\
S S — Date
oo Add
S ress
Temde = = =
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GeoWrite provides a default template, the “empty” document,
that contains standard settings for a basic document. To create a
document, you use either a specific template or the empty
document. For more information about the empty document, see
“Managing Templates” in Chapter 3.

Templates make it faster and easier to create new documents,
retaining the text, formatting, and layout you use most often.
Templates also help you keep a consistent look among
documents.

You can use these templates as is, or you can change them to fit
your needs. You can also create your own library of templates
for all sorts of uses! For more information about creating and
changing templates, see “Managing Templates” in Chapter 3.

When you use a template to create a new document, GeoWrite
copies all the information in the template to the new document.
Thereafter, all you do is fill in the information that’s missing or



The original template
document is
unchanged. Changes
you make to the new
document don't
affect the template.

different. Changes you make to the new document don’t affect
the source template.

To use a template

Start GeoWrite, or choose New/Open from the File menu. The
following dialog box appears:

‘ New/Open

— Template button

Choose the Template button. A dialog box appears that lists the
available templates.

Select the template you want to use, scrolling the list if necessary.
A description of the template, if available, appears in the Notes
box.

Click Use Template to use the highlighted template.
or
Point to the name of the template in the list and double-click.

GeoWrite makes a copy of the template and creates a new
document called “Write Untitled” followed by a number. This
copy contains everything from the template: text, graphics,
formatting, styles, special layouts, and so on. When you save the
document, you need to give it a name.

You can also use the styles from a template without using its
text. For more information, see “Using Style Sheets from Other
Documents” in Chapter 5.



TIPS FOR USING A WORD PROCESSOR

ALL LEVELS

Since a word processor is not exactly like a typewriter, if you are
a typewriter user, you may have to unlearn some old habits. For
example, you shouldn’t use the spacebar to line up text when
you are using a word processor. Here are some other word
processing tricks that can save you hours of work:

e In order for word wrap to work properly, press the Enter key
only at end of paragraph, never at the end of every line. If you
press the Enter key at the end of every line, and later change
something, the words will not wrap smoothly.

e Use the Tab key rather than Spacebar to align text. If you use
the Tab key to set the spacing between text, then you can
simply change the measurement of the tab space to change the
location of a column.

e Use only one space after a period or colon. When you use a
typewriter, you usually use two spaces after a period or colon
because of the spacing of the typewriter characters. Since
GeoWrite uses proportionally spaced fonts (except URW
Mono), you don’t need the extra space after a period.

e Use italic style text rather than underline for book titles.
Typewriters don’t have italic font style available so your only
option for setting off book titles was to use the underline key.
The computer gives you many of the typographical features of
typeset printing.

e Since an en dash and em dash are available, use them rather
than two hyphens. (See “Typing Special Characters” in
Chapter 2.)

e Use bullets for denoting lists such as this list of tips. (See
“Typing Special Characters” in Chapter 2.)

KEYBOARD SHORTCUTS

If you are a fast typist, you may not want to take your hands off
the keybaord to move the insertion point, or to select text. This
section contains tables that show you keystrokes you can use
instead of the mouse.



NOTE

If you are using the keys on the numeric keypad to move the insertion
point or select text, be sure the Num Lock key is off.

Moving the Text Insertion Point

The table below shows the key combinations for moving the

insertion point:

e Home. To the beginning of the current line.

e Ctrl+Home. To the beginning of the document.

e End. To the end of the current line.

e Ctrl+End. To the end of document.

e Arrow Keys (—,¢, T, and ). One character or line in direction
of arrow.

e Ctrl+<. To the beginning of the current word, or if it is already
there, to the end of the previous word.

e Ctrl+—. To the end of the current word, or if it is already there,
to the beginning of the next word.

e Page Up. Up one screen.
e Page Down. Down one screen.
e Ctrl+Page Up. Right one screen.

e Ctrl+Page Down. Left one screen.

Selecting Text

The table below shows how to select text by using your
keyboard:

e Shift+— or <. Selects one character in the direction of the
arrow; reduces or extends the selection a character at a time in
the same way.

e Ctrl+Spacebar. Selects the current word; the insertion point
must be within the word.

e Ctrl+Shift+—. Selects to the end of the current word. If already
at the end of a word, selects to the beginning of the next word;
extends or reduces the selection in the same way.

e Ctrl+Shift+«. Selects to the beginning of the current word. If
already at the beginning of a word, selects to the end of the



previous word; extends or reduces the selection in the same
way.

e Shift+T or |. Selects from the insertion point one line in the
direction of the arrow; extends or reduces the selection in the
same way.

e Shift+tHome. Selects from the insertion point to the beginning
of the line; extends or reduces the selection a line at a toward
the beginning of the document.

e Shift+End. Selects from the insertion point to the end of the
line; extends or reduces the selection a line at a time toward
the end of the document.

e Ctrl+Shift+T or {. Selects to the beginning or ending of a
paragraph in the direction of the arrow; extends or reduces the
selection in the same way.

e Ctrl+Shift+Home. Selects from the insertion point to the
beginning of the document.

e Ctrl+Shift+End. Selects from the insertion point to the end of
the document.

o Ctrl+/. Selects the entire document Fixe(the same as choosing
Select All from the Edit menu).



