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Welcome!

Welcome to TextMaker! You have purchased a word processor that combines user-
friendliness with powerful features at an affordable price. With TextMaker, you
will be able to complete your writing tasks quickly and comfortably.

Some features of TextMaker:
m Available for PCs (Windows and Linux), Pocket PCs, and Windows CE

m Practical document templates: pre-designed letterheads, fax forms etc. for
creating new documents in no time

m Extensive paragraph formatting capabilities, including automatic number-
ing, bullets, borders, shadows, fill patterns

m Paragraph and character styles that allow you to apply frequently needed
formats to text with the press of a button

m Desktop publishing (DTP) features like “master pages”, drop caps, small
caps, automatic paragraph control, adjustable character spacing and pitch

m Graphics support in numerous file formats, extensive drawing functions,
TextArt module for fancy text effects

= Powerful table functions, including arithmetic functions

m File and document manager with search capabilities

m Table of contents and indexes, footnotes, outline view

m Reliable spell checking, hyphenation and synonym dictionaries
= Integrated address book (database)
... and much more

TextMaker is always being improved. If, in the course of your work, you encounter
a need for a feature that isn’t present, or you have other suggestions, write to us —
we want TextMaker to measure up to the users’ wishes!
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Technical support

If you have any questions, our technical support team will be glad to assist you.
You can reach us as follows:

Internet: www.softmaker.com

Our website provides up-to-date answers to frequently asked questions, the latest
program updates, and much more. Visit us at www.softmaker.com.

Support forums: www.softmaker.com/forum

Feel free to communicate with our technical support team, as well as other users,
by visiting our support forums at www.softmaker.com/forum.

Please send your support related e-mails to: support@softmaker.com

Fax or snail mail
You can send us questions by mail or fax at the following address:

SoftMaker Software GmbH
Kronacher Str. 7

D-90427 Nuernberg
Germany

Fax: +49-911-303 796

Phone
The telephone number for our technical support hotline is +49-911-936 386 50.

Please have your customer number ready when calling us.
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About this manual

TextMaker has a wide variety of functions. In the beginning you might find this a
bit intimidating — but don’t worry: You don’t have to master all the commands!
While you’re getting started, just use those you need. Later, when you would like
to make use of TextMaker’s extended functions, you can review the appropriate
pages in the manual.

The manual for TextMaker is laid out as follows:

m The chapter “Installation and program startup” (page 19) covers the installa-
tion of TextMaker. You also learn how to start the program.

m The chapter “The application screen” (page 23) describes the individual
components of TextMaker’s main window. Ideal for beginners!

m The chapter “Basics” (page 29) acquaints you with TextMaker’s most impor-
tant commands. Ideal for beginners!

m The chapter “The TextMaker Tour” (page 39) treats the topic of text editing in
tutorial form and introduces you to the operation of TextMaker with some prac-
tical examples.

m The chapters “Working with selections” (page 59) and following are the
reference part of the manual. These chapters are organized by subject, like a
reference book, and describe all the functions of the program in detail.

Typographical conventions

Menu commands and dialog box components are identified with bold type
throughout this manual. For example, File > New refers to the command New in
the File menu.

File names are given as follows: C:\IMAGES\BEACH.JPG

The Enter key is represented by (<], the arrow keys by (<], etc. To enter a
key combination such as [A1t][F], press the key while holding down the
key.

Important: Especially important notes or useful tips are highlighted like this.
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System requirements

This section lists the hardware and software requirements needed to run this
software:

Windows version

m PC with CD or DVD drive
m Windows 2000 or higher
m 64 MB RAM (Windows Vista: 512 MB)

Pocket PC version

® Any Pocket PC

m Display resolution of at least 240 x 240

m StrongARM or XScale CPU

m 64 MB memory (installing to a memory card recommended)

Windows CE version

m Windows CE 4.2 or higher

m Display resolution of at least 240 x 240

m StrongARM or XScale CPU

m 64 MB memory (installing to a memory card recommended)

Linux version

m PC with CD or DVD drive
® Any glibc-based x86-Linux with glibc 2.2.5 or higher
m X Window with a Window Manager of your choice
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Installation and program startup

This chapter covers information on installing and starting TextMaker.
It is divided into the following sections:

m Installing under Windows (page 19)

m Installing on Pocket PCs or Windows CE (page 22)

= Installing under Linux (page 22)

Please go directly to the section that covers your operating system.

Installing under Windows

Note: 1f your PC is connected to a local area network (LAN), in addition to the
following information, please read the section “Using TextMaker on local area
networks (Windows only)” below (page 20).

Download

If you obtained TextMaker by download from our website, you will find installa-
tion instructions in the e-mail that you received after purchasing the software.

CD-ROM

If you obtained TextMaker on CD-ROM, run the installation program provided on
the CD as follows:

1. Insert the installation CD. After a few seconds the CD’s menu program will
start automatically.
If your PC’s auto start function is not activated, you can start the menu program manually. To do
this, open My Computer, double-click on your CD-ROM drive, and then double-click on the Se-
tup file.

2. The menu program now shows a menu of options. Click on Install software.
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3. Follow the installation program’s instructions to install the software on your
computer.

Starting

To start the installed programs, use the Start menu at the lower left corner of the
screen. For example, to start TextMaker, click successively on Start > Programs >
SoftMaker Office > TextMaker.

Note: When you start TextMaker for the first time, you will be asked to enter your name and address.
This information is not for the purpose of registering the program. Rather, TextMaker needs it to
automatically personalize the document templates for letters, faxes, etc. that come with the program.
You can always change this information later (see the section “Preferences, General property sheet”
beginning on page 465).

Using TextMaker on local area networks (Windows only)

Note: This section applies to the Windows version of TextMaker only.

If TextMaker for Windows is to be installed on PCs that are connected to a local
area network (LAN), and you wish to allow other computers on the network to
access this application instead of installing local copies, you should install the
software as described on the next pages.

Installing TextMaker for Windows on a local area network

To install TextMaker for Windows on a local area network, simply complete a
normal installation as described in the section “Installing under Windows” above.

Hint: To simplify the installation on additional computers, it is advisable to
install TextMaker to a shared file folder (e.g., on a file server) that is accessible
to all users.

Alternatively, if the program is going to be set up only on your own computer, you
can install TextMaker on the local hard drive.

Setting up additional workstations on the network

If TextMaker for Windows is going to be utilized only on a single computer on a
network, you don’t need to read this section.
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On the other hand, if several PCs are going to access TextMaker, proceed as
follows:

Initial installation

First, TextMaker must be installed in a shared folder to which all the computers
that will utilize TextMaker have access. This can be done from any convenient
workstation.

Preparation of additional workstations

Once the initial installation has been completed, TextMaker can be set up on
additional workstations simply by using the automated installation routine pro-
vided.

To invoke this routine, you will need to start TextMaker manually one time at each
workstation as follows:

1. Start Windows Explorer.
2. Qo to the shared folder where TextMaker was installed.
3. Double-click the program file TEXTMAKER to start TextMaker.

TextMaker will detect that it is being started for the first time and configure the
workstation automatically (after asking for permission). A shortcut will automati-
cally be added to the Start menu, which is where you will start TextMaker from
this point on.

Please pay attention to the license terms!

Note: A single user version of TextMaker allows you to install TextMaker on an
arbitrary number of computers, but only one user may run the program at any
given time. If multiple users will be running the software simultaneously, you
must purchase the additional corresponding number of single-user licenses.
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Installing on Pocket PCs or Windows CE

You will find information about installing TextMaker in the e-mail that you re-
ceived after purchasing the software.

Starting

To start the installed programs, use the Start menu on your device. For example, to
start TextMaker tap successively on Start > Programs > TextMaker.

Note: When you start TextMaker for the first time, you will be asked to enter your name and address.
This information is not for the purpose of registering the program. Rather, TextMaker needs it to
automatically personalize the document templates for letters, faxes, etc. that come with the program.
You can always change this information later (see the section “Preferences, General property sheet”
beginning on page 465).

Installing under Linux

You will find information about installing TextMaker in the e-mail that you re-
ceived after purchasing the software.

Starting

To start TextMaker for Linux, change to the directory where you installed Text-
Maker and execute the program file textmaker.

Note: When you start TextMaker for the first time, you will be asked to enter your name and address.
This information is not for the purpose of registering the program. Rather, TextMaker needs it to
automatically personalize the document templates for letters, faxes, etc. that come with the program.
You can always change this information later (see the section “Preferences, General property sheet”
beginning on page 465).
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The application screen

On the following pages, the individual components of TextMaker’s user interface
are described in detail.

™ TextMaker - [Untitled 1]
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TextMaker’s application window

Note: Most of the illustrations in this manual were prepared with the Windows
version of TextMaker. On other operating systems, some of the controls have a
slightly different appearance, but their modes of operation are identical.

