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Welcome!

Welcome!

Welcome to TextMaker! You have purchased a word processor that combines user-friendliness with powerful
features at a highly affordable price! TextMaker will enable you to complete your writing tasks quickly and
easily.

)

T

Note: This manual was written in order to describe how to use the program via the new ribbon user
interface. A description of its use via classic menus with toolbars can only be found in older manuals.

Tip: A table in the appendix shows you which ribbon command corresponds to which menu command:
Ribbon commands and corresponding menu commands

ome features of TextMaker
Available for Windows, Mac, Linux, Android and iOS
Well-designed, ergonomic user interface — either with a modern "ribbon" or classic menus with toolbars

Practical document templates for creating new documents, such as pre-designed letterheads and flyers, in
no time

Advanced paragraph formatting such as automatic numbering, bullets, borders, shadows and patterns

Paragraph and character styles that enable you to apply your favorite formatting to text at the touch of a
button

Desktop publishing (DTP) features such as "master pages", drop caps, small caps, kerning, adjustable
character spacing and pitch

Embedding of pictures in numerous file formats, extensive drawing functions, TextArt module for font
effects

Document scanning — scanning via WIA is also supported in addition to TWAIN
Powerful table functions, including computational functions

File manager with search functions

Tables of contents and indexes, footnotes, outline view (outliner)

Excellent spell check and hyphenation, large thesaurus

Integrated address book (database)

... and much more!

extMaker is being developed continually. If, when working, you discover the need for a feature that is not yet

available, or if you have any other suggestions, please contact us as we want TextMaker to meet the needs of
users!



Additional features in SoftMaker Office Professional and NX Universal

The even more powerful SoftMaker Office Professional and SoftMaker Office NX Universal include an
advanced version of TextMaker which offers the following additional features:

* Duden Korrektor from Dudenverlag (spell check, hyphenation, grammar check)
= Research function — for looking up selected terms directly on online platforms

= Read aloud — have the texts in your document read aloud to you

= Finalize removes personal information from documents

= Compress pictures compresses inserted pictures to reduce the size of the file

= QR code/Barcode — generate your own QR codes or linear barcodes

Only available in SoftMaker Office NX Universal

= Translation of documents into numerous languages using DeepL

= SmartChat — use the artificial intelligence of ChatGPT in TextMaker to create and edit Al-based texts

Android version and i0S version: Unlock locked commands

TextMaker is also available for Android and iOS devices and contains virtually all features of the Windows
version.

Some commands are locked in the Android/iOS version (recognizable by the lock in the command icon), but
they can be unlocked if necessary.

To unlock the commands, click on the command icon. The program opens a dialog box with the following
options: Users of SoftMaker Office NX Home and NX Universal can use their product key to unlock
commands. Users of other versions have the option of unlocking the features via Google Play/Apple App Store
(subject to a fee).
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Technical support

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

Website

Our website provides the latest program updates, tips and tricks, free downloads and much more.

For more information, see: www.softmaker.com

Support forums

In our support forums, you can ask our technical support team any technical questions you may have, while also
communicating with other users.

These forums can be found at: forum.softmaker.com

Inquiries to our support team

If you have any problems with our software, we will happily assist you.

You can post your questions here: www.softmaker.com/en/support/customer-support

About this manual

TextMaker has a wide variety of functions — but don't worry: you don't have to master all of them! While you're
getting started, just use those you need. If you would like to make use of TextMaker's more advanced functions
at a later stage, you can still read the relevant pages in the manual.

This manual is structured as follows:

The chapter Installation and program startup deals with the installation of TextMaker. You also learn
how to start the program.

The chapter Application window describes the individual components of TextMaker's main window.

The chapter Basics provides information on TextMaker's most important functions. It is ideal for beginners!

The chapter The TextMaker tour deals with the subject of text editing in tutorial form and shows you how
to use TextMaker by means of some practical examples.

The chapter Working with selections and the following chapters are the reference part of this manual.
These chapters are organized by subject and provide a detailed description of all functions of TextMaker.



https://www.softmaker.com/
https://forum.softmaker.com
https://www.softmaker.com/en/support/customer-support
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System requirements

In order to run this software, you require the following hardware and software:

Windows version
= Windows 11, 10, 8 or 7 (32-bit or 64-bit)

Mac version

= macOS as of version 10.14 (Mojave)
= Intel or ARM-based CPU

Linux version
* Any x86 Linux (64-bit)

Android version

= Android 9.0 or higher
= ARM-compatible CPU (32-bit or 64-bit)

i0S version
= i0S 14.0 or higher




Installation and program startup

Installation and program startup

This chapter provides information on installing and starting TextMaker.
It is divided by operating system into the following sections:

= Installing on Windows

= Installing on macOS

= Installing on Linux

= Installing on Android devices

= Installing on 10S devices

Please read the section for your operating system.

Installing on Windows

Download

If you obtained the software by downloading it from our website, you will find installation instructions in the e-
mail that you automatically received after purchasing the software.

CD-ROM

If you obtained the software on a CD-ROM, please start the installation program provided in the root folder of
the CD. Then follow the installation program's instructions to install the software.

Starting the programs

To start the installed programs, use the Start menu (the button with the Windows logo) in the lower left corner
of the screen. You will find your SoftMaker Office applications in a sub-folder called SoftMaker Office.
Entering address upon initial start: When you start TextMaker for the first time, you will be asked to enter your name, address, phone number, etc. This

information is not used for registering the program. It is in fact required by TextMaker in order to automatically personalize the supplied document
templates for letters. You can always change this information at a later stage. For more information, see Settings, General tab.
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Installing on mac0S

You will find information about installing the software in the e-mail that you automatically received after
purchasing it.

Is an error message displayed when you start the installation program?

Depending on your system settings, the following error message may be displayed when you try to start the
installation program:

= @
1

“softmaker-office-2024.pkg"
can't be opened because it was
not downloaded from the App
Store.

Your security preferences allow
installation of only apps from the App
Store.

www.softmaker.net

This occurs when your system's security settings specify that only programs that have been downloaded from
the App Store may be run.

Clicking on the question mark in the upper right corner of the message reveals how you can still run the
installation program. You then see a help window in which the following procedure is recommended:

1. Close the error message.
2. Hold down the Ctrl key and click on the installation program.
3. A context menu is displayed. Choose the command Open.

4. You then see a message which asks you if you really want to open the program. Confirm this by clicking on
the Open button.

The installation program will now start.

Starting the programs

After the installation is complete, icons for each of the installed programs will be displayed in both the
Launchpad and the Dock at the bottom of the screen. To start one of the programs, simply click on its icon.
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Installing on Linux

You will find information about installing the software in the e-mail that you automatically received after
purchasing it.

Starting the programs

In most Linux distributions, the installation program automatically creates shortcut icons for all SoftMaker
Office applications in the menu. To start any of the applications, click on the corresponding icon.

Alternatively, the following scripts are available for starting the programs:
= textmaker24 starts TextMaker.

= planmaker24 starts PlanMaker.

= presentations24 starts Presentations.

You can execute these scripts in a shell, for example.

Entering address upon initial start: When you start TextMaker for the first time, you will be asked to enter your name, address, phone number, etc. This
information is not used for registering the program. It is in fact required by TextMaker in order to automatically personalize the supplied document
templates for letters. You can always change this information at a later stage (see Settings, General tab).

Installing on Android devices

If you download an application to your Android device via the Google Play Store, you don't need to do
anything, as the application will be automatically installed immediately after downloading it.

Installing on i0S devices

If you download an application to your iOS device via the Apple App Store, you don't need to do anything, as
the application will be automatically installed immediately after downloading it.
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Application window

The following pages contain an introduction to the individual components of the TextMaker user interface, both
for the ribbon interface and for the classic menu interface.

In all other chapters, this manual is designed for the user interface with the ribbon.

If you would like to continue working with the classic menu interface, a table in the appendix shows you
which ribbon command corresponds to which menu command: Ribbon commands and corresponding menu
commands.

Tip: You can switch the user interface between ribbon and classic menus at any time. To do so, choose the
command File | Options in the ribbon (or choose Tools > Options in the classic menu). On the Appearance
tab, click on the User interface button.

Alternatively: Right-click on a free space in the ribbon or toolbar, and choose User interface.

Program window with the "Ribbon" user interface
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TextMaker with the "Ribbon" user interface (Windows version)
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Tip: Even when using the ribbon user interface, the classic menu commands are always accessible in the
ribbon view. To access them, use the "hamburger menu" (the icon = to the left of the Quick access toolbar,
highlighted in red). There, you will find all familiar menu commands from the classic menu user interface.

Program window with the "Classic menus" user interface
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TextMaker with the "Classic menu" user interface (Windows version)

Note: Most of the illustrations in this manual were produced with the Windows version of TextMaker. On
other operating systems, some of the controls look slightly different, but their functionality is the same.

Title bar

In the top line of the program, you will find the title bar.

n Testimdx * - TextMaker

This displays the program name and the name of the document that you are currently editing.
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If the document contains changes that have not yet been saved, an asterisk is displayed after its name.

User interface: Ribbon

If, in the settings, you have selected that you would prefer to use the Ribbon interface instead of Classic menus,
the upper area of the program window will look like this on your device:
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The "Ribbon" (section) and the Quick access toolbar (below)

The ribbon

Ribbons are a modern type of user interface that combines menus and toolbars to simplify the use of the
software.

As you can see, the ribbon has several tabs whose tab headers are displayed at the top: File, Home, Insert, ctc.
Each of these "ribbon tabs" contains logically combined groups (for example, on the ribbon tab Home: Edit,
Character, Paragraph, etc.) with related commands for a certain task area.

To switch to another ribbon tab, click on its tab header.

Tip: You can also switch between the ribbon tabs with a shortcut key: Use Ctrl+F12 to move to the next tab
and Ctrl+Shift+F12 to move to the previous tab. You can also scroll with the middle mouse wheel while
pointing to the top bar with the tabs.

Each icon represents a specific command. If you click on it, the corresponding command is chosen. In the group
Character on the ribbon tab Home, for example, you will find commands for formatting texts, such as font,
bold, italics, etc., which you can both read and change.

If you select a section of text beforehand, formatting changes will affect only the selected text. Otherwise, the
text that you subsequently type will be affected.

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

Other icons are switches that you can enable or disable by clicking on them — for example, the B for bold.

There are also split buttons, where you can either click on the icon to directly apply the displayed command or
use the corresponding small arrow to the right of the icon to open its dropdown menu. This is the case, for
example, when choosing the font color.
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Tip: If you hover the mouse cursor over an icon (without clicking), the program will display a text box called
a "tooltip", which describes the icon's function. This requires Show tooltips to have been enabled in the
settings.

The group arrows 4 in the bottom right corner of each command group indicate that there are other options and
commands available for that group. Simply click on this arrow to open the dialog box belonging to the group,
where you can make further settings.

The Quick access toolbar
The Quick access toolbar is displayed below the ribbon. It provides a choice of frequently used commands.

HIAdD-&-d 9 C~ k>

= Touch mode

If you enable this button, all icons in the ribbon will be slightly enlarged. This is useful when operating the
software with your finger (for example, on a tablet).

= Dark/light document mode
Switch between the usual white or a dark display of the document pages.

= Create a new file
This button opens a new document. For more information, see Starting a new document.

= Open a file
This button opens an existing document. For more information, see Opening a document.

= Save file
This button saves the document that is open in the current window. For more information, see Saving a
document.

= Undo

This button undoes the last change made to the current document. You can also choose this command
several times in succession to undo the last x changes. For more information, see Undoing changes.

= Redo
This button restores the last undone change(s). For more information, see Undoing changes.

= Object mode

Switch between edit and object mode to make it easier to edit either text or objects. For more information,
see Object mode.

To the right of the Quick access toolbar, there is a double arrow * . You can use its menu to add/remove
common buttons directly from the Quick access toolbar. You can also change the position of the Quick access
toolbar here and add additional icons via the command Customize (for Quick access toolbar and ribbon, see
below).

To the left of the Quick access toolbar, you will find the "hamburger-menu" = . Even if you have selected
the "ribbon" as the user interface, the "hamburger menu" is still available in the Quick access toolbar in case
you would like to access the menu commands of the classic menu interface.
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Creating your own ribbon and Quick access toolbar

You can change the ribbon and the Quick access toolbar at will and add additional icons. To do so, either
choose File | Customize in the ribbon or right-click on a free space in the ribbon. In the following menu, you
will find the entries Customize ribbon or Customize Quick access toolbar to open a corresponding dialog box.

You can also hide the ribbon display completely (Minimize ribbon) or change the position of the Quick access
toolbar.

For more information, see Customizing the ribbon.
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User interface: Classic menus

If, in the settings, you have selected that you would prefer to use Classic menus instead of the Ribbon interface,
the upper area of the program window will look like this on your device:

File Edit View Format Insert Object Table Tools Window Help
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Classic menus with toolbars (section)

The menu bar
The Menu bar is found directly under the title bar.

Eile Edit View Format |nsert Object Table Tools 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 choose a command.

The Standard toolbar
The Standard toolbar is displayed below the menu bar. It contains icons for TextMaker's most frequently used
commands.

D-&-HEH- 80D BrlglQ2~-C~-mEamapr 2ld- ="

Toolbars such as the Standard toolbar enable quick access to the functions of a program. Each icon represents a
specific command. If you click on it, the corresponding command is chosen.

Tip: If you hover the mouse cursor over an icon (without clicking), the program will display a tooltip that
describes the icon's function. This requires Show tooltips to have been enabled in the settings.

The Formatting toolbar

The Formatting toolbar can be found below the Standard toolbar. You can use it to both read and change the
most common text formatting (font, bold, italics, etc.).

T»

Lz  MNormal v | TimesNewRoman ¥ 10 ~ B | U v A ~ |s®~

If you select a section of text beforehand, formatting changes will affect only the selected text. Otherwise, the
text that you subsequently type will be affected.

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

Other icons in the Formatting toolbar are switches that you can enable and disable by clicking on them — for
example, the B for bold.
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There are also split buttons, where you can either click on the icon to directly apply the displayed command or
use the corresponding small arrow to the right of the icon to open its dropdown menu. This is the case, for
example, when choosing the font color.

Additional toolbars

There are additional toolbars in TextMaker that you can enable and disable as you choose. To do so, either
choose the menu command View > Toolbars or right-click on one of the displayed toolbars. You then see a
menu in which you can select toolbars that you would like to have displayed.

Customizing toolbars

You can customize the default toolbars to your liking and even create your own toolbars. For more information,
see Customizing toolbars.
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User interface on Android/i0S

In addition to the ribbon and classic menus user interfaces, the Android/iOS version provides another option:
the foolbars user interface.

The toolbars interface is designed in a manner that makes it easier to use TextMaker on smartphones and
tablets. It constitutes a mixed form of the functionalities of ribbon and classic menus. On smartphones,
TextMaker is started by default with this toolbars interface the first time you open it, while it is opened by
default with the ribbon interface on tablets.

To switch the interface, choose the command File | Options “=" in the ribbon interface or choose Tools >
Options in the classic menu interface. In the following dialog box, the Appearance tab contains the dropdown
list User interface. Here, you can choose between toolbars, ribbon or classic menus with different colors.

Tip 1: In the foolbars interface, you reach this dialog box by opening the "hamburger menu" = to the left of
the toolbar and choosing the command Tools > Options.

Tip 2: The hamburger menu also contains all other menu commands of the classic menu interface.

Using the "toolbars" user interface

The toolbars user interface contains a bar with icons at the bottom of the program window, and each icon
represents a group of commands. If you click on a group icon, another bar opens with the corresponding group
commands.

Behind the File group icon =, for example, you will find the commands Open document, Save document,
Print document, etc. To hide the displayed bar with the commands, simply click on the group icon again.