CHAPTER 5

Formatting Documents With GeoWrite

This chapter describes the features that make it quick and easy to
create formatted documents. All features described in this chapter
are available at Level 2 and above. For an introduction to

formatting text, see “Formatting Text” in Chapter 2 and “Changing

How Text Looks” in Chapter 4.



This chapter describes how to do the following:

e Format text by changing fonts, text sizes, and character
attributes.

e Format paragraphs by changing alignment, spacing, margins,
tab stops, borders, and other attributes.

e Use color to emphasize text.

e Find text quickly and, optionally, replacing it with different text.

e Add headers and footers to your document.

e Add a title page to your document.

e Proof your document using advanced spell checking features
and an online thesaurus.

e Use and manage styles to save formatting time and to give your
documents a consistent look.

CHANGING THE TEXT FORMAT

LEVELS 2-4

1.
2.
3.

This section shows you how to use many of GeoWrite’s
advanced text and paragraph formatting features. For an
introduction of how to format text and paragraphs, see
“Changing How Text Looks” in Chapter 4.

Setting a Custom Text Size

At Level 2 and above, you can set a custom size for selected text.
You might want to do this if you wanted to use a text size that is
not one of the standard sizes GeoWrite provides (such as 6
points). For an introduction to text sizes, see “Changing How
Text Looks” in Chapter 4.

To change the text to a custom size (Levels 2-4)
Select the text you want to change.
Choose Sizes from the Character menu. A submenu appears.

Choose Custom Size from the submenu. A dialog box appears:

" CustomSize |




Select the custom point size you want (between 4 and 792,
inclusive).

Click Apply to apply your changes to the selected text.
Click Close to close the dialog box.

Changing Character Width and Weight

At Levels 3 and 4, you can fine-tune the appearance of a
character by changing its weight (thinner or thicker), its width
(expanded or condensed), and even the distance between
characters.

The following example shows what happens when you increase
the character width:

Normal Width
gltlcreased Width

To change character attributes (Levels 3-4)

Select the text you want to change.

Choose Character Attributes from the Character menu. A dialog
box appears:

Fill in the dialog box, selecting the attributes you want.

Character Weight (%). Select the weight of the characters. You
can choose any weight from 75 to 125.

Character Width (%). Select the width of the characters. You
can choose any width from 25 to 200.

Character Spacing. Select the spacing between characters. You
can choose any spacing from -150 to 500.

Click Apply to apply your changes to the highlighted text.
Click Close to close the dialog box.



Formatting Paragraphs

You can control paragraph formatting such as alignment, custom
line spacing, paragraph spacing, line and column breaks, borders,
and hyphenation.

For information about using the ruler to change paragraph
alignment, line spacing, margins, indents, and tab stops, see
“Using the Ruler” in Chapter 4.

To format a paragraph, you must first select it by highlighting or
putting the insertion point in the paragraph you want to format.
You do not need to highlight all the text in the paragraph. For
more information, see “Selecting Text” in Chapter 4.

SETTING CUSTOM LINE SPACING

At Level 2 and above, you can set a custom line spacing for
selected text. You might want to do this if you wanted to use a
line spacing that is not one of the standard sizes GeoWrite
provides. For an introduction, see “Changing Line Spacing” in
Chapter 4.

To change custom line spacing (Levels 3-4)

Select one or more paragraphs you want to change.

Choose Line Spacing from the Paragraph menu. A submenu
appears.

Choose Custom Spacing from the submenu. A dialog box
appears:

Select Automatic for automatic line spacing or Manual for more
precise control.

Set the line spacing option you want.

Line Spacing. If Automatic is selected, select the line spacing
you want.

Manual Leading. If Manual is selected, select the manual line
spacing you want.

Click Apply to apply your changes to selected paragraphs.

Click Close to close the dialog box.



SETTING PARAGRAPH SPACING
Paragraph spacing is the space between paragraphs.

To change paragraph spacing (Levels 3-4)

Select one or more paragraphs you want to change.

Choose Paragraph Spacing from the Paragraph menu. A dialog
box appears:

Fill in the dialog box, selecting the options you want.