Pocket PC users please read also the section “Special instructions for Pocket PCs”
on page 27.

Title bar

At the top of the application window, you will find the fitle bar.

™ TextMaker, - [Untitled 1]
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The title bar indicates the name of the application. Once a document is opened, its
name will be displayed after the program name.

Menu bar

The menu bar is found directly under the title bar.

File Edt Wiew Format Insert Object Table Extras Window Help

It contains all of TextMaker’s commands in the form of clearly arranged menus.
Click on a menu item to open a menu and invoke a command.

Note for Pocket PC Users: In TextMaker for Pocket PCs, you display the menu
by clicking on the menu icon at the lower left corner of the screen.

Standard toolbar

The Standard toolbar is shown underneath the menu bar. It contains icons for most
commonly used commands.

LoE SaR +HE 9 é @EEQ® 7 b | &3 | T

Toolbars, such as the Standard toolbar, allow fast access to a program’s functions.
Each icon represents a specific command. If you click on it, the corresponding
command is invoked.

Tip: If you point the mouse cursor at an icon (without clicking) and hold it there,
a text box called a “tooltip” is shown. The tooltip describes the icon’s function.

There are additional toolbars in TextMaker that you can turn on and off as you
choose. To do this, either invoke the menu command View > Toolbars or click
with the right mouse button on one of the displayed toolbars. A menu appears,
from which you can select toolbars that you would like displayed.

Customizing toolbars: You can change the default toolbars at will and create your
own toolbars. For more information, see the section “Customizing toolbars”
beginning on page 490.
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Formatting toolbar

Beneath the Standard toolbar you find the Formatting toolbar. With it, you can
both examine and modify the most often used formats (font, bold, italic, etc.) for
the current text.

S |n|a &
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If you select a section of text beforehand, formatting changes affect only the
selected text. Otherwise, the text that you subsequently type in is affected.

To choose, for example, a different font, click on the little arrow to the right of the
font name to open a list, and then select a font.

Other icons in the Formatting toolbar are switches that you can turn and off by
clicking — for example the B for bold.

Document window

The document window, used for editing documents, occupies the largest part of the
screen.

Every document that you open or create is displayed in its own document window.
This feature provides you with the capability to edit several documents at the same
time and move data back and forth between them.

A document window consists of the following components:

Title bar (Windows and Linux only)

As long as a document window has not been maximized, it contains its own fitle
bar, in which the name of the document within the window is displayed.

Horizontal ruler

The horizontal ruler is found at the top of the document window. The margins and
tab stops for the active paragraph or for all the paragraphs that might be selected at
a given moment are shown there. The unit of measure used is inch or centimeter,
depending on your computer’s settings.
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Indentations and tab stops are not just shown here, they can also be changed here
using the mouse. You will learn how in the sections “Indents” (page 76) and “Tabs”

(page 84).

Document
The document itself takes up the largest area of the window.

To learn more about working with document windows, see chapter “Document
windows” beginning on page 457.

Status bar

The Status bar is found at the bottom of the program window.

L37 Col& Section 1 Chapter 1 Page 1 of 2 Ins

Hint: When you move the mouse pointer over a toolbar icon or menu command,
a short explanation of its function is displayed in the status bar.

Apart from that, the following information is displayed in the status bar (from left
to right):

Example Explanation

L37Col 8 The text cursor is positioned at line 37 and column § on the current
page.

Section 1 The text cursor is positioned in section 1 of the document (see

chapter “Multi-column page layouts” beginning on page 137).

Chapter 1 The text cursor is positioned in chapter 1 of the document (see
section “Dividing a document into chapters” beginning on page
112).

Page 1 of 2 The text cursor is positioned on page 1 of a document with a total of
2 pages.

Ins Shows whether Insert Mode (Ins) or Overwrite Mode (Ovr) is active:

Ins: Insert mode is active — newly entered text will be inserted into
existing text.
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Ovr: Overwrite mode is active — newly entered text will be written
over existing text.

The standard setting is Ins. You can switch between these two
modes with the key.

Special instructions for Pocket PCs

On Pocket PCs, TextMaker’s application window looks slightly different. To allow
as much of the document as possible to be seen, the menu bar and most of the
toolbars are hidden. Everything is shown instead on the Pocket PC toolbar, as
follows:

EREREIEELER

This toolbar enables fast access to the menu, the hidden toolbars and other impor-
tant commands.

The icons in this toolbar represent the following functions (from left to right):
= Open menu

m Object mode on/off

m Standard toolbar on/off

m Formatting toolbar on/off

m Horizontal ruler on/off

m Status bar on/off

m Set zoom level

m Text wrapping at the window margin on/off (automatically wraps the text —
independently of its actual width — at the right window margin, to make it eas-
ier to read on the screen.)

m Keyboard on/off
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Basics

This chapter gives you a brief description of TextMaker’s most important basic
functions. Users who have little or no experience in the use of word processors
should read this chapter thoroughly.

After that, should also consider taking the TextMaker Tour in the next chapter,
which guides you through the program step by step with practical examples.

Entering text

When you start TextMaker, an empty document window is opened automatically.
Thus, you can begin entering text immediately. Don’t worry: If you can use a
typewriter you will have no problem operating TextMaker.

Note: With a typewriter you press the Enter key at the end of every line. You
should not do this with a word processor. If a word you type won’t fit on the
current line, TextMaker will transfer it to the next line automatically. You should
press the Enter key only in the following cases:

= to end a paragraph
= to enter blank lines

So, while inside a paragraph, simply let TextMaker take care of making correct line
breaks.

Moving the text cursor

While editing text you always see a blinking line. This is the so-called fext cursor.
When you type something, the letters always appear where this text cursor is
positioned.

You can move the text cursor anywhere between the beginning and the end of the
document. The direction keys are provided for this purpose. The arrow keys
and (=], for example, move the text cursor one character to the left and right
respectively.
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Altogether the following direction keys are available for moving the text cursor:

Key Function
One character to the left
One character to the right
One line up
One line down
To the beginning of the line
End To the end of the line
To the beginning of the current paragraph or, when pressed
again, the previous paragraph
To the next paragraph
To the beginning of the document
To the end of the document

Mouse: Mouse users can click anywhere within the document to position the text
cursor there.

Moving the visible part of the text

When you move the text cursor above the upper edge or below the lower edge of
the screen, TextMaker scrolls the text down or up respectively on its own. It
automatically shifts the visible part of the text of the document in the appropriate
direction.

You can also move the visible part of the text yourself. Use the horizontal scrollbar
(below the document) or the vertical scrollbar (at the right side of the document) to
do this.

+Slider
. [ |

A horizontal scrollbar
Scrollbars can be operated as follows:

m Click on one of the little arrows to shift the visible segment a little in the
desired direction relative to the screen.
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m You will notice that a defined area between the little arrows, the so-called
slider, moves with the text. This shows the position of the segment in view at
any given time. You can also shift the visible segment by dragging this slider to
the desired position.

m If you click on the area between the slider and either of the little arrows, the
visible segment moves by a greater increment (for example, by a whole screen
at once).

Scrollbars and the text cursor: Note that the text cursor does nof move relative to the
text when you shift the viewable segment with the scrollbars, but remains at its
original position. However, after scrolling you can click on any position in the text
to place the text cursor at this position.

Using the keyboard: You can shift the viewable segment also by using the arrow
keys in combination with the Alt key. Use, for example, to shift the
viewable segment down for one line.

Deleting text

Everyone makes typing mistakes now and then and would like to delete them.
There are numerous ways to do this in TextMaker.

Deleting characters: To delete a character, use the Backspace key situated
above the Enter key [<]. This key deletes the character to the left of the text
cursor. The following text moves back automatically.

You can also delete in the opposite direction: The (“Delete”) key does this. It
deletes the character not to the left, but to the right of the text cursor.

Deleting words: If you place the text cursor before the first letter of a word and then
press the word is deleted. If the text cursor is positioned in the middle
of the word, this key combination deletes only the letters following the cursor to
the end of the word.

Deleting a carriage return: You can remove a carriage return inserted by mistake.
Test it: Type a multi-line paragraph and then insert a carriage return in the middle
of the paragraph by pressing the Enter key [<]. The following text leaps to the
next line and the paragraph is divided. In certain cases, as when a paragraph is too
long and must be divided into two paragraphs, this can be done intentionally. Here,
however, it was a “mistake” — so press the Backspace key to remove the
carriage return.
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Deleting large sections of text: The above mentioned delete keys are well suited for
removing short sections of text, but too time-consuming for removing larger parts
of text. For this reason there is yet another method of deleting that involves first
selecting text and then pressing the key to delete it all at once. There is more
about this in chapter “Working with selections” beginning on page 59.

Undoing changes

With the command Edit > Undo you can cancel recently completed modifications
to a document. For example, if you format text in another font, you need only
invoke Edit > Undo and the new formatting will be removed.