By default, the toolbar contains the following groups:

Group Commands (among others)
E File Open document, Save document, Print document, etc.
21 Edit Undo, Format painter, Copy & Paste, Search, etc.
Character Font, Font size, Font color, Text styles (bold, italics, etc.)
|El| Paragraph Line spacing, Paragraph alignment, Bulleted lists, etc.
'S Insert Objects (picture, table, text frame, AutoShape), Comments, Headers and footers, etc.
D Layout Page setup, Chapter formatting, Hyphenation, Align objects, etc.
B Review Spell check, Track changes, etc.
1 View Object mode, Zoom, Ruler, etc.
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"Keyboard" button

In Options “=, the System tab contains an option Show/hide keyboard automatically. Once this setting is
enabled, it automatically opens the on-screen keyboard when you type something into the document.

If you disable the option, this behavior is suppressed and a freely movable Keyboard button @ is displayed
instead on the document. If you click on the button, the keyboard is shown. By clicking on the button again, you
hide the keyboard.

Note: This setting is possible in any user interface for smartphones and tablets. For tablets, the Keyboard button
is only freely movable on the document in the toolbars interface if you disable the above option. In the ribbon
and classic menus interfaces, the Keyboard button is displayed instead in a fixed manner in the upper left area
of the command bar.

For smartphones only: "View" button

TextMaker offers smartphone users an additional aid, the View @ button, which is freely movable above the
document.

This enlarges the text section in which the cursor is currently positioned. If you click on this button, TextMaker
switches to edit mode. The enlarging of the section makes it easier for you to track what you are entering. If you
click on the button again, you switch back to the normal view and then have a better overview of the entire
document.

Note: Tablet users can also use this function by disabling "Desktop mode" in Options “+ (on the Appearance
tab). However, you will then lose the optimized display of TextMaker on your tablet.

Changing input mode
TextMaker supports the use of certain input modes of Android/iOS devices.

= Android

The command Input method enables you to switch to a different keyboard mode on an Android device.
TextMaker accesses the on-screen keyboard settings of your Android device for this purpose.

In the classic menus interface, you change the mode with the menu command View > Input method. In the
ribbon or toolbars user interfaces, you can choose this command via the hamburger menu = .

= iOS

If Scribble mode is enabled in TextMaker, you can write directly in a document on an iOS tablet using the
Apple Pencil. Your handwritten entries will then be converted directly into text. For other edits — for
example, those of objects — you have to disable the mode again.

In the classic menus interface, you enable or disable the mode with the menu command View > Scribble. In
the ribbon or toolbars user interfaces, you can choose this command via the hamburger menu = .

Note: The command View > Scribble is only available for iOS tablets, but not for smartphones. Please also
ensure that you have enabled the option Apple Pencil > Scribble in the system settings of your iOS tablet.
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Unlocking locked commands

Some commands are locked in the Android/iOS version (recognizable by the lock in the command icon), but
they can be unlocked if necessary.

To unlock the commands, click on the command icon. The program opens a dialog box with the following
options: Users of SoftMaker Office NX Home and NX Universal can use their product key to unlock
commands. Users of other versions have the option of unlocking the features via Google Play/Apple App Store
(subject to a fee).

Customizing command groups

You can customize the default groups as desired by adding/removing commands. Note: However, you cannot
add or delete an entire group in the toolbars user interface.

In the hamburger menu =, choose the command Tools > Customize. This opens the dialog box Customize
user interface, which is structured as follows:

= On the left side, you will find all of the commands that are available in TextMaker. On the right side, the
dropdown list Customize contains the groups that are in the toolbar. The list below it displays the
commands that are currently in the selected group.

* You can add new commands to each group (or remove them, change their position or insert separators). This
works in a similar manner to that described for the classic menus with toolbars user interface in the
Customizing toolbar icons section. Difference: Instead of "foolbar icons", you customize "group icons".
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Context menu

Regardless of the user interface in which you work, there is also another way to choose commands: via the
context menu.

This menu contains different commands depending on the current situation. If, for example, you select some
text and then right-click to open the context menu, it offers commands for cutting, copying or formatting that

text.
Text
Object mode
ot Cut Cirl+X
m Copy Ctrl+C
([ Paste Ctrl+V

Character...

A Character style...

m Paragraph...
9. Paragraph style...

“= Bullets and numbering...
Skip numbering

Remowe numbering

@ Tabs...

|:| Borders...
[] Shading...

Depending on what you have previously selected (text, objects, tables, etc.), you will be offered a variable —
contextual — selection of commands when opening the context menu. This makes it much easier for you to
quickly navigate to situational commands without a long search.

Android/i0S: In these versions, you can also open the context menu with your finger: Just tap on the screen and
hold your finger there for about a second.

Document tabs

Android/iOS: This function is not available for smartphones. For tablets, actions are possible with the tabs
within the same program window.
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A bar with document tabs can be seen above the document. It displays one tab for each open document.

G Untitled1* = Edinburgh.tmdx @ Glasgowtmdx *  |=g Balmoraltmdx *

The document tabs bar
The tabs can be used to perform the following actions:

= To make a document become the active document, lefi-click its tab. This enables you to rapidly switch
between the open documents.

= To close a document, click on its tab with the middle mouse button.
Alternatively, left-click on the X icon displayed on the far right of each tab.

= You can change the order of the tabs by dragging a tab to the desired position on the tab bar while holding
down the left mouse button.

= To release a tab and display it in a separate program window, drag it to a position outside the current
program window while holding down the left mouse button.
Of course, this can also be done in reverse: A program window that has been opened separately can be
dragged into the tab bar of an existing TextMaker program window.

By the way, documents can also be started in a new program window when they are opened. For more
information on working with multiple documents, see Working with multiple documents.

Horizontal ruler

Above the document itself, you will find the horizontal ruler, which is mostly called the ruler later in the
manual. This bar displays the indents and tabs for the current paragraph (or any paragraphs currently selected).

L -g---|---1---|---2---|---3---|---:1---|---5---|---5---é-

Indents and tabs are not only displayed there, they can also be changed via the mouse. You will learn how to do
this in the sections Indents and Tabs.

Tip: You can enable or disable the ruler in the ribbon interface via the command View | Horiz. ruler “* (also
View > Horizontal ruler in the classic menu interface).

Sidebar

The bar on the right (or left) next to the document is called a sidebar. It is a particularly useful tool:

For example, you can use the "Document map" %) function in the sidebar to display a list of all headings in a
document in order to navigate better within the document. If you double-click on one of the headings,
TextMaker immediately jumps to the corresponding heading in your document.
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Using the sidebar

Use the small toolbar at the top of the sidebar to select which function should be used in the sidebar (document
map, thumbnail preview, search, paragraph styles, character styles).

You can enable or disable the sidebar at any time:

To do so, choose the ribbon command View | group Windows | Sidebars ™ (in the classic menu interface:

View > Sidebars) and sclect the option Show sidebars. If you click on the enabled option again, you disable
the sidebar.

If you choose the command Sidebars ™ again while the sidebar is enabled, you can use the dropdown menu to
freely arrange the individual functions in the sidebars to the left or right of the document. (If all functions are
set to Show right, for example, only the right sidebar would then be displayed.)

Tip: When the sidebar is enabled, it can also be collapsed or expanded by clicking on the narrow vertical
button at the edge of the sidebar. To adjust the width of the sidebar, drag the separator between the sidebar
and the document to the left or right with the mouse.

Functions of the sidebar

You can use the small toolbar at the top of the sidebar to choose which function the sidebar should currently
have. The following icons are available (from left to right):

Icon Function
) Show document map. For more information, see Navigating with the sidebar.
o Page thumbnails to display thumbnails of your current document. See example below.
2 Search for search terms in the text. For more information, see Searching with the sidebar.
1 Show, apply and edit paragraph styles. For more information, see Paragraph styles and the sidebar.
A Show, apply and edit character styles. For more information, see Character styles and the sidebar.

By clicking on one of these icons, you can change the sidebar function at any time, depending on what you
need.

The toolbar also has a menu that you can expand by clicking on the black arrow to the right of the toolbar. The
menu contains two options that can be used to change the appearance of the toolbar as follows:

= If you select the option Display as icons, all of the aforementioned functions will be displayed side by side
as icons in the toolbar.

= If, on the other hand, you select the option Display as list, only the currently selected function is displayed
at the top instead, but all other functions can be accessed via the dropdown menu.
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Example: The "Page thumbnails" function

The "Page thumbnails" function displays a page overview of the current document with small preview images
(thumbnails) in the sidebar. This gives you a better overview of multi-page documents and enables you to easily
navigate between the pages of a document.

To do so, click on the Page thumbnails icon = at the top of the sidebar.

To jump to a specific page in the document, simply click on the respective preview image in the thumbnail.

Status bar

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

Turn italic L37Col 8 Section 1 Chapter 1 Page1of 2 English 25 words Ins

Note: If you do not see the status bar, you will have to change the settings for it as described in Settings,
Appearance tab (for the ribbon interface) or as described in Showing and hiding toolbars (for the classic
menu interface).

You can read the following information in the status bar:

Example Explanation

Italics, Different information is displayed on the far left. If you hover the mouse cursor over a command icon,
Textbox1, the function of this command is displayed here. If you select an object, its name is displayed here. If you
etc. move or resize an object, the current position/size is displayed, etc.

L37 Col8 The text cursor is positioned at line 37 and column 8 on the current page.

Section 1 The text cursor is positioned in section 1 of the document (see Multi-column page layouts).

Chapter 1 The text cursor is positioned in chapter 1 of the document (see Dividing a document into chapters).
Page 1 of 2 The text cursor is positioned on page 1 of a document with a total of 2 pages.

1 page* The text cursor counts 1 selected page. Select multiple pages as desired in order to count the number of

pages in a chosen section.

English The text in which the text cursor is currently positioned (or the currently selected text) is formatted in the
English language (see also Setting the language).

25 words This shows how many words are in the text. If you select text passages, only the selected words are
counted. (If you double-click on the display, the Statistics tab will open with further details)

Table cell If you have inserted a table, the currently selected table cells are displayed here.
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Ins This shows whether Insert mode (Ins) or Overwrite mode (Ovr) is enabled:
Ins: Insert mode is enabled — newly entered text will be inserted in front of existing text.
Ovr: Overwrite mode is enabled — newly entered text will be written over existing text.

The default setting is Ins. You can use the Ins key on your keyboard to switch between these two modes
(or by clicking on the Ins/Ovr display).

The Ins key can also be disabled. For more information, see Settings, General tab.

* This information is not displayed in the status bar by default. However, you can add this button to your own customized user interface. To do so, select
the "Count pages" button and add it to the status bar or another area (see "Tip: Configuring the status bar" below).

Tip: For certain display elements of the status bar, contextual dialog boxes open when you double-click with
the left mouse button.

Further elements of the status bar

= Screen display

On the right side of the status bar, there are also some buttons for displaying the document on the screen:

El= =M

These buttons enable you to quickly switch between standard view, continuous view, master page view,
outline view and book layout, which you can also customize on the ribbon tab View (in the classic menu
interface: in the View menu). For more information, see Customizing the document display.

= Zoom level

The status bar also contains a zoom slider that allows you to change the zoom level for the document:

- O +  100% *

To do so, either drag the slider with your mouse or click on the plus or minus icon (see Zoom level).

Tip: Configuring the status bar

If you click on the double arrow * on the far right of the status bar, you will find the following options:

* You can use the option Add/remove buttons to show or hide the individual preset elements of the status
bar.

= The option Customize opens the dialog box Customize user interface, where you can freely configure the
status bar from all commands available in TextMaker.

In the dialog box, select the item "Status bar" in the list Customize (top right). You can then add or remove
buttons from the status bar and change their order. For more information, see Customizing icons and groups
in the ribbon.

= Reset this toolbar restores all changes made to the status bar back to their original state.
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This chapter provides a brief description of TextMaker's most important basic functions.

We recommend that you then take the TextMaker tour in the next chapter, which will guide you step by step
through the program by means of practical examples.

Note: Most of the illustrations in this manual were produced with the Windows version of TextMaker. On
other operating systems, some of the controls look slightly different, but their functionality is the same.

Entering text

When you start TextMaker, an empty document is opened automatically. Thus, you can start entering text
immediately.

Note: Once you have finished writing a line, do not press the Enter key.! to start a new line. TextMaker
automatically transfers the last word in a line to the next line when there is not enough space for it.

You should press the Enter key.! only in the following cases:

= at the end of a paragraph
= to insert blank lines

Thus, let TextMaker take care of line breaks within a paragraph.

Moving the text cursor

While editing text, you always see a blinking line. This is called the 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 end of the text. The direction keys on the
keyboard are provided for this purpose. For example, the arrow keys < and - move the text cursor one
character to the left or right respectively.

Overall, the following direction keys are available for moving the text cursor:

Key Function

< One character to the left
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> One character to the right

0 One line up

N2 One line down

Home To the beginning of the line

End To the end of the line

Ctrl+n To the beginning of the current paragraph or, when pressed again, to the previous paragraph
Ctrl+V To the next paragraph

Ctrl+Home To the beginning of the document

Ctrl+End To the end of the document

Apart from that, you can also click on any part of the text with your mouse to position the text cursor there.

Androeid/iOS: In these versions, you can also simply tap on the desired position with your finger.

Deleting text

All users make typos occasionally and want to delete them again. TextMaker enables you to do so via numerous
options:

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 with the Del ("Delete") key. It deletes the character to the right
rather than to the left of the text cursor.

Deleting word on the right: If you place the cursor before the first letter of a word and then press Ctrl+Del, the
entire 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.

The key combination Ctrl+Backspace& works analogously for words to the left of the cursor.

Deleting a carriage return: You can remove a carriage return that was inserted by mistake. Try 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 jumps to the next line and the paragraph is divided. This may be done intentionally in certain
cases where a paragraph is too long and must be divided into two paragraphs. Here, however, it was a mistake —
so press the Backspace key<X to remove the carriage return.

Deleting long sections of text: The aforementioned delete keys are well suited for removing short sections of text,
but are far too laborious for deleting longer sections of text. For this reason, there is another deletion method
whereby you first select the text and then delete it completely, for example, by pressing the Del key. For more
information, see Working with selections.
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Undoing changes

In the Quick access toolbar, you can use the Undo button "7 to undo the last changes made to a document. If,
for example, you format text in a different font, all you have to do is choose the command Undo and it will be
undone again.

This not only works for formatting, but for virtually all text changes — for example, you can undo typing or the
deletion of text.

The command Undo can be applied repeatedly if necessary. For example, you can choose it five times to
reverse the last five changes. (Tip: You can set the maximum number of actions that can be reversed in the
Settings, General tab.)

If you click on the small arrow next to the Undo button, you will see a list of recent changes to which you can
revert. If you click on an entry in the list, several steps can be undone at the same time.

Redoing undone actions

There is also a counterpart to the command Undo: the Redo button " on the Quick access toolbar. This
restores the last action you undid. You can thus undo the cancellation of text changes.

This command can also be chosen several times in succession. If, for example, you choose the command Undo
five times, the last five text changes will be undone. If you then choose the command Redo five times, you will
restore the original text.

Again, you can use the small arrow next to the Redo button to select entries from the list of recent actions to
restore multiple steps at the same time.

Insert or overwrite?

Entering text is easy. You move the text cursor to the desired point in the document and start typing.

In TextMaker, Insert mode is enabled by default. If you type a character in this mode, it is inserted into the
existing text and shifts the following text forward.

Alternatively, you can switch to Overwrite mode. In this mode, the text you type overwrites the following text.

The status bar always shows which mode is currently enabled: If "Ins" is displayed there, the insert mode is
enabled. If "Ovr" is shown, you are working in overwrite mode.

You can use the Ins key on your keyboard to switch between these two modes.

Tip: The function of the Ins key can also be disabled for TextMaker. You will find the corresponding option
in the Settings, General tab.
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Starting a new document

To start a new document, choose the command File | New D (Click directly on the icon itself.) Incidentally,
this command is also in the Quick access toolbar.

(Note: If you click on the icon's arrow instead, you'll see the templates you previously used. For more
information, see "List of document templates used" below.)

Tip: Use the key combination Ctrl+N to quickly open a new document with the current default template,
while skipping the dialog box shown below.