Space On Top. Select the space you want to appear before a
paragraph.

Space On Bottom. Seclect the space you want to appear after a
paragraph.

Click Apply to apply your changes to selected paragraphs.

Click Close to close the dialog box.

SETTING INDENTATION

Indentation is the distance between the text and the edge of the
page margin. The page margin affects every paragraph in a
document, while indentation affects individual paragraphs.

You can change the left and right margins of a paragraph, as well
as the first line indentation. When you open a document,
paragraph margins are initially set to zero (0), which means that
they are the same as the page margins.

You can also use the ruler to change paragraph indents. For
more information, see “Using the Ruler” in Chapter 4.

You indent a paragraph to set it off from other paragraphs:
This is an example of a paragraph with indented
margins and no indent in the first line. This

format makes the paragraph stand out in the
flow of text.

A first line indent is when the first line starts farther from the left
edge of the page than the rest of the paragraph:
This is an example of a paragraph with an
indented first line. Notice that the first line is
farther away from the edge of the page than the



rest of the paragraph. This format saves you from
typing the Tab key at the start of every new
paragraph.
A hanging indent is when the first line starts closer to the left
edge of the page than the rest of the paragraph:
This is an example of a paragraph with a hanging
indent in the first line. Notice that the first line is
farther away from the edge of the page than the
rest of the paragraph.
e This format is useful for numbered or bulleted
paragraphs.
e This layout makes it easier for the reader to scan
paragraphs.
You can also use the ruler to change paragraph margins. For
more information, see “Using the Ruler” in Chapter 4.

1o set paragraph indents (Levels 2-4)
1. Select one or more paragraphs you want to change.

2. Choose Indents from the Paragraph menu. A dialog box appears:

3. Fill in the dialog box, selecting the options you want.
Left Indent of First Line. Select the distance of the first line
from the left margin of the page.
Hanging Left Indent. Select the distance of the text from the left
margin of the page.
Right Indent. Select the distance of the text from the page right
margin.

4. Click Apply to apply your changes to selected paragraphs.

5. Click Close to close the dialog box.

SETTING TAB STOPS

A tab stop is where the insertion point advances to and stops
when you press the Tab key. You use tab stops to create aligned
columns, such as a table of contents or columns of numbers.



A document initially has automatic tab stops that occur at regular
intervals (usually every half inch). You can both redefine this
regular distance and you can add tab stops anywhere in
between.

You can also set tab stops using the ruler. For more information,
see “Using the Ruler” in Chapter 4-
To create a new tab stop (Levels 2-4)

1. Select one or more paragraphs you want to change.

2. Choose Tabs from the Paragraph menu. A dialog box appears:

List of defined tab stops

3. Fill in the dialog box, selecting the options you want.
Tabs List. Select <<Create New Tab>> in the Tabs list.

Tab Position. Select the distance of the tab stop from the page
margin.

Tab Type. Select the alignment of the text at the tab stop (Left,
Center, Right, or Decimal). For example, you would use a
decimal tab to align columns of numbers along the decimal
point.

Tab Leader. Select the character that precedes the tab stop
(None, Dot, Line, or Bullet). For example, in a table of contents,
each page number might have a tab with a dot leader, as shown
here:

Chapter 4: Creating Formatted Documents ........c.ccccoeeueruerunneee. |
Vertical Line. This option, when selected, puts a vertical line at

the tab position that spans the height of the paragraph. You can
set the shading, line width, and line spacing.



For example, if you changed a paragraph in a new draft of a
document, you could use a vertical tab line to represent a change
bar, as shown here:

Sample paragraph with a vertical tab line set to zero (0),
along the left margin of the paragraph.

Click Apply to create the tab stop using the current settings. The
tab stop is applied to selected paragraphs.

Click Close to close the dialog box.

To change a tab stop (Levels 2-4)

Select one or more paragraphs you want to change.

Choose Tabs from the Paragraph menu. The Tabs dialog box
appears.

Select the tab you want to change in the Tabs list.

Fill in the rest of the dialog box, selecting the options you want.

Click Apply to save your changes to the selected tab stop and to
apply them to selected paragraphs.
Click Close to close the dialog box.

To delete a tab stop (Levels 2-4)

Choose Tabs from the Paragraph menu. The Tabs dialog box
appears.
Select the tab stop you want to delete in the Tabs list.

Click Delete Tab. GeoWrite deletes the tab stop and shifts the
text to the next tab stop.

To delete all tab stops (Levels 2-4)

Choose Tabs from the Paragraph menu. The Tabs dialog box
appears.

Click Delete All Tabs. GeoWrite deletes all tab stops, restores the
default tab stops for selected paragraphs, and adjusts the text if
necessary.

To set the d<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>