This works not only with formatting, but also with practically all kinds of changes
— s0 you can also, for example, undo the entry or deletion of text.

The Undo command can be applied repeatedly as needed. For example, invoke it
five times to cancel the last five changes.

By the way, you can also invoke this frequently needed command with the key

combination (7].

Redoing undone actions

There is also an opposite to the Undo command, the command Edit > Redo. It
restores the effect of your most recently canceled action. So you can undo the
cancellation of a change.

This command can also be invoked repeatedly. For example, if you invoke the
Undo command five times, the last five changes are canceled. If you then invoke
the command Redo five times, you get back the original text.

There is also a keyboard shortcut for this command: the key combination (v].

Insert or overwrite?

Text entry works very simply. You move the text cursor to the desired place and
begin typing.
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In TextMaker, Insert mode is on by default. If you type a character in this mode, it
is entered in the existing text and shifts the following text forward.

Alternatively, you can switch to Overwrite mode. In this mode entered text over-
writes the following text.

The status bar always shows which mode is presently active: If Ins appears there,
the insert mode is active. If Ovr is shown, you are working in overwrite mode.

You can switch back and forth between the two modes with the key.

Beginning a new document

To begin a new document, invoke the menu command File > New or press the key

combination (v].
New §|

Template:
EHE English
£ Fax
7 Letter Stk default
£ Memo
1 Misc
FHZT PlanMaker Mew windaw
£ Espafial v
Drescription

The dialog box for File > New

A window appears, in which you can select the document template for the new
document.

Tip: Next to the standard template NORMAL.TMV you will see some folders that
can be opened with a double click. These folders contain prepared document
templates for letters, faxes, etc. All you have to do is fill them in. You will find
information about this in chapter “Document templates” beginning on page 132.
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If you simply want to begin a new document and don’t want to concern yourself
further at the moment with document templates, just choose the standard template
NORMAL.TMV.

As soon as you confirm with OK the new document will be set up.

New window: If the New window checkbox in this dialog is turned on, the new
document will appear in a new document window. Otherwise, the document
already in the active window will be closed and the new document will be opened
in its stead.

Opening documents

To open an existing document, invoke the command File > Open, or press the
keyboard shortcut for this command: (0].

A dialog box appears that can look, for example, as follows:
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The most recently accessed folder will display with all existing documents listed
(based on the listed file types). To choose the file to be opened, type its name in
manually or simply select a file from the list. Then, click the Open button.

New window: In order to open the document in a new window, check the New
window checkbox. Otherwise, the current document will be closed and the new
file will be opened in the same window.

Opening other file formats

In addition to opening files created in TextMaker’s default file format, you can also
open files created within other software, such as Microsoft Word. To open a file
from another application, choose the format of the file you want to open from the
Files of type list. This will display all matches to that software’s file extensions in
the dialog.
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For information about the supported file formats, see chapter “Working with other
file formats” beginning on page 453.

Using Quick Paths

With the Quick Path button, you can create quick paths in order to quickly move
to a specified folder when opening or saving files. This allows you to create a list
of your most frequently used folders, permitting much faster navigation. You will
find more information about this in section “Quick paths” beginning on page 441.

Using the File Manager

The File Manager button opens the integrated file manager. This shows a list of
your documents, and allows you to open, print, view, or delete them, as well as
perform searches. See section “The file manager” beginning on page 444.

Previewing a document

If you select a document in the Open dialog and are not certain if it is the docu-
ment you want to open, click Preview. A window opens, and the file is displayed
in that window.

Using the list of recently opened files

Tip: At the bottom of the File menu you will find a list of recently opened files.
Simply click on one of these files to open it again.

Pocket PCs: On Pocket PCs, you will find this list under the menu item Recent in
the main menu.

Printing documents

To print the active document, choose the File > Print command or use the key-
board shortcut for this command: (P].
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A dialog box appears, in which you can enter the pages and the number of copies
to be printed. By default, one copy of the entire document is printed.

You can learn more about the other options in the chapter “Outputting documents”
beginning on page 421.

Saving documents

When you are working on a document, it is good practice to save it frequently.

You can use the Save command in the File menu to save the file, or you can use
the key combination (Ctr1](s]. Using either method saves the document in the
active window under the current filename.

If the document does not yet have a name, TextMaker automatically asks you to
supply a name by opening the Save as dialog box.

Saving under a different name or in a different place

To save a document under a new name or location on your computer, use the
command File > Save as. This saves your document too, but you can first give it
another name or select another folder in which to save it.
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Saving in a different file format

With File > Save as you can also save a document in another file format. To do so,
simply choose the desired format from the Save as type list before clicking the

Save button. See also chapter “Working with other file formats” beginning on page
453.

Saving all open documents

If you have several document windows open at the same time, you can use the
command File > Save all to save all documents open in all the windows.
TextMaker checks which of the documents have been altered since the last save
and saves only those that have been changed.

Exiting the application

To exit TextMaker, use the File > Exit command.

If any of the open documents have been altered since they were last saved, Text-
Maker automatically asks whether you would like to save them first.
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The TextMaker Tour

Welcome to the TextMaker Tour, in which we will introduce you to TextMaker’s
most important functions using some practical examples.

Note: Most of the illustrations in this manual were prepared with the Windows
version of TextMaker. On other operating systems, some of the controls have a
slightly different appearance, but their modes of operation are identical.

When working through the exercises, don’t be afraid to experiment with new
commands as you get acquainted with them! There is no harm done if something
goes completely amiss. We have provided example documents for every lesson;
this way, at the beginning of each new lesson, you can open the appropriate exam-
ple document and use it to get started.

A practice letter

Ready for the first exercise? Then start TextMaker now.

Note: When you start TextMaker for the first time, you will be asked to enter
your name and address. TextMaker needs this information to automatically
personalize the document templates for letters, faxes, etc. that come with the
program. You can always change this information later with the command Tools
> Options (see the section “Preferences, General property sheet” beginning on
page 465).

After the program starts, it always displays an empty document window in which
you can immediately start typing. The fext cursor blinks at the beginning of the
document. When you type something, it always appears just behind the text cursor,
which moves forward to accommodate it.

To start, we would like to begin a simple letter from “Escher & Sons, Architects.”
Simple, but by no means less than professional quality. At the end of this tour you
will have composed a full-fledged business letter, complete with all the bells and
whistles.

At this point you might say: “This will be a lot easier if I invoke the command File
> New and select one of the prepared letter templates.” Naturally — but you won’t
learn anything that way. If you are going to participate in this tour, you have to
invest a little time — but afterwards you will be in command of the program’s most
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important functions and can immediately start adapting the templates to your
needs!

So let’s get started. First, type something resembling the example text that follows.
You don’t have to copy it exactly; you can enter whatever text you please — the
content doesn’t matter.

Important: Press the Enter key only at the indicated places. When using a
word processor, you don’t press this key at the end of every line as you would on

a typewriter. Rather, you press it only at the end of a paragraph, or to insert
blank lines.

Dear Clients, [«

This year we have been building more than usual, not just
for you, but also for ourselves. The new Escher Complex, one
of the most daring building projects in town, will become
our new home. We cordially invite you to the opening
ceremony. [+]

The celebration will take place next Saturday at 38-42
Linden Street. We have taken every care for your personal
comfort, and the program we have organized for this event
will make for an unforgettable afternoon.[+]

Bring your family along for a day of fun and
entertainment.

Typing mistakes: When you make a typing mistake, you can immediately delete it
by pressing the Backspace key [(«_J. This key is situated above the Enter key
(<.

If you have followed the example, your document should look something like this:
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Tl Untitled 1

Diear Clients,

This year we have been building more than usual, not just for you, but also for ourselves. The new Escher Complex, one of
the most daring building projects in town, will become our new home. We cordially invite you to the opening cere oy,

The celebration will take place next Saturday at 3242 Linden Street. We have taken every care for your personal comfort,
and the program we have organized for this event will make for an unforgettable aflemoon.

3 Bring your family along for a day of fun and entertainment

< *

The finished text

J«|e|n|¢

Next, we need to insert an address above the text of our letter. To get to the begin-
ning of the document, press the key combination (Home].

Press the Enter key seven times to insert some blank lines. This makes room
for our own address, which is to be entered later on. By the way, you can remove
blank lines you might have inserted inadvertently with the Backspace key [« ].

Next, press the key once to position the text cursor in the blank line above the
text of the letter.

Now type the name and address of the person to whom the letter is to be sent:

Fred Backfish(+]
7 Shepard’s Way
Salmon River, Oregon 77123(<)

Next, insert additional blank lines by pressing the Enter key eleven times to
create a space between the address and the text of the letter.

We have now created the most important elements of a simple letter and at this
point would like to save them.