After you click on the File | New icon D, the following dialog box appears:

Template: View: Sort by: oK

H[~7) Favaorites Medium b Mame (ascending) b
H= Templates Close
H() Deutsch - I

e roich US)
[#[=7) Business letters
[#{7) Fhyers — .
EE Pgrsonal letters || New program window

(") Espafiol

H(7) Frangais

H[) ltaliano

Mormal Ad MNormal

Available languages

The dialog box of the command File | New

If you just want to start a new document without having to deal with document templates at the moment, choose
the default template Normal. tmvx.

Tip: If you hover over a template (without clicking on it), more information about the template will be
displayed. This requires Show tooltips to have been enabled in the settings.

As soon as you confirm with OK , the new document will be created with the selected template.
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Using document templates
The above dialog box contains the following options:

Template: In addition to the folder of your selected language with the default Normal. tmvx template, you will
see some other folders in the list on the left of the dialog box. These folders contain predefined document
templates for letters and flyers, which you only have to fill in after opening them.

The Favorites folder always contains the default template as well as all "pinned" templates. They are

permanently displayed at the top in the list of the command File | New ™ for quick access. (For more
information, see the paragraph below "List of document templates used".)

Pinned templates are recognizable by the vertical pin icon * . By clicking on the pin icon, you can pin or unpin
a template.

View: The templates can be displayed in the dialog box as small, medium or large preview images in the tile
view. Alternatively, a list view in text form is also possible.

Sort by: You can view the templates sorted by name or by date.
Available languages: Here, you can select the language(s) in which document templates are to be displayed.

Set as default: Change the default template by clicking on a template and then pressing this button. In future, a
new document will always be opened with this template.

For more information on creating your own document templates, see Document templates.

Option "New program window"

The option New program window means the following: If it is enabled, the new document will be displayed in
its own program window. If the option is disabled, the new document will be created with a new tab in the
existing program window.

This setting is also saved and is applied each time a document is opened, both when new documents are created
and when existing documents are opened.

(Note: In the Android/iOS version for smartphones, a separate program window is always opened, while in the
version for tablets, a new tab is always opened in the same program window.)

List of document templates used

If you click on the small arrow of the File | New button D, the program opens a list of previously used
document templates, which you can apply directly:

Default template: The current default template is displayed here. If you just want to select the default
template, you can also click on it here in the list and skip the dialog box.

Unpinned templates: This is displayed if you have already used templates other than the default template. You
can thus use these templates directly from the list for a new document without performing a long search.

If you click on the pin icon ™ of a template, the status changes to Pinned templates: These are permanently
displayed at the top of the list (and in the Favorites folder of the dialog box, see above). You can unpin the

template by clicking on the pin icon * again.

If you click on the cross icon &, you remove an entry completely from the list. The command Delete all
unpinned items deletes all entries from the list — except the pinned templates and the default template.
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The command More will take you again to the dialog box described above.

Opening a document

To open an existing document, choose the command File | Open = by clicking directly on the icon itself.

Incidentally, this command is also in the Quick access toolbar.

(Note: If you click on the icon's arrow instead, you'll see a list of recently used files. See explanations in the
paragraph "List of recently opened files" below.)

After you have clicked directly on the Open icon =, the program will display a dialog box which may look as

follows:

(@ open X
“ v <« Documents » SoftMaker » Samples i Search Samples o
Organize MNew folder =~ 01 @

SoftMaker Mame

Backup [ Invoice.tmd:x
Bullets [Tl:nur'l.tmdx
Languages [Tourl.tmdx
PlanhMaker NX templates [T':"-"ltmdx
Presentations MX designs | [ Tourd tmdx
Samples

Settings

TextMaker NX templates
Quick path

-

[[J Mew program window

(] Preview...

File name: | Invoice tmdx

e

File manager...

All documents (.tmdi ™t

Qpen Cancel

The dialog box of the command File | Open

This dialog box may look slightly different depending on the operating system, but its function always remains
the same. Use this dialog box to tell TextMaker which document to open.

To do so, you could simply type in the name of the file you want to open manually. However, the dropdown list
with the files is more convenient because all files are listed here in the current folder and can be easily selected.
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Option "New program window"

The option New program window means the following: If it is enabled, the new document will be displayed in its
own program window. If it is disabled, the document will be opened with a new tab in the existing program
window.

This setting is also saved and is applied each time a document is opened, both when new documents are created
and when existing documents are opened.

(Note: In the Android/iOS version for smartphones, a separate program window is always opened, while in the
version for tablets, a new tab is always opened in the same program window.)

Previewing a document

When the option Preview is enabled, a little box displaying a preview of the currently selected document is
displayed to the right of the dialog box.

Opening other file formats

In addition to opening documents created in TextMaker's default file format, you can also open files created
with other word processing applications. All you have to do is select the desired format from the list of file

types.
For more information, see Working with other file formats.

Using Quick paths

You can use the Quick path button to create and choose qguick paths in order to quickly switch to a specified
folder when opening or saving files.

For more information, see Quick paths.

File manager

The File manager button opens the integrated file manager. This displays a list of your documents and allows
you to open, print, view or delete them, as well as perform searches.

For more information, see File manager.

List of recently opened files

If you click on the small arrow below the File | Open I button, you will see a list of recently opened files.
Simply click on one of these files to open it again.

In this file list, you can also select the following options:

If you click on the pin icon ™ of a file, it will appear in the list as a pinned file and will be displayed
permanently at the top of the list. Unpinned files will eventually be removed from the list of recently opened
files if the number of entries exceeds the limit that was set. For more information, see "Recently used files in
the File menu" in Settings, Files tab.
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Click on the pin icon * again to unpin the file or click on the cross icon @ to remove an entry from the list.
The command Delete all unpinned items deletes all entries from the list — except the pinned files.

The command Browse documents will take you again to the dialog box described above.

Printing a document

To print the current document, choose the ribbon command File | Print.

The program will display a dialog box in which you can specify the pages and the number of copies to be
printed. The default setting is the printing of one copy of the whole document.

For more information on outputting documents, see Outputting documents.

Saving a document

When you have completed a document, you should save it to retain it permanently. To do so, click on the
ribbon command File | Save.

Tip: This command can also be found by default in the Quick access toolbar below the ribbon.

If the document does not yet have a name, TextMaker automatically prompts you to assign a file name to it
before saving it.

Saving under a different name or in a different location

TextMaker also has a ribbon command called File | Save as. This also saves your document, but you can first
assign it another name or select another folder in which to save it.

Saving in a different file format

You can use the ribbon command File | Save as to also save a document in the file format of another program.
To do so, select the desired format in the list Save as type. For more information, see Working with other file
formats.

Saving all open documents

If you have multiple documents open at the same time, you can use the ribbon command File | Save all to save
all of them at once. TextMaker checks whether the documents have been changed since they were last saved
and saves only those that have been changed.
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Removing personal information before saving ("Finalize")

You can use the ribbon command File | Finalize to remove certain personal data from the document (document
summary, track changes, comments) before saving it if you do not want this data to be visible when sharing the
file with others.

For more information, see Finalize document.

Exiting the application

To exit TextMaker, choose the command File | Close "% and then File | Exit O. Alternatively, just click on
the X icon on the far right of the title bar or tab.

If one of the open documents has been changed since it was last saved, TextMaker automatically asks you
whether you want to save it before closing it.
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The TextMaker tour

Welcome to the TextMaker tour!
On the next pages, we will introduce you to some of TextMaker's basic functions using practical examples.

When working through the exercises, don't be afraid to experiment with new commands as you become familiar
with them! Even if something goes completely wrong, it won't matter at all. For each new lesson section, we
have provided an example document which you can open and use as the basis for the next section.

Note: Most of the illustrations in this manual were produced with the Windows version of TextMaker. On
other operating systems, some of the controls look slightly different, but their functionality is the same.

Sample letter

Are you 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, address, phone
number, etc. This information is not used for registering the program. It is in fact required by TextMaker in
order to automatically personalize the supplied document templates for letters. You can always change this
information at a later stage. For more information, see Settings, General tab.

After the program starts, it always displays an empty document in which you can start typing immediately. The
text 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.

We, at Escher Architects, would first like to start a simple letter. In other words, this letter should not just be
simple, but should also be of professional quality. At the end of this tour, you will have composed a fully-
fledged business letter with all the frills.

You might now be thinking: "This would be a lot easier if I chose the command File | New and selected one of
the prepared letter templates." This is true, of course, but you won't learn anything that way. If you are going to
take this tour, you will have to invest a little time — but then you will master the program's most important
functions and can immediately start adapting the templates to your needs!

Let's get started. First, type something resembling the following sample text. You don't have to copy it exactly
and can enter whatever text you want — the content doesn't matter.

Note: Press the Enter key. only at the places in the text that are indicated with the . icon.
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Dear Sir or Madam, J

J

This year, we have not only built for you but also for ourselves. The new Escher Complex,
one of the most daring building projects in the country, will become our new home. We

would like to take this opportunity to invite you to our opening ceremony.d

J

The celebration will take place next Saturday afternoon at 38-42 Main Street. We will be
catering for your every need in terms of refreshments, and our event program will ensure

that you have an unforgettable afternoon..d
|

Bring your family along for a day of fun and entertainment!d

o

Typo: If you make a typo, you can delete it immediately by pressing the Backspace key<. This key can be
found above the Enter key. on PC and Mac keyboards.

Your document should look something like this:

Untitled 1 * - TextMaker

Mailings  Rewview  View

Dear Sir or Madam,

This vear, we have not only built for vou but also for ourselves. The new Escher Complex, one of the most daring
building projects in the country, will become our new home. We would like to take this opportunity to invite you to
our opeting ceremony.

1 The celebration will take place next Saturday afternoon at 3 3-42 Main Street. We will be catering for vour every
need in terms of refreshments, and our event program will ensure that you have an unforgettable afternoon.

- Bring vour family along for a day of fun and entertainment! -
- t
: .
2 ¥
1 . b
L11 Col1 Section 1 Chapter1 | Page 1 of 1 English 97 words Ins D =

The finished typed text (For a better overview with minimized ribbon, see Showing and hiding the ribbon.)

We would now like to insert an address above the text of our letter as follows:
To get to the beginning of the document, press the key combination Ctrl+Home.

Then press the Enter key. seven times to insert blank lines. This creates space for our own address, which we
will enter later. By the way, you can also remove blank lines that you have inadvertently inserted by pressing
the Backspace key <.

Next, press the N 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, for example:




The TextMaker tour

Fred Smithd
7 Shepherd's Way.

Winchester Bay, Oregon 77123

Finally, insert additional blank lines by pressing the Enter key. twelve 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 would first like to save them.

Saving the sample letter

Note: You will find more information about this topic in Saving a document.

To save a document, choose the command Save =l on the ribbon tab File. This command can also be found in
the Quick access toolbar below the ribbon.

Tip: If you hover the mouse cursor over a command icon (without clicking), the program will display an info
text with an explanation of its function. This requires Show tooltips to have been enabled in the settings.

For some commands, a key combination is also displayed in brackets at the end of the info text, for example,
for the command Save (Ctrl+S). This is the shortcut key for this command. This means that you can also press
Ctrl+S to save your document.

Tip for the user interface "Classic menu": Alternatively, you can also use the underlined shortcut keys in the
menus in addition to the other shortcut keys. Type them while holding down the Alt key. To save the file, press
AIt+F for File and then S for Save.

The Save dialog box

Since our document does not yet have a name, the program automatically displays a dialog box that prompts
you to specify the file name when you choose the ribbon command File | Save.

There, type any name for the document in the box File name, or select a name from the file list if you would
like to overwrite an existing file.

Let's name the document Letter. Thus enter "Letter" in the box File name, and click on the Save button or
press the Enter key.! to confirm your entry. TextMaker saves the file under the specified name and
automatically appends the extension . tmdx. Thus the full file name is Letter. tmdx.

In the following figure, you can see an example of the open dialog box when saving the document for the first
time. You can choose your preferred storage location within the folder structure:
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Eﬂieea: X
b v « Documents » SoftMaker R &) Search Softhaker 2
Organize « Mew folder = - o
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Links
Wegmna|LHEr o
Save as type:  Docurment (*.tmdx) ~
Cuick path -
A Hide Faolders Broperties... Save Cancel

The next time you choose the command File | Save, the program will no longer display this dialog box because
the document now has a name. It will thus be saved immediately under its name.

You could also have closed the dialog box without saving. To do so, you would have clicked the Cancel button
or pressed Esc instead of Save. This "escape route" is available in all dialog boxes.

Simple formatting

We now come to the more interesting functions — for example, to text formatting, and thus to the use of fonts,
text styles (bold, italics, etc.), indents, etc.

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

Thus, let's position the text cursor two lines above the address (line 5) and type the address of our architecture
firm: You can set common hyphens between the name, street and place.

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

However, this line is much too wide for the window of a window envelope, and so we would like to decrease
the font size slightly. This brings us to an important topic: selecting.
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First select, then format

Note: For more information on selecting, see Working with selections.

To subsequently change the formatting of a section of text, you must first select it to ensure that TextMaker
knows which area to change.

To select the lines containing the address of our architecture firm, proceed as follows:

Mouse: While holding down the mouse button, drag the mouse cursor from the beginning to the end of the text
you want to select. By the way, there is an easy way to select complete lines. Just 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 select text by moving the text cursor while holding
down the Shift keyt. In this case, select the address line by positioning the text cursor in front of the first
character via the Home key and then pressing the key combination Shift+V.

Android/iOS: If you are using these versions, please note that selecting text works slightly differently there.
For more information, see Selecting text and objects.

If you have selected the line with the address of the architecture firm, you can change the font size as required.
To do so, search for the command group Character on the ribbon tab Home.

The command group "Character"

Note: For more information about text formatting, see Character formatting and Paragraph formatting.

Times Mew Roman w10 W

Al
1

B I U~ a6 x, x> A~ *®~ Ay A A

Character y

The font size of the selected text is displayed to the right of the font —a 10 point size is currently set. Click with
the mouse on the arrow to the right of "10". This opens a list of the most common font sizes. Select "8" from
the list.

Now also choose a different font. To do so, 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.

MicroSquare ~ | |8 w
The MicroSquare font in 8 point size was set.

Thus, the sender's and receiver's addresses should look something like this:
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When something goes wrong...

Note: For more information about this topic, see Undoing changes.

TextMaker has a very practical feature: With the command Undo "/ in the Quick access toolbar, you can undo
any number of the last changes made. If, for example, you format text in a different font and then don't like it,
all you have to do is choose the command Undo and it will be undone again.

This not only works for formatting, but for virtually all text changes — for example, you can undo typing or the
deletion of text.

The command Undo can be applied repeatedly if necessary. For example, you can choose it five times to
reverse the last five changes.

By the way, there is also a counterpart to the command Undo: the command Redo ' in the Quick access
toolbar. This restores the last action you undid. You can thus undo the cancellation of text changes.

Opening a file

Note: For more information about this topic, see Opening a document.

We will now open the example file Tourl . tmdx that is provided with the program. It contains the current state
of our sample letter. To open a document, choose the ribbon command File | Open.
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Now choose the command by clicking directly on the icon =, whereupon a corresponding dialog box is
displayed.

Then switch to the folder with SoftMaker's example documents. Depending on the operating system, you will
find it as follows:

= Windows: Open the folder SoftMaker\Samples in your Documents folder.
= macOS: Open the folder SoftMaker/Samples in your Documents folder.

= Linux: Open the folder SoftMaker/Samples in your Home directory.

= Android: Navigate to the folder softMaker/Samples on your SD card.

= i0S: Navigate to the folder SoftMaker/Samples in your app folder.

Locate the Tourl. tmdx file and double-click the file to open it.

Creating a letterhead

Naturally, our letter needs an impressive 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! Use Ctrl+Home to move the text cursor to the beginning of the Tour1 . tmdx document you
just opened. Now type:

Escher & Sons, Architectsd

Design and Planning of Construction Projects of all Sizes

The company name may appear slightly larger: Select the first line, format it on the ribbon tab Home | group
Character in the MicroSquare font, choose a font size of 32 points and enable bold print.