Saving the practice letter

Note: You will find detailed information about this topic in the section “Saving
documents” beginning on page 37.
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To save the current document, use the Save command in the File menu. (From now
on we will use the notation File > Save to represent this.) Invoke this command as
follows:

Mouse: Click on File in the menu bar. The File menu opens, and you can invoke
the Save command with a mouse click.

Keyboard: PC users can alternatively use the underlined letters in the menus to
invoke the corresponding commands. Type them while holding down the Alt key.
To save the file, press for File and then (5] for Save.

Perhaps, while using the menu, you may have noticed that “Ctrl+S” is displayed to
the right of the Save command. This is the keyboard shortcut for this command.
This means you can also press to invoke this command and save your
document.

There is also a shortcut for mouse users: In the Standard toolbar you will find icons
for the most frequently needed commands.

LoE SaR +HE 9 é @EEQ® 7 b | &3 | T

To save your document, click on the diskette icon in the Standard toolbar.

Tip: 1f you point the mouse cursor at a toolbar icon (without clicking) a text box
appears, giving the icon’s function.

If the Standard toolbar is not displayed, it is probably deactivated. To reactivate it,
invoke the command View > Toolbars and click on the checkbox in front of
Standard.

The Save dialog box

If the letter has no name, the program automatically displays a dialog box that asks
you to specify the filename when you invoke the File > Save command. There,
type a name for the document in the Filename box or, if you would like to over-
write an existing file, choose a name from the list of files.

We are going to name the document LETTER. So enter “Letter” in the Filename
box and click on OK or press the Enter key to confirm your entry. TextMaker
saves the file under the specified name and automatically appends the extension
.TMD (for “TextMaker document”). Thus, the full filename reads LETTER.TMD.

The next time you invoke File > Save this dialog box will not appear, since the
document now has a name. Hereafter, it will be saved immediately under its name.
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By the way, you could have exited the dialog box without executing the Save
command. You could have done that by clicking Cancel instead of OK on the
control panel, or by pressing [Esc]. This “escape route” is available to you in all
dialog boxes.

Simple formatting

Now we come to the more interesting functions — for example, to text formatting,
and thus to the application of fonts, text emphasis (bold, italic, etc.), indentation,
etc.

First, we will insert a line with our return address above the address, as is custom-
ary for letters that are to be sent in windowed envelopes.

So let’s position the text cursor two lines above the address (line 5) and type the
address of our firm:

Escher & Sons, Architects - 78 Baker Street - Atlanta, GA
30009

Of course this line is much too wide for a windowed envelope’s view window, and
so we would like to decrease the font size a bit. In this way, we come to an impor-
tant topic: selecting.

First select, then format

Note: You will find detailed information about selecting in chapter “Working with
selections” beginning on page 59.

To format a section of text affer it has been entered, you must first select it, so that
TextMaker knows what area should be modified.

To select the lines containing the address, proceed as follows:

Mouse: While pressing the mouse button, drag the mouse cursor from the begin-
ning to the end of the text you want to select. By the way, there is an easy way to
select complete lines: click in the margin to the left of the line. The complete line
will be immediately selected.

Keyboard: 1f you prefer to work with the keyboard, you can make selections by
moving the text cursor while holding down the Shift key [Shifte]. In this case,
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select the address line by positioning the text cursor in front of the first character

with the key and then pressing the key combination (1.

Once you have selected the address line, you can modify the font size. To do this,
use the Formatting toolbar, which presents all the most frequently needed format-
ting commands. If the Formatting toolbar is not visible, invoke View > Toolbars
and click on the little box in front of Formatting to activate it.

The Formatting toolbar

Note: You will find detailed information about the Formatting toolbar in the
chapters “Character formatting” (beginning on page 65) and “Paragraph format-
ting” (beginning on page 75).

|\S Mormal v | | Times MewRoman v | (10 + | | v~ §

L|d L =

The font size of the selected text is displayed to the right of the font type — at
present, 10 point is set. Click with the mouse on the little arrow to the right of the
“10” to open a list of the most commonly used font sizes. Choose “8” from the list.

Now choose also a different font type. To do this, click on the arrow to the right of
the font and choose the MicroSquare font from the list. If you have not installed
this font, you can choose any other font you like.

After these modifications, the Formatting toolbar will look like this:

|\S Mormal * | |MicroSquare vilg v ||~ J u

L d & =

The MicroSquare font in 8 point size was set.

Next, we would like to emphasize addressee’s city and zip code with bold type.
Select the line with the city and zip code in the receiver’s address and then click on
the B in the Formatting toolbar — or press the keyboard shortcut for bold: (B].
The line will immediately be formatted bold.

By the way, you can apply an italic format to text just as easily with the / icon or
by pressing (1); likewise, you can underline with the U icon or with
(u]. And to reverse this sort of formatting, simply apply it once more to the
same text.

In the end, the sender’s and receiver’s addresses should look something like this:
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1] Letter.tmd

% Escher& Eons, Architects - 7B Baker Etreet - AtAnta, 54 30008

3 Fred Backfish

2 T Shepard's Way b

Salmon River, Oregon 77123 E:
.
T

Now it is time once again to save the document with File > Save.

When something goes wrong ...

Note: You will find more information about this topic in section “Undoing
changes” beginning on page 32.

As you saw in the last lesson segment, you can switch off bold, for example, by re-
applying the bold attribute to text that is already formatted bold.

TextMaker has an additional feature that is very practical. You can reverse the most
recently completed changes with the Edit > Undo command. For example, if you
format some text with a different font, all you need to do is invoke Edit > Undo to
make it undone.

This works not only with formatting, but also with practically all kinds of changes
— so0 you can also, for example, undo the entry or deletion of text.

The command Undo can be applied repeatedly as needed. For example, invoke it
five times to cancel the last five changes.

By the way, you can invoke this frequently needed command with the key combi-

nation (7).

There is also an opposite to the Undo command: the command Edit > Redo (key
combination (Y]). It restores the effect of your most recently canceled action.
So you can undo the cancellation of a change.
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Opening files

Note: You will find detailed information about this topic in section “Opening
documents” beginning on page 34.

Now we will open the example file TOUR1.TMD that is provided with the program.
It contains our practice document as it should look at this stage of our work.

To open a document, invoke the command File > Open from the menu or by using
the keyboard shortcut (0].

First, change to the folder containing the example documents. In Windows they are
normally found in the SOFTMAKER folder, under the folder MY DOCUMENTS.

Switch to this folder, locate the file TOUR1.TMD there, and double click on this file
to open it.

Setting up a letterhead

Naturally, our letter needs a distinguished-looking letterhead, with the company
name in a larger font and perhaps a line that explains what our company has to
offer.

Let’s get to work! With move the text cursor to the beginning of the
document TOUR1.TMD you just opened. Now type:

Escher & Sons, Architects(+]
Design and Planning of Construction Projects of all Sizes

The company name might safely be somewhat larger: Select the first line and, with
aid of the Formatting toolbar, format it in the MicroSquare font, choose a font size
of 32 points and turn on bold.

32 is not present in the list of font sizes? It doesn’t matter — because the list offers
only the most commonly needed sizes, and you can always enter values manually.
Simply click on the font size shown in the Formatting toolbar, enter “32” there, and
confirm with the Enter key [(<].

By the way, you can even specify non-integer font sizes by using a decimal point
(e.g. 11.6 points), for example, when the area at your disposal is fixed and you
want the text to fit precisely.

In the end, the Formatting toolbar ought to look like this:
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Font is now set to MicroSquare 32 point bold

[L]a & =

Next we want to format the second line in MicroSquare 12 point italic. To do that,
we must first select it as before. This time, however, don’t use the Formatting
toolbar to change the font size. Instead, invoke Format > Character, so that you
can get acquainted with this frequently needed command as well.

A dialog box opens, revealing at a glance all the possibilities for formatting charac-
ters.

Character E|

Font | Spacing | Hyperlink

Typeface: Size: Skyle: Lapguage:

Times Mew Faman % | (10 % | Regular v | | 8% Default v
Shyles IUnderline Text color:

[ Small caps: %a [] Continuous lclack I

all Wards anl

S | HigreE sty Background color:

L] strike gut [] tidden ® Single [Transparent  +
[ Blink. [] Protected ) Double

Sample

AaBhCeixYyZz

o Cew

The dialog box for Format > Character

Note: You will find detailed information about this dialog box in chapter
“Character formatting” beginning on page 65.

The settings in this dialog box are organized on several property sheets. You can
switch from one sheet to another by clicking on the tab at the top of the sheet you
want to view. As you can see, this dialog has property sheets for Font, Spacing,
and Hyperlink. Since we only want to modify the font, we can stay on the Font
property sheet.

Open the dropdown list Typeface by clicking on the little arrow to its right, and
choose the MicroSquare font. Then choose the 12 point font size from the Size list
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to the right of the Typeface list. Turn on italic by opening the dropdown list Style
and selecting the entry Italic.

Confirm the settings by clicking the OK button. Then save your document.

Printing the practice letter

If you want, you can now print your first composition for proofing. To do this,
invoke the command File > Print or press the keyboard shortcut (P].

Print g]

Print device
Prinker:
IACOMPILERALISL (Compiler) on LFT1: v
Pages Options
@ gl Copies: 1 #
() Current page
O Pages: 1-1 [] Print ta file
Pages to print: [] Drap pictures
all selected w [ Reverse arder
Pages per sheet:
One page &’ I a4 l l Cancel

The dialog box for File > Print

In the “Print” dialog box you can determine how many copies and which pages are
to be printed. By default, one copy of all pages is printed. So confirm with OK.

Hint: Before actually printing a document, you can preview the printout using
the File > Print Preview command (available only under Windows and Linux).

Paragraph alignment

The way TextMaker arranges text between the margins is called paragraph align-
ment. You change the paragraph alignment with the command Format > Para-
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graph. A dialog box appears. Open the dialog’s Alignment list and choose the
desired paragraph alignment.

By the way, this can be done faster with the Formatting toolbar, which contains
four icons that you can click on with the mouse to change the alignment:

Flush left

Flush right

Centered

Justified

We’ll now center the company name. To do this, move the text cursor to the front
of any character within the company name “Escher & Sons, Architects” and click
on the icon for “Centered” in the Formatting toolbar.

Note: Paragraph format actions — in other words, all format actions that you can
carry out with the command Format > Paragraph — always affect complete
paragraphs. So, if you want to modify the paragraph format of a single para-
graph, you don’t need to select it first. Simply move the text cursor to any posi-
tion within the paragraph.

On the other hand, if you want to modify the formatting of several successive
paragraphs, you must select them beforehand. The selection can begin at any
position within the first paragraph and end anywhere in the last paragraph.

Let’s try this out. Invoke the command Edit > Undo and the company name will
again be formatted flush left. Starting from any letter in the company name, hold
the mouse button down and drag the selection into the next line. Then click on the
icon for “Centered” in the Formatting toolbar. Both paragraphs will now be cen-
tered.

After you have done this, your application screen should look something like this:
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] Tour1.tmd

1 Escher & Sons, Architects

Design and Planning of Construction Projects of all Sizes

Escher& Eons, Architects - 78 Baker Street - Athnta, 54 20008

3 Fred Backfish

: 7 Shepard's Way
Salmon River, Oregon 77123
El

< >

|«|e|n|¢

We could now put our “With best regards” at the bottom of the letter and send it off
without further ado. But there are no doubt still a few things in this letterhead that
could be made more attractive.

So let’s begin with some refinements.

Tabs

Before going further, you can open the document TOUR2.TMD and compare it with
your results so far. This document contains our example document as it should look
at this stage of our work.

Many business letters include a line with information like “Your reference,” “Your
letter of,” etc. We want to insert such a line now, and, in the course of doing so, get
acquainted with the application of zabs.

Note: You insert tabs by pressing the Tab key. Although this key is labeled
on most keyboards, the designator is used in this manual to better distin-
guish this key from the arrow keys.

Now move the text cursor to the beginning of the 17th line and type the following
line:

Your reference:(Tab]Your letter of:[TabJOur reference:(TabJOur
letter of:Date:

Next, format this line in the MicroSquare font, 8 point.

50 ¢ The TextMaker Tour Manual TextMaker 2008



You have now inserted tabs into the text, but you have not yet determined their
exact positions. To do this, set the fab stops. By default, TextMaker automatically
puts a tab stop every 0.5 inch, but in general you should not adopt this convention,
which originated with the typewriter.

Tab stops can be set with the command Format > Tabs or with the help of the
Formatting toolbar and the horizontal ruler.

R R R D L TR

The horizontal ruler

If the horizontal ruler is not visible at the top of the document window, you must
turn it on first with the command View > Horizontal Ruler.

You set tab stops as follows:
1. Select the paragraph in which the tab stops are to be set:

If you want to adjust the tab stops of several paragraphs, you must first select
these paragraphs as previously described.

Please select the line you just entered and the line below it, because we want
the tab stops for the next line, which is to be filled out later, to be set the same
way.

2. Choose the desired tab type in the Formatting toolbar:

At the very right of the Formatting toolbar four different tab icons are pre-
sented:

L Flush left tab
o Flush right tab (the text ends at the tab position)
L Centered tab (the text is centered on the tab position)
oz Decimal tab (numbers are aligned on the decimal separator)
Now click on the icon for flush left tabs.
3. Click on the desired tab position(s) in the ruler:

With the mouse, click on the (approximate) positions 1 inch, 3 inches, 4 inches
and 5.5 inches to set tab stops at those positions. Notice how the text is adjusted
according to your settings.

Manual TextMaker 2008 The TextMaker Tour ¢ 51



By the way, you could have proceeded in the opposite way: You could have de-
fined the tab stops before you typed the line “Your reference,” etc., and then typed
the text along with the tabs.

The ruler and text should now look something like this:

[{ Tour2.tmd

ur reference: Yourlenerof Qurreference: Qur leteraf: Date:

=
“le|n (g

The tab stops are now set and are displayed in the ruler.

If the position of a tab stop doesn’t suit you, you can shift it right there in the ruler:
First, select the paragraphs to be modified as necessary; then, with your mouse,
point at the tab stop and drag it to a new position in the ruler. Note also that when
you drag a tab stop downward out of the ruler, it is deleted.

There is yet another way to proceed when setting tab stops. With both paragraphs
selected, invoke Format > Tabs. A dialog box opens and shows you the exact
positions of the tab stops that are currently set. This dialog works as follows:

To ... Do this ...

Set new tab stops Enter the desired position in the Tabs field and click on
Set.

Delete tab stops Select one of the existing tab stops in the list and click
on Clear. To remove all tab stops at once, click on Clear
all.

Shift tab stops Delete the tab stop and set a new one.

Change the alignment Click on one of the tab stops given in the list, choose a

new alignment with Alignment and click on Set.
To confirm your changes, click OK.

Units of measure: You can enter values in TextMaker’s dialog boxes not only in
inches*, but also in other units of measure. To enter a value in specific units,
simply add one of the following units of measure after the number:

Unit Explanation
cm centimeter
in inch — 1 in equals 2.54 cm.
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pt point — 72 pt equals 1 in.
pi pica — 1 pi equals 12 pt.
* The default unit of measure depends on your computer’s region settings.

For example, if you type “7.62 cm” as the position for a tab stop, TextMaker puts it
at 3 in (= 7.62 cm).

Back to our practice letter:

Now that the tab stops for the line “Your reference,” etc., and the line under it have
been set, we want to put something in the second line.

Move the text cursor to the beginning of this line (line 18) and type:

MB(Tab]10/29/07(TabJHG(Tab]10/25/07

You see, since this line was selected along with the line above it when the tab stops
were set, those same tab stops are used here too.

Of course, what is still missing is today’s date. In the next lesson segment, we will
let TextMaker insert it automatically and in this way we will get acquainted with
fields.

Inserting dates and other fields

Today’s date should be inserted in the area below “Date:” which has remained
empty up until now. Of course we don’t want to type it manually; rather, we leave
this task to TextMaker.

Insert a tab following the text you just entered with the key and invoke the
command Insert > Field.
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Insert Field E|

Field type: Data:
Creation date A T

Creation time Foman {uppercase)
Print date Rarman {lowercase)
Print time =
Date last changed
Time last changed
Dakabase Field

Database info

IPage number

Page count

Chapter number

File name

Summary

Last edited by

|Jser (Home) b

The dialog box for Insert > Field

From the Field type list, select the field “Print date”. The Data list changes auto-
matically: here you can select the format in which the date is to be inserted. Choose
the desired format and click on Insert.

TextMaker now inserts the current date in the text and our letterhead looks some-
thing like this:

[ Tour2.tmd

1 Escher & Sons, Architects

Dasign and Flanning of Construction Projects of all Sizes

Escher & 5ons, Architects - 78 Baker Street - Atenta, G4 30003

E Fred Backfish
7 Shepard's Way
Salmon River, Oregon 77123

3 “feur reference: Yeur letterof Curregrence: Cur leterof Date:
1 ME 1072907 HG 10725407 1106407

[RAEAENES

< | >

Fields are very practical aids. First, you have already been spared the trouble of
typing the current date manually, and beyond that, the “Print date” field is not
merely a fixed value, but a symbolic value that stands for the current date. It is
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automatically updated when you print the document. So, if you print the practice
letter tomorrow, tomorrow’s date will appear in the same place.

With the help of fields you can not only insert the date, but also output the current
page number of your text, its filename and many other kinds of information.