Is 32 not included in the list of font sizes? If not, it doesn't matter because the list only has the most common
sizes. You can enter values manually at any time. Simply click on the font size, enter "32" and confirm with the
Enter key...

You could even specify font sizes with a decimal point (for example, 11.6 points) to fit text exactly into the
available space.

Finally, the command group Character should look as follows:

Al
1

MicroSquare w132 |
B| I U~ a3 x. x> A~ **~ Ay A A

Character

Font was set to MicroSquare 32 point bold
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We now want to format the second line in MicroSquare 12 point italics. To do so, we must first select this line
as usual. However, do not use the command button to change the font size this time. Instead, click on the group
arrow 4 in the bottom right corner so that you can try out this method once.

The program opens a dialog box which offers all formatting options for characters at a glance.

Font  Spacing  Hyperlink

Fent: Size: Style: Language:

Times Mew Roman v 10 «  Regular v | R Default v
Styles Underline Font colon
[ | Small caps: =1 5% None y Auto y
[ Al caps
B B Colar Background color:
|| Strikethrough |_| Hidden
— — Transparent
|| Double strikethrough || Protected

Sample

AaBbCe XxYvZz

Reset Set as default... Cancel

The dialog box of the group Character on the ribbon tab Home

Note: For more information on this dialog box, see Character formatting.

The settings in this dialog box are distributed over several fabs. You can switch between them by clicking on
one of the tab headers along the top of the dialog box. As you can see, this dialog box has tabs for Font,
Spacing and Hyperlink. Since we only want to change the font, we can remain on the Font tab.

Open the dropdown list Font by clicking on the little arrow to its right, and choose the MicroSquare font. Then
choose the 12 point font size in the Size list to the right of the font list. Finally, enable italics by opening the
dropdown list Style and choosing the entry "Italic".

Click on the OK button to apply the changed formatting. Then save your document.

Paragraph alignment

Paragraph alignment refers to the manner in which TextMaker arranges text between the margins.
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You can change the paragraph alignment on the ribbon tab Home | group Paragraph.

This contains four icons that you can use to change the alignment via a mouse click:

Left align paragraph

Center paragraph

Right align paragraph

Justify paragraph

The company name should now be centered. To do so, move the text cursor in front of any character within the
company name "Escher & Sons, Architects" and click on the "Center" icon.

You can also change the paragraph alignment via the dialog box of the command group Paragraph. To do so,
click on the group arrow 4 in the bottom right corner and a dialog box will be displayed. Open the dropdown
list Alignment on the Paragraph tab. Then choose the desired paragraph alignment from this list.

Note: Paragraph formatting — that is, all formatting that you can perform in the group Paragraph — always
affects complete paragraphs. Thus if you want to change the paragraph format of a single paragraph, you
don't need to select it first, but simply move the text cursor to any position within the paragraph.

If, on the other hand, you want to change the formatting of several successive paragraphs, you must select them
beforehand. The selection may start anywhere within the first paragraph and end anywhere within the last
paragraph.

Let's try this out now. Select the command Undo 7 in the Quick access toolbar — the company name is then
left-justified again. 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 "Centered" icon. Both paragraphs will now be centered.

After you have done this, your application screen should look something like this:




The TextMaker tour

Tourl.tmdx - TextMaker

References  Mailings  Review

Escher & Sons, Architects

- Design and Planning of Construction Projects of all Sizes

Eochar & Sangs, Architscte - 78 Bekar Streat - Adents, G4 30005

- Fred Smith

: 7 Shepherd’s Way -
- Winchester Bay, Oregon 77123 =
2 .
: 3
1 . »
L2 Col 58 Section 1 Chapter 1 Page 1 of 1 English 131 words Ins D >

Letterhead in the sample letter (For a better overview with a hidden ribbon, see Showing and hiding the ribbon.)

We could now add "Best regards" to the letter and send it off. However, there are undoubtedly a few more
things that could be done to enhance this letterhead.

So let's start with some fine-tuning.

Tabs

Before going any further, you can open the Tour2 . tmdx document and compare it with your results thus far. It
contains the current state of our sample document.

Many business letters include a line with information such as "Your reference", "Your letter of", etc. We want
to insert such a line now and become familiar with the use of tabs in the process.

Note: You insert tabs by pressing the 7ab key. Although this key is labeled with two arrows % on most
keyboards, the label Tab is used in this manual in order to distinguish it more clearly from the direction
keys.

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

Your reference:[Tab]vour letter of:[TabJour reference:[Tab]Jour letter of:[Tab]pate:

Then format this line in the MicroSquare font, 8 point.
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You have now inserted tabs into the text, but you have not yet determined their exact positions. To do so, set
tab stops. By default, TextMaker automatically puts a tab stop every 0.5 inch — but you generally should not
adopt this default setting which stems from the era of typewriters.

Tab stops can be set via the dialog box of the ribbon command Layout | Tabs [ (see below) — or directly via
the horizontal rulerdisplayed above the document.

L -E---|---1---|---E---|---3---|---4---|---

The horizontal ruler

= L
or
D_

If the ruler is not visible, you must first enable it on the ribbon tab View | Horiz. ruler “*'.

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

If you want to set up the tab stops for multiple paragraphs, you must first select these paragraphs as
previously described.

With respect to our example, please now select the line you just entered and the line below it because we
want the subsequent tab stops for the next line to be set in the same manner.

2. Choose the desired tab type.
To do so, click on the icon to the left of the horizontal ruler. Each time you click on the icon, the tab type
changes. The following types are available:
[L] Left-aligned tab
[+] Centered tab (the text is centered at the tab position)
[4] Right-aligned tab (the text ends at the tab position)
[x] Decimal tab (numbers are aligned to the decimal point)
Click on this icon now until Left tabs are chosen.
3. Click on the desired tab positions in the ruler.

Use the mouse to click on the ruler at the (approximate) positions of 1 inch, 3 inches, 4 inches and 5.5
inches in order to set tab stops at those positions. Note how the text is aligned accordingly.

By the way, you could have proceeded in the opposite manner: You could have defined 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:
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The tab stops are now set and are displayed in the ruler.

If you don't like the position of a tab stop, you can move it directly in the ruler. If necessary, select the
paragraphs to be changed; then point at the tab stop with your mouse held down and drag it to a new position in
the ruler. Note: If you drag a tab stop downward out of the ruler, it will be deleted.

There is yet another way to proceed when setting tab stops.

Leave the two paragraphs selected and click on the Tabs icon [ on the ribbon tab Layout | group Paragraph.
A dialog box opens and shows you the exact positions of the tab stops that are currently set. This dialog box is
handled as follows:

Action Procedure
Set new tab stops Enter the desired position in the field Tab. 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 existing tab stops in the list, choose a new alignment with
Alignment and click on Set.

Let's go back now to our sample letter:

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

Move the text cursor to the beginning of this line (L 18) and type, for example, the following:

mB[Tab]1/23/23[Tab]ug[Tab]1/17/23

Since this line was selected along with the line above it when the tab stops were set, you see that the same tab
stops are used here also.

What is still missing, of course, is today's date. We will let TextMaker insert it automatically in the next section
and thus enable you to become familiar with a very practical feature of TextMaker, namely the fields.
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Inserting the date and other fields

Today's date should be inserted in the area below "Date", which has remained empty up until now. However,
we don't want to type it manually, as we would rather leave this task to TextMaker.

To do so, press the Tab key again behind what you just entered in order to reach the correct position.

Then click on the small arrow next to the Field icon on the ribbon tab References | group Fields (alternatively,
Insert | group Text). The program opens the following dropdown menu:

References

{1} {} Shade fields 2) Generste E

{=} Field names

Field | (1) Update fietds | 11 Update | Footn

Insert field Table of cont...
Date and time fields P Creation date
Database P | Creationtime
Page and chapter ¥ | Print date

Sequence number P | Printtime

Style reference b | Date last changed
File name ¥ | Time last changed
Summary b

In the dropdown menu, point with the mouse to the entry Date and time fields and another menu level will be
displayed. Click on the field Print date here.

Note: If you want to specify the format of the inserted date, you can open a dialog box with additional
options for fields by clicking directly on the Field icon {*!. For more information, see Fields.

TextMaker now inserts the current date into the text, and the letterhead looks something like this:
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Fields are very practical aids. On the one hand, you have just saved yourself the trouble of manually typing the
current date. In addition, the field "Print date" is not a set value, but symbolizes the current date instead. It is
automatically updated when you print the document. Thus if you print the sample letter tomorrow, tomorrow's
date will appear in the same place.

Fields not only enable you to insert the date, but also allow your document's current page number or file name
to be output — and much more.

Furthermore, fields can be used to insert database fields from a database, as is required for a mail merge.

Footers

Before proceeding, you can open the Tour3. tmdx file. It contains the current state of the sample document.

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

For footers, click directly on the Footer icon 2 on the ribbon tab Insert. The cursor is set in the bottom page
margin. This is the area in which you can enter footers.

A contextual ribbon Header and Footer is now displayed, but we won't deal with that here, and thus switch
back to the ribbon tab Home instead.
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This time, we will select the MicroSquare font in 8 point before typing. Thus, set this font on the ribbon tab
Home | group Character. If text is entered now, it will appear immediately in the selected font.

For example, type the address of our architecture office as a footer. Under the address, you can also specify
such information as bank details, managing director, commercial register entry, etc. Of course, you don't have to
strictly follow the example if it is too much typing for you:

Escher & Sons, Architects - 78 Baker Street - Atlanta, GA 300094

Telephone: 555-555-4242 - Fax: 555-555-4243

First select and then center both footers with the icon
the footers ultimately look as follows on the screen:

on the ribbon tab Home | group Paragraph so that

Tour3.tmdx = - TextMaker

References  Mailings eview  View Header and footer

L ]
Eecharf Sone, Architectz - 78 Bekar Strast - Atlente, G4 30009 *
Telephons: 555-555-4240 - Fex 555-565-4043 =
3
1 e b
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To get back to the normal text after setting up the footers, simply click on any position in the text with the
mouse. If you subsequently want to edit the footers again, all you have to do is click again with the mouse on
one of the footers.

Give it a try: In the text, click on the line under "Bring your family along..." — and you will be back in the text.

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

With best regards,
|

.J

|

M.C. Escherd

Escher & Sons, Architectsd

This in fact completes our letter. In the last section, we would just like to insert a line above the footer to
emphasize it better.
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Inserting a separator above the footer

Note: For more information about this topic, see Borders and lines.

In a letter, a line is often drawn between the footer and the body text.

On the ribbon tab Home | group Paragraph, you will find the Borders button H - . This allows you to add a
complete border or individual border lines to the left, right, top or bottom of a paragraph.

To insert a border line above the footer, set the cursor in the first line of the footer. On the ribbon tab Home,
click on the black arrow next to the Borders icon for the dropdown menu and select Top.

The paragraph should now be displayed with a thin black line above it.

Normal text paragraphs can be furnished with lines via the same method as for footers. This also works for
some types of objects, such as table cells.

Inserting fold marks

You can now also insert fold marks into your document to fold the printout of the letter in the right places by
means of two small lines in the page margin.

On the ribbon tab Layout | group Page setup, click on the group arrow 4 in the bottom right corner and switch
to the Fold marks tab in the following dialog box:
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Page format = Chapter  Fold marks

Tri-fold
B Show fold marks

Falding: Three equal-sized parts ~
Page sizes other than A4 always use three equal-sized
parts.

Pages: Show fold marks on chapter's first page ~

Bi-fold

[] Show fold marks

Pages:
Options
Position: Left e
Distance to page edge: 0.2in <

In the Tri-fold section, enable the option Show fold marks. This makes two marks in the document for
subsequent folding (one upper and one lower mark).

In the list below, select the option Three equal-sized parts. Explanation for the other two options DIN type A
and DIN type B: These options are mainly of interest to users who adhere to the DIN standards that are
common, for example, in Germany.

In the Pages list, the option Show fold marks on chapter's first page is already preset appropriately.
Explanation: The fold marks are thus only displayed on the first page of the document. Other settings (e.g. fold
marks on all pages) are, of course, also possible here.

Then confirm the insertion of the fold marks with OK.

Tip: You can also insert a central bi-fold mark as a mark that can be used as a punching orientation when
stapling documents. To do so, enable the option Show fold marks in the Bi-fold section further below in the
dialog box.

For more information about fold marks and bi-fold marks, see Fold marks.
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Printing the sample letter

If you want, you can now print your first document for review. To do so, choose the ribbon command File |

Print.
Print device
Erinter:
Brother MFC-L2T100W series Printer w Setup...
Pages Options
i All Copjes 1 =
Collate copies
() Current page [] Print to file
O Pages: 1-1 [] Drop pictures
R d
Pages to print: [] Reyerse order
Al selected pages e Double-sided printing
Single sided w
Pages per sheet: NG =ide
One page e
Rad OK Cancel

YI"he dialog box for File | Print
In the dialog box "Print", you can specify how many copies and which pages are to be printed. By default, one
copy of all pages is printed. Confirm with OK.

Tip: Before actually printing a document, you can preview the printout via the ribbon command File | Print
preview. This feature enables you to avoid wasting paper on test prints.

Finished!

Our TextMaker tour ends here. You now know many of the program's basic functions, and you should take
some time to explore them further.

It would be a good exercise, for example, to format the letter differently or to give it a more attractive font, etc.
You will find the final example document (for the completed TextMaker tour) in the Tour4 . tmdx file.
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You can then study the rest of the manual. It has been intentionally structured so that you only need to read the
chapters that you really require. Thus, you can gradually 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 of TextMaker's functions organized into chapters by subject matter, as is customary
in a reference book.

The first chapter in the reference section is about working with selections. If you want to delete, copy or move a
part of a document, you must first select the relevant section of text. This also applies to objects (pictures,
drawings, etc.).

In addition, you must first select the relevant section of text before you can apply certain commands that will
change its formatting. If, for example, you select one word and then select a different font, only that word will
be formatted in the different font.

The following pages provide detailed information on working with selections. The following topics are
covered:

= Selecting text and objects

= Moving, deleting and copying

= Paste (special

= Inserting a document

Selecting text and objects

For some TextMaker commands, you can select a section of text (or an object) before you execute them. The
command is then applied only to the selected text or object.

The selection procedure differs depending on the operating system in use. Thus, this section is split into two
parts:

= Selecting in the Windows, Mac or Linux version

= Selecting in the Android/iOS version

Selecting in the Windows, Mac or Linux version

In the Windows, Mac or Linux version of TextMaker, you can select something as follows:
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Selecting via the mouse
To select something via the mouse, proceed as follows:

= Selecting text

To select a section of text of any length, position the mouse cursor at the beginning of the section, press and
hold down the left mouse button, and drag the cursor to the end of the desired section.

To select a word, double-click on the word.

To select a whole /ine, click in the left margin of that line. You can select multiple lines by dragging the
mouse cursor up or down beside them in the left margin.

To select a whole paragraph, double-click in the left margin beside the paragraph. Also possible: Triple-
click directly in the paragraph.

To select the whole document, press and hold the Ctrl key and click in the left margin (beside any paragraph
of the document). (Mac users: Cmd key)

Alternatively, you can do the same with the ribbon command Home | Select all L

= Selecting objects

To select an object (for example, a picture, a drawing, etc.), simply click on it with the mouse. A frame will
then appear around the object to indicate that it is now selected.

To select multiple objects, switch to object mode (see Object mode).

Selecting via the keyboard
Alternatively, you can use the keyboard. To do so, proceed as follows:

= Selecting text

Move the text cursor to the beginning of the text you want to select. Press the Shift key, hold it down, and
then move the text cursor in any direction with the arrow keys.

For example, you can select the following:
a single character with Shift+< or Shift+->

a single word with Ctrl+Shift+< or Ctrl+Shift+->
(for Mac: Alt+Shift+< or Alt+Shift+->)

whole pages with Shift+PageUp or Shift+PageDownV

To select the whole document, you can press the key combination Ctrl+Home, followed by the key
combination Ctrl+Shift+End.

Alternatively, you can do the same with the ribbon command Home | Select all =

= Selecting objects

Objects can only be selected with the mouse (see above).
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Selecting non-contiguous text sections

You can also select non-contiguous text parts with TextMaker (multiple selections of text). To do so, select a
word, line, paragraph, or any section of text in your document using the methods described above.

While holding down the Ctrl key, you can then select another text element elsewhere in the document with the
mouse.

(On a Mac, you have to use the Cmd key.)

If, for example, you want to select several words that are distributed non-contiguously in the text, proceed as
follows:

1. Select the first word you need — by double-clicking on it with the mouse, for example.
2. Press and hold down the Ctrl key.

3. Select the next word you need, which is located elsewhere in the text — by a single click on it with the
mouse.

In this way, add more words (or text segments) to the selection as required.
All the words on which you clicked are now selected across the board. You can format this selection as a unit or

copy it, etc. If you want to remove a word from the selection, you can do so via a single mouse click on the
relevant word.

Selecting in the Android/iOS version

Selecting works a little differently on Android/iOS devices. You can use either your finger or a mouse. Proceed
as follows:

= Selecting text
The easiest way to select a section of text is as follows:

Double-click on the word that you want to use as the starting point of the selection. The word should now be
selected. This is indicated by the large "handles" that appear in front of and behind the word:

Lorem i dolor

d D

These two handles represent the beginning and end of the selection. To extend the selection to additional
text, simply drag the two handles to the desired positions.

Tip: Use the ribbon command Home | Select all “I* to select the text of the whole document.

= Selecting objects

To select an object (for example, a picture or drawing, etc.), simply click on it. A frame will then appear
around the object to indicate that it is now selected.
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To select all objects, switch to object mode (see Object mode).

Moving, deleting and copying

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

The clipboard works as follows: You select something in the document and then cut or copy the selected text to
the clipboard. You can then reinsert the selected text elsewhere in the document. The clipboard thus facilitates
the deletion, copying and moving of sections of text (as well as objects).

All necessary commands (except Delete) can be found on the ribbon tab Home | group Edit:

Command Explanation

Delete If you select a section of text (or object) and press the Del key, the text or object will be deleted
without being moved into the clipboard.

Cut The ribbon command Home | Cut also deletes the content of a selection — but not permanently.
This content is moved instead to the clipboard, where it remains available for subsequent insertion
anywhere in the document.

Copy The ribbon command Home | Copy copies the content of the selection to the clipboard.

Paste To paste the content of the clipboard into the text, place the cursor at the desired text position and
use the ribbon command Home | Paste (click directly on the icon). You can also insert the content
of the clipboard multiple times in this manner.

Paste special If you click on the small arrow below the icon rather than directly on it at Home | Paste, a
dropdown menu opens with additional options for pasting the content. For more information, see

Paste special.

These commands work in the same manner for objects such as pictures or drawings and also for table contents.
For more information, see also Deleting, copying, moving cell contents.

Moving and copying text with the mouse ("drag and drop")
Android/iOS: This function is not available in the Android or iOS version.
You can select a section of text 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.
To do so, proceed as follows:
1. Select the section of text.
2. Position the mouse cursor on the selection.
3. Press the left mouse button and hold it down.

4. With the mouse button held down, drag the selection to the desired position.
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5. When you release the mouse button, the content of the selection is moved to the new position. Tip: When
you release the mouse button while pressing the Ctrl key, the text is copied to the new position, rather than
moved.

Paste (special)

There is a more powerful variant for the ribbon command Home | group Edit | Paste o,

If, for example, you have copied text and click on the small arrow below the Paste icon, you can use the
dropdown menu to specify in which form the text from the clipboard should be pasted:

= Paste: The default paste option will be used. (Adapt formatting to target is preset as the default option.)

Tip: You can customize the default paste option in the Settings, General tab.

= The entries Adapt formatting to target, Keep source formatting and Merge formatting provide you with
advanced formatting options for pasting. If you have copied formatted text (e.g. from a web page or another
document), you can use these options to integrate the formatting of the source text into the target text to suit
your preferences.

See also "Advanced formatting options when pasting" below.

= Paste unformatted text: The original formatting of the copied text is removed, and it adopts the formatting
of the text passage where it is pasted.

= Further entries (for example, Paste picture) appear in the dropdown menu depending on what you have
copied to the clipboard.

= Paste special: Here, you can specify exactly how the content from the clipboard is to be pasted.
In detail:

When you use the commands Cut or Copy to save information to the clipboard, it is saved in multiple
formats simultaneously. If you have selected text, it appears in the clipboard in both formatted and
unformatted form.

When you choose the command Paste special, the program will display a dialog box with a list of all
formats in which the information currently stored in the clipboard is stored (text was copied in this
example).

If you select a format and then confirm with OK, the content of the clipboard will be pasted in the selected
format.
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Paste special =,

TextbAaker

T Cancel

TextMaker data

Formatted text (RTF)
Formatted text (HThL)
Unformatted text

Paste mode:

Adapt formatting to target V

For copied objects and tables, you get different entries in the dropdown menu than for copied text. Here, the
dialog box Paste special also displays a list of all formats stored in the clipboard from which you can choose.

Advanced formatting options when pasting

You can paste copied content from another source (for example, another program or TextMaker document)
with the formatting of the target text, the source text, or with a combination of both. If you want everything to
be less complex, you should paste unformatted text. See the aforementioned description in this case.

Click on the small arrow of the Paste |1 icon for the following paste options:
= Adapt formatting to target

The formatting style of the target document is retained, but "hard" formatting of the source document is
applied (manual adjustments of font size, bold print, etc.).

Example:

In your source document, the copied text contains a heading format of font size 18 from a paragraph style,
and some places are also manually formatted in bold and blue. In your target document, the text is formatted
in a heading format of font size 14 using a paragraph style.

As aresult, the heading format with font size 14 from the target document is retained, but the bold and blue
manual formatting of the source document is applied.

= Keep source formatting

The original formatting of the copied text is applied. Font size and other text styles, including hyperlinks,
appear like the formatting in the source document.

= Merge formatting

This is a combination of the aforementioned two options: Basically, the original formatting of the copied
text is adapted to the target document, but certain formatting is retained from the source document (for
example, hyperlinks or text highlighted with the text marker).
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Note: These formatting options are particularly important if formatting styles have been used in the
source/target text. Keep source formatting gives you the most comprehensible result of all the options
offered. The other two options implement differentiated parameters based on assumptions of what the user is
most likely to expect at this point.

Setting the Default paste option

If you generally want to apply one of the "advanced formatting options" listed above when pasting, this can be
specifically set as the Default paste option in TextMaker.

Choose the ribbon command File | Options = and switch to the General tab. Select the desired default paste
option here (see above for a description of each option):

= Adapt formatting to target
= Keep source formatting
= Merge formatting

= Paste unformatted text

If you click directly on the Paste icon L[ in future (or press Ctrl+V ), the copied content will always be pasted
with this formatting option.

Inserting a document

You can use the ribbon command Insert | Document E to insert a complete TextMaker document into the
current document.

Note: Object frames (for example, text frames, picture frames, etc.) will not be imported.
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. Choose the ribbon command Insert | Document E (in the group Text).
3. The program opens a dialog box in which you select the document to be inserted.
4. Confirm that it has been opened.

The selected document will now be inserted.
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Character formatting

On the ribbon tab Home | group Character, you will find the most frequently used commands to change the
appearance of single or multiple characters in the text.

Common commands: Via the icons of the command group "Character"
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You can use the group icons to directly make the following settings:

= Font and font size

= Text styles (for example, bold, italics, underlined)
= Colors

= Superscripts and subscripts

= Resetting the character formatting

Additional options: In the dialog box of the command group "Character"

If you click on the group arrow 4 in the bottom right corner of the ribbon tab Home | group Character, the
program opens a dialog box in which you will find additional options for character formatting.

The displayed dialog box has several tabs that you can switch between by clicking on one of the tab headers:

= Font tab

For selecting properties like Font and font size, other Text styles, Colors, Language, Hiding text, and
Protecting text

= Spacing tab
For changing properties like Superscripts and subscripts, Letter spacing and character pitch, and
enabling/disabling Kerning

= Hyperlink tab

For inserting and editing hyperlinks (for example, to web pages). For more information, see Using
hyperlinks.



Character formatting

Font  Spacing  Hyperlink

Fent: Size: Style: Language:
Times Mew Roman v 10 *  Regular w Y Default w
Styles Underline Font colon
[ | Small caps: =1 5% None " Auto "
[ Al caps
B B Colar Background color:
|| Strikethrough |_| Hidden
— — Transparent
|| Double strikethrough || Protected
Sample
AaBbCe XxYvZz

Reset Set as default... Cancel

The Reset button on each tab can be used to undo all changes made in the open dialog box as long as you have

not confirmed them by pressing OK. For information on how to remove character formatting that is already
applied to the text, see Resetting the character formatting.

The Set as default button lets you apply changes to the character formatting as the new default setting for the
document. For more information, see Changing the default character formatting.

Changing character formatting
There are two ways to change character formatting:

= To subsequently change the character formatting, select the desired text and apply the appropriate formatting
(font, font size, etc.) via the icons or via the dialog box.

Android/iOS: If you are using these versions, please note that selecting text works slightly differently
there. For more information, see Selecting text and objects.

= To change the character formatting as you type new text, select a different font and then simply continue
typing. From that point on, all text that you enter will appear in the new font — until you select a different
font again.

See the following pages for more detailed information on character formatting.
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Font and font size

To change the font or font size of text, see the commands on the ribbon tab Home | group Character. Proceed
as follows:

Via the buttons of the command group "Character"
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1. First, select the desired text.

2. Click on the small arrow to the right of Font or Font size.

Times Mew Roman w10 e

3. Set the desired font and font size:
Font: Select the desired font from the dropdown list via a mouse click.

Font size: The dropdown list offers the most common font sizes, which you can select via a mouse click.
However, you can enter a different size manually at any time. Font sizes can be entered with a precision of a
tenth of a point — thus font sizes such as 12.7 are also allowed.

Tip: The icons A A in the group Character can be used to increase or decrease the font size by one
level.

Font sizes are usually indicated in the unit of measure "point” (abbreviated as "pt"). As a rule, you should use
font sizes between 10 and 12 points for normal text, and a somewhat larger size, such as 14 to 18 pt, for
headings. Major headings may be even larger (24 pt, for example).

Shortcut keys

You can also enter the font and font size via the keyboard:
Command Windows/Linux Mac
Select font Ctrl+D Cmd+D
Decrease font size Ctrl+8 Cmd+8
Increase font size Ctrl+9 Cmd+9
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In the dialog box of the command group "Character"

If you only want to change the font and font size, these options in the dialog box are exactly the same as the
buttons described above. Thus, it is only advisable to use the dialog box if you also want to apply other
character formatting options that are unavailable as buttons or if you want to apply another default font.

On the ribbon tab Home | group Character, you open the dialog box via the group arrow 4 in the lower right
corner and select the Font tab in the dialog box.

To change the default font (only possible via the dialog box), see Changing the default character formatting.

Text styles

Text styles are character formatting options such as bold, italics, underlining, etc.
TextMaker offers the following text styles:

= [Jtalic: A slanted variant of the font.

= Bold: A stronger ("more pronounced") variant of the font.

= Underline: The text is underlined (with various options for line styles and line colors).
= SMALL Caps*: Smaller uppercase letters are used instead of lowercase letters.

= All caps*: All characters are output as uppercase letters.

= ALL UPPERCASE**: All characters are converted into (real) capital letters.

= all lowercase**: All characters are converted into (real) lowercase letters.

= First Character Uppercase**: Each word begins with a (real) capital letter.

= Strikethreugh: The text is struck through.

= Hidden*: The text no longer appears on the screen or on the printed page. For more information, see Hiding
text.

= Protected*: The text cannot be edited. For more information, see Protecting text.

= Superscripts and subscripts: for example, r> and H,O. For more information, see Superscripts and
subscripts.

= Font color, Background color* and Highlight text**: You can also change the color of text (see Font
color).

= Language*: If necessary, you can also specify the language of a section of text (only required if you use
multiple languages in a document — see Setting the language).

* This option is only available via the dialog box of the command group "Character"
This option is only available via the icons of the command group "Character"
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Common commands: Via the icons of the command group "Character"

The most common text styles can be applied on the ribbon tab Home | group Character directly via the icons
of the group.

Al
1

Times Mew Roman w10 W
B I U~ a6 x, x> A~ *®~ Ay A A
Character y

To apply text styles, proceed as follows:
1. Select the desired text.
2. Click on the icon for the text style you would like to enable or disable.

BE I/ U~

The B stands for bold, the / for italics and the U for simple underlining. Click on the small arrow next to the
U to open a dropdown menu with further options for underlining (for line style and line color).

abk X, ¥
The ab stands for strikethrough, the x, for subscript and the x? for superscript.

AL T
If you click directly on the Aa icon or also on the small arrow next to it, the program opens a dropdown
menu which allows you to apply Change capitalization to the text.

Note: Using the options for Change capitalization is an actual spelling change that is also perceived as such
by the spell check. In contrast, the All caps option in the dialog box (see below) is only an effect (such as
italics) for display.

Text styles can be combined (almost) as desired.

Additional options: Via the dialog box of the command group "Character"
For additional text styles that you cannot find via the buttons (for example, SmarLr Cars), open the dialog box.

On the ribbon tab Home | group Character, click on the group arrow 4 in the bottom right corner and switch to
the Font tab in the dialog box.

= In the area Styles you will find small caps, all caps and strikethroughs. These can be enabled or disabled
there via a simple mouse click.

Note: The All caps option in the Styles area is only a display effect and not an actual spelling change like
the Change capitalization button described above.

* In the area Underline, you can use the dropdown lists to select different line styles and colors for underlined
text.
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= To enable bold and/or italics, open the dropdown list Style (to the right of font size) and select the desired

entry: Regular, Italic, Bold or Bold Italic.

Shortcut keys

There are also shortcut keys for some text styles:

Command Windows/Linux Mac

Bold Ctrl+B Cmd+B

Italic Ctri+1 Cmd+I

Underline Ctrl+U Cmd+U

Superscript Ctrl+Shift+(Num+) Cmd+Shift+(Num+)
Subscript Ctrl+Shift+(Num-) Cmd+Shift+(Num-)
Remove superscript or subscript Ctrl+Shift+(Num*) Cmd+Shift+(Num®*)
Change uppercase/lowercase of text Shift+F3 Shift+F3

(from "test" to "Test" to "TEST")

Note: (Num+) (Num-) (Num*) represent the keys on the numeric keypad, usually located on the right side of the keyboard.

Font color

You can change the color of the font itself or highlight the text background.

The commands for this purpose can be accessed via the ribbon tab Home | group Character.

Applying via the icons of the command group "Character"
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For the Font color e , proceed as follows:

1. Select the desired text and click on the small arrow to the right of the icon (i.e. not on the icon itself).

2. Select the desired color from the dropdown menu.

Tip: To format more text in the same color, select the text and then click on the icon itself because the last

color used will be applied again.
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Highlighting text: “™ 7
There is a Highlighter icon to the right of the font color icon. This icon works in exactly the same way, but
provides the selected text with a colored background — just like a highlighter. If you click on the small arrow of
the icon, you can select the option No highlighting in the dropdown list to remove the highlighting.

Note: This is an additional color that can only be applied via the icon. It is not the background color
mentioned below (which can only be selected via the dialog box). This is not necessarily logical, but Microsoft
Word offers this feature in exactly the same way, which is why it was implemented in TextMaker in the same
way for compatibility reasons.

Background color: In the dialog box of the command group "Character"

Insofar as only the font color is concerned, the options in the dialog box correspond exactly to the button
described above. However, in addition to the font color, you can also change the background color in the
dialog box.

Note: This is not the highlighter function mentioned above, but an additional color (which can only be applied
via the dialog box).
Proceed as follows:

1. Select the text and click on the group arrow 4 in the bottom right corner of the ribbon tab Home | group
Character. In the dialog box, switch to the Font tab.

2. Open the dropdown list Background color and select the desired color.

Notes

= Color lists only offer a few standard colors, but you can always compose your own colors. To do this, click
on the entry Define color... at the end of the dropdown list. For more information, see also Document
properties, Colors tab.