Furthermore, fields can be used to put in database fields from a database, as is
required for form letters.

Page footers

Before you continue, you can open the file TOUR3.TMD. It contains the example
document as it should look at this stage of the exercise.

You can set up page headers and footers for every document — headers will be
printed at the top, and footers at the bottom, of every page.

For page footers you invoke the command Insert > Footer. Nothing much really
happens: the text cursor is just positioned in the bottom margin. This is the area in
which you can enter footers.

This time we will select the MicroSquare font in 8 point before typing. So, select
this font with the aid of the Formatting toolbar. Now, when text is entered it ap-
pears immediately in the chosen font.

For the footer, type, for example, the address of our architecture firm and some
other information like our firm’s bank details. Of course, you don’t have to follow
the example exactly, if that is too much typing for you:

Escher & Sons, Architects - 78 Baker Street - Atlanta, GA
30009 - Telephone: 555-555-4242 - Fax: 555-555-4243(+]
SunTrump Bank Atlanta - Account No. 123 456 78 - Routing
Code STB6 543

Next, center both footer lines (select them first!) with the icon = in the Format-
ting toolbar, so that the footer lines appear on the screen something like this:

] Tour3.tmd

~

3 Escher & Smns, Architects - 78 Baker Street - AtBnw, 34 30008 - Telephone: 55553554242 -Fax 5359354243 %

3 SunTrump Bank AtBnta - AccountMo. 123 456 78 - Fouting CGode STBE 543

: -
¥
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To get back to the normal text after setting up the footer lines, simply click on any
position in the text with the mouse. Later, if you want to edit the footer lines again,
all you have to do is click again with the mouse on one of the footer lines.

Give it a try: click on the line under “Bring your family along ...” in the text — and
you are back in the text.

This gives us an opportunity to place the complementary close under the last line
of the text. Enter a blank line there with and type:

With best regards,
M.C. Escher(+]
Escher & Sons, Architects(+]

With this, our letter is essentially finished. In this next and last lesson segment, all
we want to do is place a line above the footer to emphasize it better.

Lines and borders

Note: You will find detailed information about this topic in section “Borders and
lines” beginning on page 94.

In a letter, a line is often drawn between the footer and the body text. This is very
easily accomplished in TextMaker with the command Format > Borders. Its
purpose is to put a border around a paragraph, or to put single lines along the left,
right, top and/or bottom edges.

To place a line above the footer, click in the first line of the footer and invoke the
command Format > Borders. A dialog box appears.
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Paragraph Border

X

Borders |
Line style: Clearance Sarmple
Mo
Single Left: [3pt v v
* 4
Criouble —_—— Eight: 3|:lt
Top: |3pt
Bottom: |3 pt
Bounds:
|F‘aragra|:|h indents A | N o
Colors
N T a—
[ oK ] [ Cancel ]

The dialog box for Format > Borders

The Sample field not only shows you how the bordered paragraph will look; it also
allows you to choose, with mouse clicks, which lines are to be changed.

At the left, you can set the Line style (none, single, double) and the line width.

Let’s proceed as follows to place a line above the paragraph:

1.

Go to the Sample field, where border lines are selected. By default, all the lines
(top, bottom, left and right) are pre-selected. This is indicated by the little ar-
rows that appear at the ends of the lines.

Since we only want to change the top line, all the other lines must be dese-
lected. To deselect the unwanted left, bottom and right lines, click on each of
them in turn. In the end, only the top line should remain selected, and little ar-
rows should appear only to the left and right of this line.

At present None is the selected Line style — and up until now, no line has been
drawn. Select Single for a single line.

The line width is normally set at 1 point. If you want a thicker or thinner line,
select the desired width from Thickness 1.

It’s as easy as that — first select the lines to be changed in the Sample field, then
specify whether you want a single or double line under Line style, and finally
change the Thickness.
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To remove lines that have already been applied, invoke the command once more,
select the lines to be removed, and then click on the line style None.

Normal text paragraphs can be furnished with lines using the same method as for
footers.

Finished!

Our TextMaker Tour ends here. You will find the final example document (for the
completed TextMaker Tour) in the file TOUR4.TMD.

You now know many of the program’s basic functions and you ought to take some
time at this point to investigate them further. It would be a good exercise, for
example, to format the letter differently, to give it a more attractive font, etc.

Next, you can delve into the rest of the manual. It has been intentionally put
together in such a way that you can read a single chapter at a time as it becomes
necessary in the course of your work. So step by step you can familiarize yourself
with the functions as you want to use them.

Have fun with TextMaker!
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Working with selections

This chapter marks the beginning of the reference section of the manual. This part
of the manual provides detailed descriptions of all TextMaker’s functions organ-
ized into chapters by subject matter, as is customary in a reference book.

The first chapter in the reference section is about working with selections. When
you want to delete, copy, or move a part of a document, you must first select it.
This is the case for objects (pictures, drawings, etc.) as well as for text.

In addition, you must select a text segment before you can apply certain commands
that modify its formatting. For example, if you want to format a single word in a
specific font, you must select the word before you specify the font.

The following pages will teach you everything there is to know about working with
selections.

Selecting text

Before you execute a TextMaker command you can, in many cases, select a seg-
ment of text (or an object) to which you want the command to apply. The com-
mand is then performed only on the selected text or object.

You can make a selection with the mouse, stylus (Pocket PCs and Windows CE
devices), or keyboard.

Using the mouse for selection
You make selections with the mouse as follows:
m Selecting text segments

To select a text segment of any length, position the mouse cursor at the begin-
ning of the segment, press and hold down the left mouse button, and drag the
cursor to the end of the segment.

To select a word, double click on the word.

To select an entire /ine, click in the left margin beside the line. You can select
multiple lines by dragging the mouse pointer beside them in the left margin.
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To select a whole paragraph, double click in the left margin beside the para-
graph.

m Canceling a selection

When you want to cancel a selection, simply click anywhere in the document
outside the selection.

m Selecting objects

To select an object (picture, drawing, etc.), simply click on it with the mouse. A
red frame appears around the object to indicate that it is selected.

Using the stylus for selection

Selection works the same way on a device equipped with a stylus (a Pocket PC, for
example) as it does on a device equipped with a mouse (see above).

Using the keyboard for selection
You make selections with the keyboard as follows:
m Selecting text segments

Move the text cursor (caret) to the beginning of the text segment you want to
mark. Press the Shift key [shifte], hold it down, and move the cursor in any
direction with the arrow keys.

You can select as little as a single character with or (Shifte](=],

and as much as whole pages with [Shifte][Pgup T] or [Shifte](Pgdnd J.

To select the entire document, press the key combination (Home], followed
by the key combination — or invoke the command Edit >
Select All.

m Canceling the selection

When you want to cancel a selection, simply press any arrow key.
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m Selecting objects

Objects can be selected only with the mouse or stylus (see above).

Moving, deleting and copying

All the operating systems that TextMaker supports have an extremely useful
feature: the clipboard.

The clipboard works like this: when you select something in the document and
then cut or copy it, your selection goes info the clipboard. The clipboard holds the
selection temporarily, so that it is available for reinsertion anywhere in the docu-
ment. In this way, the clipboard facilitates the deletion, copying and moving of text
segments (as well as objects).

All the required commands are found in the Edit menu:

Command Explanation

Delete If you select a text segment (or object) and invoke Edit > Delete, the
segment or object will be deleted — without being moved into the
clipboard. There is a keyboard shortcut for this command to invoke

it faster: the key.

Cut The command Edit > Cut likewise deletes the content of a selection
— but not permanently. Instead, it places this content in the clipboard,
so that the content remains available for insertion later anywhere in
the document. There is also a keyboard shortcut for cutting: [C-

)X
Copy The Edit > Copy (shortcut: (Ctr1](C]) copies the content of the

selection into the clipboard.

Paste You use the Edit > Paste command to insert the content of the
clipboard into the text. Move the text cursor to the place in the text
where you want to make the insertion and then invoke the command
or press [Ctr1J(V]). You can insert the content of the clipboard
multiple times in this manner.

In case it still isn’t completely clear how the clipboard helps you delete, copy or
move something, you can consider the whole subject once again from a different
point of view:
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= How do I delete text?

Select the text segment and either cut it with to place it in the clip-
board, or delete it permanently with [De1].

= How do I move text?

Select the text segment and cut it with (x]. Then move the text cursor to
the place in the text where you want it to appear and reinsert it with (v].

= How do I copy text?

Select the text segment and copy it into the clipboard with [ctr1]{c]. Then
move the text cursor to the place where you want to insert the copy and press

(ctr1] (V.

If you want to insert the text again, all you have to do is move the text cursor to
the next place where you want to insert it and press again.

Everything works the same way for objects like pictures and drawings, as it does
for text.

Moving and copying text with the mouse (“drag and drop”’)

You can select a text segment with the mouse, drag it to another position and drop
it there. With this technique, known as “drag and drop”, you can move or copy
text very quickly.

Proceed as follows:

1.

2,

Select the text segment.

Position the mouse cursor on the selection.

Press the left mouse button and hold it down.

With the mouse button held down, drag the selection to the desired position.

When you release the mouse button, the content of the selection is moved to the
new position. When you release the mouse button while pressing the key,
the selection is instead copied to the new position.
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Pasting with special formatting

In addition to common clipboard operations like Cut, Copy, and Paste, TextMaker
offers the Edit > Paste Special command which gives you more control over how
text or objects are pasted into TextMaker.

When you place information in the clipboard using Edit > Cut or Edit > Copy,
this information is saved in several formats. For example, if you cut or copy text,
the text is saved both in formatted form and in unformatted form.

Normally, you don’t need to be concerned about this, because TextMaker auto-
matically selects the most appropriate format when it inserts the content of the
clipboard into your document in response to an Edit > Paste command. However,
if you need to, you can select the format in which the content is to be inserted
yourself. You use the Edit > Paste Special command to do this.

When you invoke this command, a dialog box appears and presents you with a list
of all the formats in which the information currently residing in the clipboard is
saved. When you select a format and then confirm with OK, the content of the
clipboard is inserted in the selected format.

Inserting a document

With the Insert > Document command, you can insert a complete TextMaker
document into the current document.

To do this, proceed as follows:

1. Move the text cursor to the position in the current document at which the other
document is to be inserted.

2. Invoke the command Insert > Document.
3. A dialog box opens and allows you to select the document to be inserted.
4. After making your selection, confirm with OK.

The selected document is inserted.
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Character formatting

Using the Format > Character command, you can change the appearance of one
or more characters in the text.

Character g|

Font | Spacing | Hyperlink

Typeface: Size: Skyle: Language:
Times Mew Raman s | (10 % | Regular ~ | | 4% Default v
Styles Underling Text color:
[] Small caps: o [] continuous E=c: “
[ &l caps [ words only Background colar:
[ Strike ut [] Hidden ® single [Transparent  +
[ Blink. [] Protected ) Double
Sample
AaBhC oYy Zz

o ot

The Format > Character dialog box provides several property sheets. You can
switch between them by clicking on one of the property sheet tabs along the top of
the dialog:

= Font property sheet

For selecting the typeface and font size, font styles like bold, italic and under-
lined, colors and language

m Spacing property sheet

For changing super- and subscript properties as well as character spacing and
pitch, and for activating kerning

m Hyperlink property sheet

For inserting and editing hyperlinks (e.g., to web pages). You will find informa-
tion about this topic in section “Creating links” beginning on page 418.
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Modifying character formatting
There are two ways to modify character formatting:

m After text has been entered, you can modify character formatting by selecting
the desired text, invoking the Format > Character command and making the
desired changes.

B As you type new text, you can modify character formatting by pausing to select
the format for the text to follow with the Format > Character dialog, and then
continuing to type. For example, you can select a new font. From that point on,
all text that you enter will appear in the new font — until you again make a font
selection.

Note also that once character formatting has been applied, it can be removed at any
time using the Format > Standard command or the Reset button in the Format >
Character dialog box. The text will then appear in the default font, without any
special character formatting.

Additional information on the topic of character formatting is presented on the
following pages.

Typeface and font size

To change the typeface and/or the font size, do the following:
1. Select the text to be modified.

2. Invoke the command Format > Character.

3. Switch to the Font property sheet.

Now you can set the desired typeface and font size:

m To change the typeface, open the Typeface dropdown list box by clicking on
the small arrow to its right and select the desired typeface.

m The most useful font sizes are presented in the Size dropdown list box. You can
select one of these sizes or enter a different size manually. Type sizes can be
given with a precision of a tenth of a point — thus a size such as 12.7 is allowed.

Font sizes are customarily given in points (abbreviated “pt”). As a rule, you should
use font sizes between 10 and 12 points for normal text, and a somewhat larger
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size, say 14 to 18 pt, for headings. Major headings may be even larger (24 pt, for
example).

Using the Formatting toolbar
You can also change the typeface and font size with the Formatting toolbar.

|\S Marral & | |Times Mew Roman + | (10 + | I~ J U

L|d L =

The Formatting toolbar

This is done by selecting the text you want to format, opening the dropdown list
box containing typefaces or the one containing type sizes and selecting the desired
format from the list with a mouse click.

Text styles

Text styles are formatting options like bold, italic, underline, etc. that give emphasis
to text.

TextMaker provides the following text styles:

m Italic: A slanted variant of the typeface.

m Bold: A heavier (“thicker”) variant of the typeface.

m SmaLL Caps: Lowercase letters are replaced with small uppercase letters.
m ALL CAPS: All letters are rendered in UPPERCASE.

m Strike-out: The text is struck through.

m Blinking: The text blinks (for HTML pages; visible in certain web browsers
only).

m Hidden: The text does not appear on the screen, or on the printed page, or both
(see the section “Hiding text” beginning on page 72).

m Protected: The text cannot be modified (see the section “Protecting text”
beginning on page 73).

®m Underline: You can give text a single or double underline. The underline can
be continuous or by words only (spaces not underlined).
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= Superscript (e.g. r* ) and subscript (e.g. H,O): These text styles are found on
the next property sheet (see “Superscripts and subscripts” beginning on page
69).

m Text color and Background color: see the next section

m Language: If necessary, you can also specify the language of a section of text
(only required when you use more than one language in a document — see sec-
tion “Setting the language” beginning on page 284).

Applying text styles

To apply text styles, invoke the command Format > Character and switch to the
dialog’s Font property sheet.

To turn on bold or italic, open the Style list (to the right of font size option) and
select the desired style from the list: Regular, Ifalic, Bold or Bold-Italic.

To apply other text styles, turn them on or off by clicking on the corresponding in
the Styles section of the dialog.

You are not limited to just one style; rather, you can apply combinations of the
styles to text (although not all combinations are possible).

Using the Formatting toolbar

The most commonly used text styles can also be applied using the Formatting
toolbar.

|\S Mormal v | [ Times MewRoman v | (10 + | | v §J U

L|d L Jd=

Click on the icon for the text style you want to apply or remove: The B stands for
bold, the [ for italic, and the U for single underline.

Tip: There are also keyboard shortcuts for the application of these text styles:
for bold, for italic, and for single underline.

Text color

You can specify the color for both the text itself and for its background.
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To do this:

1. Select the desired text.

2. Invoke the command Format > Character.
3. Switch to the Font property sheet.

You can now select the desired color for the text from the Text color list box.

Tip: The text color can also be changed using the color list |l ¥ | in the Format-
ting toolbar. Click on this list, which is situated to the right of the size list, and
select the desired color.

You can also specify a background color for the text using the Background color
list box. By default, text has a transparent background. If you select a color for
the background, the text will appear against this color — similar to being marked
with a highlighter.

If none of the existing colors suits you, you can always compose your own colors.
To do so, click on “Define color...”, the last item in the color list (see section
“Document properties, Colors property sheet” beginning on page 481).

Superscripts and subscripts

You can position text above or below the baseline and in this way create a super-
script (e.g. r* ) or subscript (e.g. H,O).

Simply select the text, invoke the command Format > Character, switch to the
Spacing property sheet and check the Superscript or Subscript check box.

If you wish, you can specify the amount of offset above or below the baseline by
entering a percentage in the Position edit box. In addition, you can specify the size
reduction to be applied to the superscripted or subscripted text by entering a
percentage in the Size edit box. For example, if you want a subscript to be the same
size as adjoining normal text, you can specify 100 percent.

Tip: Keyboard shortcuts are available for super- and subscripts as follows:
(Ctr1)(shifte](Nnum+] (the plus key located on the numeric pad) for superscript,
(Ctr1][shifte][Num-) for subscript and [Ctr1][Shifte][Num*] to remove a super- or
subscript.
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Letter spacing and character pitch

TextMaker also allows you to change the spacing and pitch of text.

Spacing is the horizontal distance between characters. Giving a value smaller than
100% causes the characters to appear closer together than normal; giving a value
larger than 100% causes the characters to appear farther apart.

If you change the character pitch, the width of the characters themselves, rather
than the spacing between them, is affected.

To change these settings, invoke Format > Character, switch to the Spacing
property sheet and enter the desired value at Spacing between characters or
Character pitch.

Note: For some printers, changing the pitch of characters belonging to the prin-
ter’s internal fonts has no effect on the printout.

Kerning

Note: This feature is available only in the Windows version of TextMaker.
Certain pairs of letters look better when the spacing between these letters is
reduced or increased a bit. Such adjustments, called Kerning, can be done auto-

matically by TextMaker.