= The standard color known as Auto has a special feature: Text formatted in this color is normally displayed
in black. However, when you change the background color or the highlighter function of the text to a very
dark color, this color automatically switches to white (to ensure that the text remains readable).

Superscripts and subscripts

You can add a superscript (for example, 1?) or a subscript (for example, H,0) to text. The commands for this
can be found on the ribbon tab Home | group Character.
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Applying via the icons of the command group "Character"
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X,

Select the text and click on the respective icon X for simple Subscripts or Superscripts.

Additional options: Via the dialog box of the command group "Character"
You can also adjust the Position and Size of the superscript or subscript text in the dialog box.

Select the text and click on the group arrow 4 in the bottom right corner of the ribbon tab Home | group
Character. In the dialog box, switch to the Spacing tab and enable Superscript or Subscript.

If required, also enter the percentage of the superscript or subscript text in the field Position. You can also use
a percentage in the field Size to determine how much the font size should be reduced. For example, enter 100
percent if you do not want the font to be reduced.

Shortcut keys

You can apply superscript/subscript even faster via the following shortcut keys:

Command Windows/Linux Mac

Superscript Ctrl+Shift+(Num+) Cmd+Shift+(Num+)
Subscript Ctrl+Shift+(Num-) Cmd+Shift+(Num-)
Remove superscript or subscript Ctrl+Shift+(Num*) Cmd+Shift+(Num*)

Note: (Num+) (Num-) (Num*) represent the keys on the numeric keypad, usually located on the right side of the keyboard.

Tip for Windows users: If you simply want to insert a superscript square number (m?) or cubic number (m?)
directly, the key combination AltGr+2 or AltGr+3 is also available. Use the number bar above the letters
rather than the numbers on the numeric keypad.

Letter spacing and character pitch

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

Letter spacing is the horizontal distance between characters. If values are less than 100%, the characters are
closer together. For values greater than 100%, the characters are further apart.
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Changing the character pitch changes the width of the characters themselves rather than the distance between
them, thus the characters are distorted.

To change these settings, click on the group arrow 4 in the bottom right corner of the ribbon tab Home | group
Character. In the dialog box, switch to the Spacing tab and enter the required values for Letter spacing or
Character pitch.

Note: Some printers do not support changing the character pitch for internal printer fonts. The font then
appears wider or narrower on the screen, but not on the printout.

Kerning

Certain pairs of letters look better when the spacing between these letters is reduced or increased a bit. Such
adjusting is known as kerning.

The following figure illustrates what is meant by kerning:

VADUZ
VADUZ

Above: without kerning. Below: with kerning

The upper text (without kerning) shows that the letters "V" and "A" are usually too far apart. This was
corrected for the lower text (with kerning).

This adjusting occurs fully automatically. All you have to do is enable kerning:

Select the desired text, and click on the group arrow 4 in the bottom right corner of the ribbon tab Home | group
Character. In the dialog box, switch to the Spacing tab and enable the option Use kerning.

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

Note: Not all fonts provide kerning information in their font data. This information is required to determine
which letter pairs to adjust and how. Almost all font collections published by SoftMaker include extensive
kerning information.
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Format painter

You can use the command Home | Format painter to instantly transfer the character formatting (font and font
size, text styles, etc.) from one character to other characters.

To do so, proceed as follows:

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

"
2. Click on the Format painter icon on the ribbon tab Home | group Edit.
The mouse cursor then changes into a brush: I@'

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

Tip: If you press and hold the Ctrl key while you do this, both the character formatting and paragraph
formatting will be transferred.

4. If you want to transfer the format to other pieces of text, repeat step 3. as often as required.

5. When you are finished, click on the Format painter icon again or simply press the Esc key.

Shortcut keys

You can also use the keyboard to perform the Format painter function:

Command Windows/Linux Mac

Format painter (copying step) Ctr+Shift+C Cmd+Shift+C
Format painter (pasting step) Ctrl+Shift+V Cmd+Shift+V

Hiding text
You can hide sections of text if necessary. Hidden text is usually only displayed on a screen but is not printed.

Application: Hidden text is ideal for comments or notes that you want to incorporate into a document so that,
for example, they will be displayed on a screen but will not appear on a printout.

Hiding text

To hide text, proceed as follows:
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1. Select the desired text.

2. Click on the group arrow 4 in the bottom right corner of the ribbon tab Home | group Character.
3. In the dialog box, switch to the Font tab.

4. Select the option Hidden.

The text is now hidden. It is displayed by default on a screen, but it does not appear on a printout.

Displaying/printing hidden text

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

To do so, select the ribbon tab File | Properties and switch to the View tab in the dialog box. In the section
Hidden text, you will find the following options:

= Show hidden text
This option determines the visibility of hidden text on the screen.

This option is enabled by default. Thus 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 will not be visible on the screen.

= Print hidden text

The option Print hidden text determines the printing of hidden text along with the document's normal text.
If this option is disabled, hidden text will not be visible in the printout.

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

Removing the "Hidden" formatting again
If you want to remove the Hidden formatting, proceed as follows:

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

2. Select the hidden text, and click on the group arrow 4 in the bottom right corner of the ribbon tab Home |
group Character. On the Font tab of the subsequent dialog box, disable the option Hidden.

The text is no longer hidden now.

Protecting text

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

To protect text, proceed as follows:

1. Select the desired text.

2. On the ribbon tab Home | group Character, click on the group arrow 4 to open the dialog box.
3. In the dialog box, switch to the Font tab.

4. Enable the option Protected.

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.

Important note: If you select an unprotected text area that contains a protected section of text, you can still
delete it! Protection only prevents editing or deleting within the protected text itself.

Removing the "Protected" formatting

To remove the "Protected" attribute, select the protected section of text, open the dialog box again from the
ribbon tab Home | group Character (with the group arrow 4) and disable the option Protected on the Font tab.

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

Resetting the character formatting

TextMaker allows you to remove character formatting at any time. You will find the commands for this process
on the ribbon tab Home | group Character.

Applying via the icon in the command group "Character"
1. Select the relevant section of text.
2. Click on the Reset character formatting icon

TextMaker now removes any character formatting that you have manually applied to this section of text.
However, the program retains paragraph formatting or character formatting from paragraph styles.

Note: This process also removes the character formatting Hidden and Protected. Thus hidden text becomes
visible again, and protected text can be edited again.

Shortcut key

You can also use the keyboard to choose the command Reset character formatting:



Character formatting

Command Windows/Linux Mac

Resetting the character formatting Ctrl+Space Cmd+Space

Resetting in the dialog box of the command group "Character"

In the dialog box of the ribbon tab Home | group Character 4, you will also find a Reset button on each tab.
However, the use of this button differs from the above function: You can only use it to undo all changes made
in the open dialog box provided that you have not yet confirmed them with OK.

If the changes have already been confirmed with OK, they can only be undone via the Reset character
formatting icon described above.

Changing the default character formatting

The default character formatting settings can be changed at any time. This allows you, for example, to specify a
font other than the default font.

To do so, proceed as follows:
1. Click on the group arrow 4 in the bottom right corner of the ribbon tab Home | group Character.

2. In the dialog box, set the character format (font, font size, etc.) that you want to save as the new default
setting.

3. Important: Do not click on OK, but click on the Set as default button.

4. TextMaker asks you if you want to change the default settings only for the current document or for all new
documents:

Change in this document only: If you select this option, the new default settings will affect only the
current document.

Change for all new documents: If you select this option, the change is made not only in the current
document, but also in the standard document template (Normal . tmvx). This means that a// documents that
you create will use these settings in future.

5. Make a choice and confirm with OK.
6. Confirm again with OK to exit the dialog box completely.
The default character formatting settings have now been changed accordingly.

Note for advanced users: From a technical point of view, nothing else happens here other than that TextMaker
applies this setting to the "Normal" character style. For more information, see also "Normal" character style.
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Paragraph formatting

On the ribbon tab Home | group Paragraph, you will find the most frequently used commands for determining
the formatting of paragraphs.
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Paragraph p
You can use the group icons to directly make the following settings:
= Indents
= Line spacing
= Paragraph alignment
= Bulleted lists (or numbering)

= Shading

= Borders and lines

= Sorting text or tables

= Showing non-printable characters

Additional options: In the dialog box of the command group "Paragraph"

If you click on the group arrow 4 in the bottom right corner of the ribbon tab Home | group Paragraph, a
dialog box opens with additional options for paragraph formatting:

= Spacing above/below a paragraph

= Changing the character format for whole paragraphs
= Tabs

= Drop caps
= Qutline level
= Hyphenation frequency (see Hyphenation)

= Forcing a break before a paragraph (page break, column break)

= Paragraph control (keeping certain paragraphs together, etc.)

= Suppressing line numbers

More information can be found on the following pages.
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Paragraph formatting always applies to complete paragraphs. Changes to paragraph formatting always affect
the whole paragraph in which the text cursor is positioned. If you select multiple paragraphs, all selected
paragraphs will be affected.

Changing the paragraph formatting
You can change the paragraph formatting in two different ways:

= To subsequently change the paragraph formatting, select the relevant paragraphs and make the required
changes via the icons or the dialog box.

= To change the paragraph formatting as you type new text, use the icons or the dialog box to set the desired
formatting without first selecting anything. The current paragraph is now reformatted accordingly.
Furthermore, any new paragraph that you start with the Enter key. will be formatted in the same way until
you change the paragraph formatting again.

Paragraph styles (for advanced users): You will find that paragraph styles can save you a considerable
amount of the work involved in formatting paragraphs. You can use them to apply predefined formats to
paragraphs very quickly. For more information, see Styles.

Units of measure: In TextMaker, dialog boxes not only accept values specified in the default unit of measure
inches*, but they also accept them 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 regional settings (on Windows). For information on other operating systems, see Settings.
Appearance tab.

If, for example, you type "7.62 cm" as the position for a tab, TextMaker puts it at 3 inches (7.62 cm).

Indents

You can use indents to temporarily change the left and right margins of paragraphs to move text in or out. The
indent for the first line of a paragraph can be specified separately.

Indents are always specified relative to the page margins. If, for example, the left page margin is set to 1 in and
you set the Left indent to 1.5 in, the text starts at 2.5 in.

Tip: You do not set the page margins themselves via indents, but via Layout | Page margins.



Paragraph formatting

Using the dialog box of the command group "Paragraph”

To use indents, place the text cursor in the desired paragraph or select multiple paragraphs. Then click on the
group arrow 4 in the bottom right corner of the ribbon tab Home | group Paragraph, and switch to the
Paragraph tab in the dialog box.

You will find the options for changing the indents in the section Indents. There, you can set the Left indent,
the Right indent and the First line indent of a paragraph. Enter the desired values for the respective indents.

You can also enter negative values if you want to move text out instead of in, for example.

Using the icons of the command group "Paragraph"

The Left indent can also be applied via the two icons = = on the ribbon tab Home | group Paragraph.

Here, you can also increase/decrease the indent by a preset default value.

+
1

To do so, place the text cursor in the desired paragraph or select several paragraphs, and click on the left icon to
increase the distance from the left margin. If you click on the right icon, the distance from the left margin is
decreased.

The default size of the indent is 0.5 in and depends on the Default width in the Tabs tab. For more information,
see Using tabs.

Using the horizontal ruler

You can also use the mouse to change indents directly in the horizontal ruler displayed above the document
(unless it has been hidden with the ribbon command View | Horiz. ruler).

To do so, place the text cursor in the desired paragraph or select several paragraphs. The indents are now shown
as small handles in the ruler:

Change first line indent

3| (ERNERRS RERYRERFSETNRERS IRRNKRRY RN ERRS ERENEREL TXED §

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

The horizontal ruler (with colored indent handles)

To change an indent, click with the mouse on the corresponding handle (see figure), hold the mouse button
down and drag the handle to the desired position.

Note: When changing the Left indent, be careful to catch hold of the correct handle because only the lower
triangle will affect this indent. Likewise, the upper triangle will affect only the First line indent. On the other
hand, the rectangular handle under both triangles changes both the Left and First line indents together.

Shortcut keys

Indents can also be changed using the following shortcut keys:
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Command Windows/Linux Mac

Increase Left indent Ctrl+M Cmd+M
Decrease Left indent Ctrl+Shift+M Cmd+Shift+M
Increase hanging indent* Ctrl+T Cmd+T
Decrease hanging indent* Ctrl+Shift+T Cmd+Shift+T

* This corresponds to increasing the Left indent while decreasing the First line indent at the same time. As a result, the first line of the paragraph
maintains its position and only the indent of the lines below is increased.

Line spacing
Line spacing determines the spacing between the individual lines of a paragraph.

You will find the commands for this on the ribbon tab Home | group Paragraph.

Applying via the icon of the command group "Paragraph"

You can use the icon 1=~ to quickly and easily apply common line spacing.
Proceed as follows:

1. Place the text cursor in the desired paragraph (or select several paragraphs).
2. Click on the small arrow next to the icon for the dropdown menu.

3. Select the desired line spacing from the proposed values in the menu.

Tip: In the dialog box (see below), set a customized value in order to apply this value at any time via the
command Last in the dropdown menu of the icon.

To customize the line spacing, go to the dropdown menu of the icon and select the option More or click directly
on the icon itself. This opens a dialog box in which you will find further options for line spacing on the
Paragraph tab (see below).

Shortcut keys

For some common settings, there are also the following shortcut keys:

Command Windows/Linux Mac
Automatic single line spacing (1 line) Ctrl+1 Cmd+1
Automatic one and a half line spacing (1.5 lines) Ctrl+5 Cmd+5
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Command Windows/Linux Mac

Automatic double line spacing (2 lines) Ctrl+2 Cmd+2

Additional line spacing via the dialog box of the command group "Paragraph"
In the dialog box of the group, you can customize the values for the line spacing.
To do so, proceed as follows:

1. Place the text cursor in the desired paragraph (or select several paragraphs).

2. Click on the group arrow 4 in the bottom right corner of the ribbon tab Home | group Paragraph to open
the dialog box.

3. Switch to the Paragraph tab.

You will find the options for changing the line spacing in the section Line spacing:
4. First, use the dropdown list to select the method you want to use to specify the line spacing (see below).
5. 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

In the dialog box, you can choose which method to use to define line spacing in the dropdown list Line
spacing.

The list has the following entries:
= Single
Automatic single line spacing.
Here, the optimum line spacing is determined automatically:
If you increase the font size in the paragraph, the line spacing will be increased accordingly.
If you decrease the font size, however, the line spacing will be decreased automatically.
= Multiple
Multiple automatic line spacing.

This corresponds to the option Single and thus also provides automatic line spacing. You can increase or
decrease this spacing by specifying the desired number of lines in the input field to the right of this option.

Some examples:
Enter "1.5" for lines to obtain one and a half times the automatic line spacing.
Enter "2" to get twice the automatic line spacing.

Enter "1" to get automatic single line spacing (corresponds to selecting the option Single).
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= Exactly
Exact line spacing.

Here, you can set the line spacing to an exact value in points. Here, the line spacing will not be
automatically adjusted to the font size.

Tip: The rule of thumb for visually appealing line spacing is:
Line spacing = font size x 1.2
In the case of a 10-point font, a line spacing of about 12 points would normally be appropriate.
= At least
Automatic line spacing with a given minimum.

This setting corresponds to the option Single, but prevents any reduction below the specified minimum
value.

Thus if you enter 12 points as the minimum value, the program uses automatic single line spacing by default.
If the automatic line spacing is less than 12 points (because you are using a very small font size), an exact
line spacing of 12 points is used instead.

By default, the line spacing is set to Single.

Spacing above/below a paragraph

In addition to line spacing, you can also define how much space should be kept above the first line and below
the last line of a paragraph.

To change this setting, open the dialog box of the ribbon tab Home | group Paragraph with the group arrow 4
in the bottom right corner, and switch to the Paragraph tab.

The section Paragraph spacing contains the following options:

Before
Here, you can set the spacing that is to be kept free above a paragraph.