A picture illustrates best what kerning is about:

VADUZ
VADUZ

Top: without kerning, bottom: with kerning

The upper half of the picture (without kerning) shows that the letters “V”” and “A”
are too far apart when no kerning is applied. In the lower half (with kerning), this
has been corrected.
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To activate kerning, select the text of interest, choose the Format > Character
command, switch to the Spacing property sheet and activate the option Use kern-
ing.

TextMaker now automatically adjusts the spacing between all letters where this
would improve the text appearance.

Note: Only high-quality typefaces provide kerning information in their font data,
which is required to determine which letter pairs to adjust and how. All font
collections published by SoftMaker include, of course, extensive kerning infor-
mation.

Transferring formatting

With the command Format > Transfer Formatting you can quickly apply a
character’s format (typeface, size, styles etc.) to other characters.

To do so, proceed as follows:

1. Select the character whose format you want to transfer. You can also select
multiple characters; they should however have the same character format.

2. Invoke the command Format > Transfer Formatting.
The mouse pointer now becomes a little brush: Let

3. Drag the mouse (with the mouse button held down) over all characters to which
the format is to be transferred.

Hint: 1f you press and hold the key while you do this, not only the cha-
racter format is transferred but also the paragraph format.

4. If you want to apply the format to additional characters, repeat step 3 as often
as required.

5. When finished, invoke Format > Transfer Formatting again or simply press

the key.
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Hiding text

You can /ide sections of text. Normally, hidden text is displayed on the screen but
not printed.

Hidden text is ideal for comments or notes that you want to incorporate into a
document so that, for example, they will be viewable on the screen, but not appear
on the printed page.

Hiding text

To hide text, do the following:

1. Select the text you want to hide.

2. Invoke the command Format > Character.
3. Switch to the Font property sheet.

4. Check the Hidden option.

The text is now hidden. By default, it will still be displayed on the screen, but will
not appear on the printed page.

Displaying/printing hidden text

By default, hidden text is visible on the screen but does not appear on the printed
page. However, you can specify in the document’s properties whether hidden text
is to be visible on the screen and whether it is to be printed.

To do this, invoke the command File > Properties and switch to the View property
sheet. In the Hidden text group box, you will find the following options:

m Show hidden text
This option controls the visibility of hidden text on the screen.

By default, this option is checked, so that hidden text is visible. Hidden text is
displayed with a dotted underline to distinguish it from normal text.

If you disable this option, hidden text is not visible on the screen.
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m Print hidden text

The Print hidden text option controls the printing of hidden text along with the
document’s normal text.

By default, this option is not checked and hidden text is not included on the
printed page.

If you want all hidden text segments to be printed you must enable this option.

Removing the “Hidden” property
If you want to remove the Hidden formatting, do the following:

1. Make sure that the Show hidden text option in the document properties is
enabled (see above), so that you can see the text.

2. Select the hidden text, invoke Format > Character and uncheck the Hidden
option on the Font property sheet.

The text is now without the Hidden property.

Protecting text

You can protect a segment of text to prevent it from being changed or deleted.

Protecting text

To protect text, do the following:

1. Select the text you want to protect.

2. Invoke the command Format > Character.
3. Switch to the Font property sheet.

4. Check the Protected option.

Text that is protected in this manner cannot be edited. If you position the text
cursor in such text and attempt to insert or delete something, your attempts will
have no effect.
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Important note: 1f you select a range of text that includes some protected text
and delete the entire range, the protected text included in the range will be de-
leted along with the other text! Protection only prevents editing or deleting
within the protected segment itself.

Removing the “Protected” property

To remove the “Protected” property, select the segment of protected text, invoke
the command Format > Character and uncheck the Protected option on the Font
property sheet.

The text segment is no longer protected and can be edited as normal.

Removing character formatting

In case you need to remove character formatting, TextMaker lets you do this easily.
Proceed as follows:
1. Select the text segment of interest.

2. Invoke Format > Standard or press the corresponding shortcut keys:

(ctr1](Space].

TextMaker now removes any character formatting that you have applied using
Format > Character or the Formatting toolbar.

Paragraph formatting and character formatting that is part of a paragraph style
remains in place.

Note: This process also removes the Hidden and Protected property of charac-
ters. Accordingly, text that was previously hidden becomes visible, and text that
was previously protected can again be edited.
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Paragraph formatting

To specify the formats for paragraphs, use the Format > Paragraph command.
Some of the most common paragraph formats include:

Indents

Line spacing

Spacing above/below the paragraph

Paragraph alignment (left, right, centered or flush)

Hyphenation (performed automatically)

Character format (changes of font, text style, etc. that apply to the entire para-
graph)

m Tab stops

The following additional paragraph formats are available:

Bulleted and numbered lists

Drop caps

Shading

Borders

Outline level

Forced breaks before paragraphs (page breaks, column breaks...)

Paragraph control (keeping specified paragraphs together, etc.)

Additionally, you can use non-breaking spaces for keeping two words on the
same line

Paragraph formats always apply to complete paragraphs. Changes to paragraph
formatting affect the entire paragraph in which the text cursor is positioned. If you
select multiple paragraphs, all the selected paragraphs are affected.

Changing the paragraph formatting
You can modify the paragraph formatting in either of the following ways:

m To change the formatting of paragraphs affer they have been typed, select the
paragraphs of interest, invoke Format > Paragraph and make the desired
changes.

m To change the paragraph formatting while typing new text, set the desired
formatting with Format > Paragraph without anything selected. The current
paragraph is re-formatted according to your settings. Moreover, from this point
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on, every new paragraph that you begin by pressing the Enter key takes on
the same new format — until you change the paragraph formatting again.

Paragraph styles (for the advanced user): You will find that paragraph styles can
relieve you of a considerable amount of the work involved in formatting para-
graphs. With their help you can apply pre-defined formats to paragraphs very
quickly. You will find information about this topic in the chapter “Styles” begin-
ning on page 119.

Units of measure: You can enter values in TextMaker’s dialog boxes not only in
inches*, but also in other units of measure. To enter a value in specific units,
simply add one of the following units of measure after the number:

Unit Explanation

cm centimeter

in inch — 1 in equals 2.54 cm.

pt point — 72 pt equal 1 in.

pi pica (character) — 1 pi equals 12 pt.

* The default unit of measure depends on your computer’s region settings.

For example, if you type 7.62 cm as the position for a tab stop, TextMaker puts it at
3in (= 7.62 cm).

Indents

With the help of indents, you can change the left and right margins of paragraphs to
inset or widen text. The indent for the first line of a paragraph can be specified
separately.

Indents are always given relative to the page margins. For example, if the left page
margin is set at 1 in and you set the Left indent to 1.5 in, the text begins at 2.5 in.

Note: You set the page margins themselves with the help of the File > Page
Setup command, not with indents.

To use indents, place the text cursor in the desired paragraph or select multiple
paragraphs to be modified, then invoke Format > Paragraph.
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You can set the Left indent, the Right indent, and the First line indent in the
Indents group box. Enter the desired values in the respective edit boxes.

You can also enter negative values when, for example, you want to widen the text.

Using the Horizontal ruler

When the horizontal ruler is enabled (View > Horizontal Ruler checked), it
provides a convenient alternative for changing indents.

Indents are shown in the ruler as follows:

Change first line indent

B GENEER EEREEEEN TEENERES XN RN XN R SRR R TR R

Change left indent Change right indent
Change hoth first line and left indent together

To change the indents, first select the paragraph(s) you want to modify; then click
with the mouse on one of the triangles in the ruler (see illustration above), hold the
mouse button down and drag it to the desired position.

When changing the Left indent, be careful to catch hold of the correct triangle: the
lower triangle is the one that will affect this indent. Likewise, the upper triangle is
only for the First line indent. The rectangular slider under both triangles changes
both the Left and First indents together.
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Using the keyboard

Indents can also be changed using the following keyboard shortcuts:

m Increase Left indent:
m Decrease Left indent:
m Increase hanging indent*:
m Decrease hanging indent*:

* Increases the Left indent while at the same times decreasing the First line indent. As a result, the first
line of the paragraph keeps its position and only the other lines are indented.

Line spacing

Line spacing is the distance between the lines of a paragraph.

To change the line spacing, do the following:

1. If multiple paragraphs are to be modified, select them.

2. Invoke the Format > Paragraph command.

3. You will find the options for line spacing in the Line spacing group box:

First, select the method you want to use to specify the line spacing (see below)
from the dropdown list box.

Then enter the spacing in the edit box to its right.

When you confirm with OK the line spacing will be changed according to your
settings.

Methods of specifying the line spacing

You can specify the line spacing in three different ways. The dropdown list in the
Line spacing group box allows you to choose from the following methods:

= Auto (automatic line spacing)

With automatic line spacing, TextMaker determines the optimum line spacing
automatically. If you increase the font size in the paragraph, it increases the line
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