More specifically, you specify the spacing between the last line of the previous paragraph and the first line of
the current paragraph.

After

Here, you can set the spacing below a paragraph.

More specifically, you specify the spacing between the last line of the current paragraph and the first line of the
next paragraph.
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Suppress for paragraphs with the same paragraph style

This option was implemented primarily for the purpose of compatibility with Microsoft Word, where it also
exists.

Enabling the option has the following effects:

= If the current paragraph and the previous paragraph use the same paragraph style, the Before spacing is
automatically suppressed.

= If the current paragraph and the next paragraph use the same paragraph style, the After spacing is
automatically suppressed.

This option is disabled by default.

Paragraph alignment

Text paragraphs can be aligned in the following ways:

Left align

Center

Right align

Justify (here, the words are distributed evenly over the available space)

Applying via the buttons of the command group "Paragraph"
To change the paragraph alignment via the ribbon buttons, proceed as follows:
1. Place the text cursor in the desired paragraph (or select several paragraphs).

2. Choose the desired paragraph alignment on the ribbon tab Home | group Paragraph.

Shortcut keys

You can also use the following shortcut keys to change the paragraph alignment:
Command Windows/Linux Mac

Left align Ctrl+L Cmd+L

Center CtrlI+E Cmd+E
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Command Windows/Linux Mac
Right align Ctrl+R Cmd+R
Justify Ctrl+J Cmd+J

In the dialog box of the command group "Paragraph"

If you only want to change the paragraph alignment, the options in the dialog box are exactly the same as the
buttons described above. Thus, it is only advisable to use the dialog box if you also want to use other paragraph
formatting options that are not available as buttons.

You open the dialog box for paragraph alignment by clicking on the group arrow 4 in the bottom right corner of
the ribbon tab Home | group Paragraph. On the Paragraph tab, you will find the paragraph alignment in the
dropdown list Alignment.

Changing the_character format for whole paragraphs

If you click on the group arrow 4 in the bottom right corner of the ribbon tab Home | group Paragraph to open
the dialog box, you will see that the Paragraph tab contains a button labeled Character. You can use this
button to change the character formatting (font, text styles, etc.) for whole paragraphs.

This is especially useful for styles. For more information, see Paragraph styles.

To change the character formatting of whole paragraphs, select the desired paragraphs and click on the
Character button in the dialog box. The program will display another dialog box, which resembles that of the
ribbon tab Home | group Character. For more information, see Character formatting.

Tabs

A tab is a kind of "jump target" that you can use to position the text cursor at a specific point within a line. Tabs
are very useful for tables, for example.

You open the dialog box with the tab settings via the group arrow 4 in the bottom right corner of the ribbon tab
Home | group Paragraph (alternatively, via Layout | group Paragraph). In the dialog box, switch to the Tabs
tab.

Alternatively, just click directly on the icon [ under Layout | group Paragraph to open the dialog box.

To work with tabs, two steps are required:

1. First, set the "tab stops" in the Tabs tab. You thus specify where tabs should be located.
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2. Once this is done, you can use the Tab key to insert tabs in the text at any time — that is, to make the text
cursor jump to the next tab stop.

For more information on using tabs, see the following pages.

Using tabs

By default, tab stops are preset at 0.5 inch intervals. However, these preset tab stops are merely relics from the
era of the typewriter, and you should take the opportunity to set your own tab stops.

Since tabs count as part of paragraph formatting, you can define different tab stops for each paragraph of the
document.

To set tab stops, proceed as follows:

1. Place the text cursor in the desired paragraph (or select several paragraphs).

2. On the ribbon tab Layout | group Paragraph, click on the Tabs icon [ .

Paragraph >
Tabs
Tabs: Alignment Tab leader
0.5in O Left O Mone et
() Centered () Solid ___ Clear
() Right () Dashed ---- F—
() Decimal () Dots ...
() Middle dots -
Default width:
0.5in =

3. Enter the desired position relative to the left margin under Tabs — the left margin corresponds to "0".
4. If desired, select another Alignment and another Tab leader for the tab (see below).

5. Don't forget: Click on the Set button.

6. If necessary, set up additional tab stops in the same way before you exit the dialog box with OK.

Once tab stops have been set, you can use the Tab key to insert tabs in the text to move from one tab stop to the
next.
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Note: You can also use this dialog box to enter the Default width for the predefined tab stops mentioned earlier
(0.5 inch by default). If you define your own tabs in a paragraph, however, the predefined tabs are overridden.

Tab alignment
You use the option Alignment in the above dialog box to specify the alignment of a tab stop.

Available options:

Alignment Explanation

Left This is a normal "left-aligned" tab stop. This tab stop determines where the following text begins.

Centered The text after the tab is centered on the tab position. This tab stop determines where the middle of
the text falls.

Right Here, the text after the tab is right-aligned. This tab stop determines where the text ends.

Decimal This option is used for formatting columns of numbers. The numbers are positioned in such a way

that their decimal points are vertically aligned.

Tip: To change the alignment of existing tab stops, click on the Tabs icon [ on the ribbon tab Layout | group
Paragraph. Then select one of the set tab stops in the dialog box, change its alignment in the dropdown list
Alignment and confirm with Set.

Tab leader

You can also use the option Tab leader to specify a tab leader for a tab stop. This is then used to fill the space
that the tab skips.

Available options:

None A tab without a leader

Solid A tab with underscores as leaders

Dashed --------------- A tab with dashes as leaders

DOLS ccoeveernensenrsnionien A tab with dots as leaders (used frequently in tables of contents and indexes)
Middle dots --------- A tab with middle dots as leaders

Tip: To add leaders to existing tab stops, click on the Tabs icon [ on the ribbon tab Layout | group
Paragraph. In the dialog box, select one of the set tab stops, choose the required character from the list Tab
leader, and confirm your selection with Set.

Deleting and moving tab stops

Once a tab stop has been created, it can be changed at any time:
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To do so, select the paragraphs whose tab stops you want to edit and open the dialog box via the Tabs icon [
on the ribbon tab Layout | group Paragraph.

Select one of the set tab stops in the list Tabs. The Clear button allows you to remove it. The Clear all button
removes all tab stops in the selected paragraphs.

It is not possible to move a tab stop to a new position via the command Tabs [ . You can only clear the tab
stop and then set a new one at the desired position. However, it is easier to move tabs via the ruler.

Using the horizontal ruler

All tab stops set in the current paragraph are displayed in the horizontal ruler (unless they were hidden with the

ribbon command View | Horiz. ruler “*).

L glllﬂl

The horizontal ruler (after setting some left-aligned tabs)

Lr
F—
- or
T

=

Tab stops can also be easily set, moved and deleted via this ruler.

To set a tab, proceed as follows:

1. Place the text cursor in the desired paragraph (or select several paragraphs).
2. Choose the desired tab type.

To do so, click on the icon to the left of the ruler. Each mouse click on the icon changes the tab type:
|Z| Left-aligned tab

|Z| Centered tab (the text is centered at the tab position)

E Right-aligned tab (the text ends at the tab position)

E Decimal tab (numbers are aligned to the decimal point)

3. Then simply click on the position on the ruler where you want to set the tab stop. Of course, you can also set
multiple tab stops directly by clicking on additional positions.

To move a tab stop, click on it on the ruler with the mouse and drag it to another position while still holding
down the mouse button.

To clear a tab stop, drag it downward outside the ruler.
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Bulleted lists

Lists in which each item is presented in its own paragraph preceded by a marker are usually much easier to read
than lists that are separated by commas.

Such markers (for example, little boxes, circles, arrows. etc.) are called bullets.

Creating bulleted lists is an easy task for TextMaker users: TextMaker can add bullets to paragraphs and
automatically indent them at the touch of a button.

B Cavetourtmdx * - TextMaker

References  Mailings  Review  View

A confusing list with commas:

: Please do not forget: Air mattress, sleeping bag, flashlight, waterproof, solid
- shoes, backpack.

Easy-to-follow list with bullets:

Please do not forget:

* Air mattress
= sleeping bag

o

» flashlight -

: « waterproof, solid shoes %

- » backpack -

: F
1 L] b

L13 Col9 Section 1 Chapter1 | Page1of 1 English 35 words #

You can even create lists whose items are numbered rather than bulleted. The paragraphs are then numbered
automatically with 1., 2., 3. etc. For more information, see Automatic numbering.

Adding bullets

You can find the commands for bullets via the icon =~ on the ribbon tab Home | group Paragraph.
Bullets can be added in different ways:

A.If you just want to add a bullet without any further selection, just click directly on the icon (not on the arrow
next to it). The default bullet or the last bullet you selected will be inserted.
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B. For a manageable selection of predefined bullets, click on the arrow next to the icon. A dropdown menu

appears with Default bullets, Custom bullets, and any previously used In the document bullets. Click on the
desired bullet to insert it directly.

C. If you want to customize bullets via the dialog box with all additional options, click on the arrow next to the

icon also, but select Format bullets. For the next steps in the dialog box, see the paragraph "Other options:
Via the dialog box Bullets and numbering" below.

Now type the text into the document. At the end of the paragraph, press the Enter key. to start a new
paragraph. TextMaker automatically indents the paragraph and adds a bullet.

Alternatively, you can also select existing text, of course, choose the command via one of the methods
described above, and thus add a bullet to this text.

Ending a list or removing bullets
To end a list or remove existing bullets, proceed as follows:

First, position the text cursor at the end of the last numbered paragraph and press the Enter key.l to start a new
paragraph.

Alternatively: Select all paragraphs of the bulleted list if you want to completely remove the bullets for these
paragraphs.

As with the addition of bullets, there are now also different ways here:

A. Simply click again directly on the icon itself =~ to remove bullets.
B. Alternatively, click on the arrow next to the icon and select None from the dropdown menu.

C. To navigate via the dialog box, click on the arrow next to the icon, but select Format bullets. On the
Bullets and simple numbering tab, you will find the option None under Type.

Tip: If you want to wrap a new line in a list with bullets without creating a new bullet, simply insert a
manual line break with the shortcut key Shift+.. The next line will then appear as body text.

Other options: Via the dialog box "Bullets and numbering"

To open the "Bullets" dialog box, click on the arrow next to the icon "= 7 on the ribbon tab Home | group
Paragraph. In the dropdown menu, select Format bullets.

Tip: If a bullet already exists, you can access the dialog box even faster by clicking directly on the bullet in the
text. Alternatively, you can access it via the context menu: Bullets and numbering.
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Bullets and numbering A

Bullets & simple numbering  Mumbered lists

Type

) Numbering
Bullet
Default:

Custom:

=" FE‘? O D * >

Colon Sizes

~ Auto V

Horizontal position: 0.25in =

Vertical position: 0pt =
Alignment: Left -

In the open dialog box, you can make the following settings for the bullets on the Bullets & simple numbering
tab:

= Type

Here, you can specify whether the paragraphs should be given a Bullet or Numbering. Thus select the
option Bullet here for bullets. (For more information about the option Numbering, see Simple numbering.)

Note: You can always convert a bulleted list into a numbered list by simply changing the "Type" to Numbering. You can also do it
the other way round, of course.

When you set the type to None, existing bullets or numbers are removed.

= Default and Custom

Here, you can select the bullet to be used. The Default row contains predefined bullets from which you can
choose, and you can create your own bullets in the Custom row (see below).

= Color (only for default bullets)

You can select a different color for the bullet in the dropdown list Color. In addition to the colors offered
here, you can define new colors at any time. For more information, see Document properties, Colors tab.
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Tip: If you set the color to "Auto", TextMaker automatically uses the font color of the paragraph to the
right of the bullet.

= Size (only for default bullets)
Here, you can change the size (in points) of the bullet.

Tip: If you select the option "Auto" here, TextMaker automatically uses the font size of the paragraph to
the right of the bullet.

= Character button (only for custom bullets)

For custom bullets, the Character button appears instead of the two options above. Click on this button if
you want to change the character format (font size, color, text styles, etc.) of the bullet.

Tip: If you do not change these settings, the bullet automatically uses the character format of the
paragraph to the right of the bullet (except for the font).

= Horizontal position

This option allows you to specify how far the text should be indented to the right to make room for the
bullets.

= Vertical position

This option allows you to specify the vertical position of the bullet on the line. If the value is negative, the
bullet is positioned lower. It is positioned higher if the value is positive.

= Alignment

This option is mainly relevant for flush alignment of numbers and numbered lists. Left reduces the distance
to the text, and right increases it.

= Numbered lists tab

This tab gives access to an additional option for creating lists with bullets or numbers: numbered lists. Here,
numbered lists can be saved and re-used whenever you need them. In addition, hierarchical numbering (1.,
1.1., 1.1.1., etc.) is also possible via numbered lists.

For more information on numbered lists, see Numbered lists.

Using custom bullets

If you do not like any of the bullets offered in the above dialog box, you can use any other character as a bullet
at any time.

In the middle of the dialog box, you will find two rows of bullets. The bullets in the Default row cannot be
changed. However, the bullets in the Custom row can be changed at will.

To do so, proceed as follows:

1. In the Custom row, click on the icon that you want to change.
2. Click on the Change button to the right of the row.

3. TextMaker's character table is now displayed. First, set the desired font.
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Tip for Windows users: Numerous characters suitable for bullets are included in the icon fonts Symbol and Wingdings.
4. Double-click on the desired character.
5. The selected character is now displayed in the list of available bullets. Click on OK to apply it.

Note: The dialog box has a total of six buttons for custom bullets. Thus, you are not limited to six different
types of bullets. The custom bullets can be redefined as often as you like — even within the same document.

Drop caps
A drop cap is a large ornamental letter at the start of a paragraph.

TextMaker is able to create such an ornamental letter automatically from the first character of a paragraph. The
remaining text of the paragraph flows around the drop cap automatically, but can still be edited as usual.

Note: Drop caps can only be used in paragraphs whose paragraph alignment has been set to left-aligned or
Justified.

To use drop caps, proceed as follows:

Applying via the icon "Drop caps"
You can use the icon =l on the ribbon tab Layout | group Paragraph to use preset drop caps.
1. To do so, place the text cursor in the paragraph to which you want to add a drop cap.

2. Click on the small arrow of the icon and select the desired type of drop caps from the dropdown menu.

If you want to customize the drop caps, select More in the dropdown menu or simply click directly on the icon
itself to open the dialog box (see next paragraph).

Other options: Via the dialog box of the command group "Paragraph”

To customize the drop caps, open the dialog box as described above by clicking on the icon (or using the group
arrow 4 of the group Paragraph on the ribbon tab Home or on the ribbon tab Layout). If necessary, switch to
the Drop caps tab.

In addition to the desired type of drop caps, you can also set the appropriate Size of the font here. If you also
want the drop caps to be displayed in a different font, click on the Character button and set the desired
character formatting.

If necessary, also change the Margins for the drop caps.
Removing drop caps

To remove drop caps, click again on the arrow of the drop caps icon and select None. This entry also appears in
the dialog box.
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Shading

You can choose the ribbon command Home | group Paragraph | Shading to highlight text paragraphs with
colored shading or a pattern.

Applying directly via the icon of the command group "Paragraph"

If you click on the small arrow next to the icon T Shading, the program will open a dropdown menu with
Standard colors and Color variations. You can apply these directly to the selected paragraph by hovering over
the colors with the mouse cursor (you can see the effect on the text in the preview) and then clicking on the
desired color.

Tip: The last selected color is displayed in the icon as a small horizontal bar. If you want to apply the same color to other paragraphs,
simply select them and click on the icon itself (not the arrow). TextMaker will then reapply the last selected color.

This also applies to other shading settings, such as Patterns or Shades, which you can only find in the dialog box. You open the dialog
box by clicking on the icon's arrow and choosing More. Detailed information on the options of the dialog box can be found below.

Removing shading: Click on Transparent in the dropdown menu to remove existing shading.

Other options: Via the dialog box of the command group "Paragraph"

The dialog box contains additional shading options. The option Shades allows you to mix colors individually,
and you can also apply different Patterns in the dialog box.

You open the dialog box by clicking on the arrow of the icon T and choosing More in the dropdown menu.

Alternatively: On the ribbon tab Home | group Paragraph, click on the group arrow 4 and switch to the
Shading tab.
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Type Shades Sample
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The following settings are possible:

* Adding a shade
A shade is a color shading that is mixed from the selected foreground color and background color.
To add a shade, set the Type to Shading and then make the desired settings:

First, set the desired Foreground and Background colors. (The background color is set to white by
default.)

In the section Shades, different mixtures of these two colors are now offered. Select one of these
suggestions. Alternatively, you can enter an exact percentage for the shade in the input field under Shading.
Values between 0 (100% background color) and 100 (100% foreground color) are allowed.

= Adding a pattern
To add a pattern, click on one of the patterns in the section Patterns.

You can also select a different Foreground and Background color for the pattern.

= Removing a shade or pattern

If you want to remove existing shades or patterns, select None for Type.

Then confirm with OK.
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Borders and lines

Text paragraphs can be provided with a complete border or individual border lines at the top, bottom, left or
right.

You will find the commands for these options on the ribbon tab Home | group Paragraph.

Common borders and lines: Via the icon of the command group "Paragraph"

A selection of common borders and lines can be found via the icon Borders H - under Home | group
Paragraph.

Proceed as follows:
1. Place the text cursor in the desired paragraph (or select several paragraphs).

2. Click on the icon's arrow for the dropdown menu and select an entry with the desired properties by clicking
on it.

Note: You can also combine individual lines to your liking by reopening the dropdown menu of the Borders
icon and adding another attribute, for example, first positioning a line at the top and then an additional line
at the bottom.

The text paragraph is now provided with the relevant lines.

Tip: If you then want to add exactly the same type of border to other paragraphs, simply select them and click on the icon itself (not the
arrow). TextMaker will then reapply the most recently selected type of border.

Removing borders/lines: Click on None in the dropdown menu. All borders/lines will then be completely
removed.

If you want to edit/remove individual border lines or define additional properties for borders and lines, click on
Borders in the dropdown menu. A dialog box opens with other options (see below).

Other options: Via the dialog box of the command group "Paragraph"

For additional options, such as the color or different thickness of lines, there are various options available in the
dialog box.

You open the dialog box by clicking on the arrow of the icon H - and selecting Borders in the dropdown
menu.

Alternatively: On the ribbon tab Home | group Paragraph, click on the group arrow 4 and switch to the
Borders tab.
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Paragraph border >
Borders
Line style: Bounds:
Single lines - | Paragraph indents w
MNone Qutline Inzide
| Clearance
- Left: 3 pt =
Double lines Right: 3 pt a
Jop: 3pt &
- Bottorm: 3 pt =
Thickness: 1pt ~
Color,  HH Black b

bialog box for border lines (here: for text paragraphs)

A similar dialog box also appears for table cells. You use both dialog boxes in the same manner.
Essentially, you use this dialog box as follows:

1. First, you specify what type of border line you want to apply (line style, thickness, color).

2. Then specify where this type of border line should be placed. To do so, simply click on the desired lines (or
their buttons) in the right half of the dialog box.

Let's take a closer look at the individual steps:
For example, to add border lines to a text paragraph, proceed as follows:
1. Place the text cursor in the desired paragraph (or select several paragraphs).

2. On the ribbon tab Home | group Paragraph, click on the group arrow 4 for the dialog box and switch to the
Borders tab.

3. First, specify what type of border line you want to apply. You have the following options:
Line style (single, double or dashed lines)
Thickness of the line
Color of the line

4. Then specify where you want to apply this type of border line (top, bottom, left, right, etc.).
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For this purpose, a preview box surrounded by a set of buttons is available in the right half of the dialog box.
Use it as follows:

A. In the preview in the right half of the dialog box, simply click directly on all lines to which a border line
is to be applied.

B. Alternatively, you can use the buttons that are displayed to the left and below the preview for this
purpose. Each button represents a specific line (see icon on the button).

C. The buttons above the preview are useful shortcuts:
The Outline button applies the currently set border line to all outer borders.
The Inside button does the same for all inner lines (the "gridlines" between the table cells).
The None button removes all lines at once.

5. Add as many lines as you like by simply repeating step 4.
Of course, you can always change the line style, thickness or color (step 3) before applying it (step 4).

6. When everything is as required, confirm with OK.

Detailed information on the individual options in this dialog box can be found below.

Editing or removing existing border lines in the dialog box

You can change the style, thickness or color of existing border lines or also remove them at any time. To do so,
open the dialog box again and proceed as follows:

= Changing: To change the appearance of a line, first select the desired settings (style, thickness, color). Then,
in the preview, click on the line (or its button) to which you want to apply these settings.

= Removing: To remove a border line, click on that line (or its button) swice in the preview. Clicking once
applies the border line, while clicking it again removes it.

Tip: The None button displayed above the preview removes al/ lines at once.

Dialog box options (detailed)
In the dialog box for border lines described above, the following adjustments are possible:

= Line style

This option determines the type of line to be drawn. You can choose between different variations of single,
double and dashed lines.

= Thickness

This option determines the width of the line.

= Color
Here, you can change the colors of the line.

In addition to the colors offered here, you can define new colors at any time. For more information, see
Document properties, Colors tab.
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= Preview box

A preview box is displayed in the right half of the dialog box. This shows what the border lines would look
like when applied after you exit the dialog box with OK.

The preview box is also used to apply and remove lines:

If you click on one of the lines in this preview, the corresponding line is enabled — or disabled when you
click it again. The settings currently selected in the dialog box (line style, line thickness, color) are used for
this purpose.

Alternatively, you can use the buttons to the left and below the preview for this purpose. Each button
represents a specific line, which is indicated by the icon on the button.

The buttons shown above the preview are shortcuts: None removes all lines at once, Outline adds lines to
all outer borders, Inside does the same for all inner lines (for example, for table cells).

= Bounds

Only for text paragraphs: This option determines where the lines should start and end.
Page margins: The lines extend from the left page margin to the right page margin.

Paragraph indents: The lines extend from the left to the right indent of paragraphs. This is the default
setting.

Text: The lines are as wide as the text they enclose.

= (Clearance

Only for text paragraphs: This option determines the distance from the border lines to the text.
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Outline level

Long documents (for example, manuals) are usually provided with an outline.

To create and edit the outline of a document, TextMaker offers its own outline view with the ribbon command
View | group Views | Outline.

Standard | Continuous Master Outline Book
pages layout

Views

In the outline view, you can "designate" normal text as a heading and the outline level of existing headings as
higher or lower levels.

Treed.tmdx * - TextMaker
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Program window in the outline view

Note: Normally, you should not manually change the outline level of headings via the dialog box of the
ribbon tab Home | group Paragraph, but you should do this work via the buttons of the outline view as
recommended in this example.
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If you want to manually change the outline level, go to the ribbon tab Home | group Paragraph and click on
the group arrow 4 to open the dialog box and switch to the Paragraph tab. Select the desired level there via the
option Outline level.

For more information on working with outlines, see Outlines.

Forcing a break before a paragraph

You can instruct TextMaker to always start the current paragraph with a new page or column.

Applying via the dialog box of the command group "Paragraph"

You can use the dialog box to give a paragraph the attribute "Always make a page break/column break before
this paragraph".

Open the dialog box on the ribbon tab Home | group Paragraph by clicking on the group arrow 4 in the bottom
right corner and switching to the Text flow tab. Enable the option Page break or Column break there.

From this point on, TextMaker will always break the page or column before this paragraph — even if the
paragraph is moved to another position in the text.

Application example: If you want a certain heading to always start with a new page, you can format this
heading with the attribute Page break. If you then move or copy the heading to another location, it will also
start there with a new page.

Different function via the "Break" icon

The commands for the page break/column break via the Break icon on the ribbon tab Insert (or Layout) seem
similar at first glance. However, they must be distinguished in their function from the Page break/Column break
options in the dialog box described above because they format the page rather than the paragraph.

For more information, see the following sections:

= Page break: Inserting manual page breaks

= Column break: Multi-column page layouts

Paragraph control

Open the dialog box by clicking on the group arrow 4 in the bottom right corner of the ribbon tab Home | group
Paragraph.

On the Text flow tab, you can, among other things, set restrictions for automatic page breaks to prevent
unaesthetic page breaks.
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To do so, use the following options in the section Paragraph control:

= Keep with next

If this option is enabled, TextMaker prevents the current paragraph from being separated from the following
paragraph by an automatic page break. Instead, TextMaker inserts the break before the current paragraph.

If you have selected several paragraphs, these paragraphs and the next paragraph after them will be kept
together.

Application example: If you enable Keep with next for a heading, you can avoid the situation in which a
heading would fall at the end of a page and the related text would start on the following page.
= Keep together

Enabling this option prevents TextMaker from inserting a page break in the middle of the paragraph.
TextMaker then puts the automatic page break before the paragraph instead, so that all of it falls on the next

page.

The same applies to column breaks (for multi-column text).

= Avoid widows/orphans

This option prevents the occurrence of widows or orphans in paragraphs. A widow or orphan occurs when a
single line of a paragraph is on one page, while the rest of the paragraph is on another page. Widows and
orphans are not particularly visually appealing and interfere with the reading of longer documents.

If you enable this option, the page break will be automatically corrected in such a case to ensure that at least
two lines of the paragraph appear on each page. If this is not possible because, for example, the paragraph
consists of only two lines, the whole paragraph is placed on the next page.

Non-breaking space
There is another way to control the text flow:

In certain cases, two words separated by a space must remain on the same line. TextMaker is unaware of this
and may put the words on separate lines when it automatically inserts line breaks.

An example: You want the price "USD 29.80" to be written as one unbroken unit. You can ensure this by
inserting a protected (non-breaking) space between "USD" and "29.80". To insert such a space, press the key
combination Ctrl+Shift+Space instead of just the space bar.

When printed, the non-breaking space looks exactly like a normal space. It differs only in directing TextMaker
to ensure that the designated words are not spread over two lines.

Suppressing line numbers

Open the dialog box by clicking on the group arrow 4 in the bottom right corner of the ribbon tab Home | group
Paragraph.

The option Suppress line numbers on the Text flow tab has the following function:
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By using the ribbon command Layout | Line Numbers (in the group Section), line numbers are displayed in
the left margin of the page. If you do not want them to appear for a particular paragraph, simply enable the
option Suppress line numbers for that paragraph.

Note: Please note also for your paragraph styles that the option Suppress line numbers must be enabled or
disabled there as needed.

For more information on line numbers, see Adding line numbers.

Line break - insert manually

As an alternative to using the paragraph mark (with the Enter key.), you can jump to the next line without
starting a new paragraph:

You set a manual line break via the Break icon on the ribbon tab Insert (or Layout). Click on the icon's black
arrow and select Line break. Alternatively, simply use the key combination Shift+...

The manual line break corresponds to the automatic line break, which causes the cursor to jump to the end of
the next line. However, the manual line break can be inserted anywhere in the line.

How does this differ from the paragraph mark? While the formatting of the paragraph also applies when using
the paragraph mark (for example, the set spacing before and after the paragraph), the line break only causes a
jump to the next line. You still remain in the same block of text within the paragraph.

Tip: If you want to wrap a new line in a bulleted list without creating a new bullet, simply use the manual
line break. The next line will then appear as body text.

Sorting text or tables

On the ribbon tab Home | group Paragraph, you will also find the Sort text/table icon 21, You can use it to
sort the contents of a table as well as ordinary paragraphs in the text.

For more information, see Sorting tables and Sorting text.

Showing non-printable characters

If you enable this icon 7 on the ribbon tab Home | group Paragraph, you can show formatting markers, such
as paragraph marks, tabs, spaces, etc., so that they are easier to recognize in the text.
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To hide the formatting marks, click on the icon again.

Note: You can also show non-printable characters in a differentiated manner via the ribbon command File |
Options, View tab by selecting only individual characters there. For more information, see Settings, View
tab.
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Page formatting

This chapter covers everything you need to know about formatting pages in TextMaker. It contains the
following sections:

Inserting manual page breaks

If you want to start a new page before the text has reached the end of the current page, you can always insert
a manual page break. You will learn how to do this in this section.

Page setup

On the ribbon tab Layout | group Page setup, you define the page format of the document. This includes
settings such as page size, page orientation (portrait or landscape) and page margins.

Headers and footers

Headers and footers are consistent lines of text that are printed at the top and bottom respectively of each
page of the document. This section describes how to create and edit them.

Master pages

Headers and footers are parts of the master page. On the master page, you can insert any object frame — for
example, a picture frame with a watermark. These objects will then appear on each page of the document.

Dividing a document into chapters

All page formatting options described in this chapter apply to the whole document by default. Thus, all
pages have the same paper format and the same headers and footers, etc. However, you can also divide a
document into chapters. Each chapter can have its own set of headers and footers and its own page format.
Read this section to learn more about it.

Changing the page background

You can change the background of your document's pages at any time, for example, to add some color to
them. There are two commands for this, which work somewhat differently:

The ribbon command Layout | Background (in the group Section) and the ribbon command Layout |
Chapters. In this section, you will learn how to use these commands and what differences there are between
them.

Fold marks

Insert practical marks into your document to fold the printout of a letter in the right places by means of two
fold marks or to be able to position the holes exactly when filing documents via a bi-fold in the middle.
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Inserting manual page breaks

TextMaker automatically fills the pages of a document by default. When the text reaches the end of a page, an
automatic page break is performed and the text continues on the next page. If you want to start a new page
before the text has reached the end of the current page, you can always insert a manual page break.

To do so, move the text cursor to the position at which the new page should start.
On the ribbon tab Insert (or ribbon tab Layout), click on the black arrow of the Break icon for the dropdown
menu and select Page break there. Alternatively, you can use the shortcut key Ctrl+..

TextMaker now inserts a forced page break.

Tip: If you have enabled the icon T for formatting marks on the ribbon tab Home | group Paragraph (see also
Showing non-printable characters), the manual page break will be displayed with a dotted line.

If you need to remove a manual page break that you have forced in this manner, you can do so by positioning
the text cursor at the beginning of the first paragraph following the break and pressing the Backspace key<l.

Specifying a page break before a certain paragraph

Note: This option, which differs in its properties from the function described above, can only be set via the
dialog box of the command group "Paragraph".

In addition to forcing a premature page break via the ribbon tab Insert | Break | Page break, you can also do it
in a different way and with a different function: by giving a paragraph the attribute "Always make a page break
before this paragraph".

To do so, place the text cursor in the desired paragraph, and click on the group arrow 4 in the bottom right
corner of the ribbon tab Home| group Paragraph to open the dialog box. Switch to the Text flow tab and
enable the option Page break there.

TextMaker will then always insert a page break before this paragraph — even if you move the paragraph to a
different place in the text.

Page setup

On the ribbon tab Layout | group Page setup, you can define the page format of a document. Here, you can set
such things as paper size, page orientation (portrait or landscape) and page margins.

Note: Changes to these settings always affect the whole document unless you divide it into chapters. Each
chapter can have its own page formatting. You should divide the document into chapters if, for example, you
want to change the paper size in the middle of the document. For more information, see Dividing a document

into chapters.
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Applying via the dialog box of the command group "Page setup"

On the ribbon tab Layout | group Page setup, click on the group arrow 4 in the lower right corner to open the
dialog box and switch to the Page format tab.

Page setup X
Pageformat = Chapter  Fold marks
Orientaticn Margins
O Portrait Top: Bottom:
() Landscape Tin T Tin *
Left Right
Paper Tin = 1in =
Sire [] Mirrer margins
Letter V
Gutter
Width: Height: Position: Width:
8.35in = 1lin = Inside = D0in =
Paper trays
First page: Mext pages:
Use printer setting - Use printer setting ~

The following options are available in this dialog box:

= Orientation

Here, you can specify the Orientation of the document on the printed page: Portrait or Landscape.

= Paper

You can specify the paper size for the printed pages here. The dropdown list Size contains all paper sizes
that are supported by the current printer. If you want to specify a size that is not listed, you can do so by
manually specifying values in the fields Width and Height.

= Margins
You can set the page margins here

= Mirror margins

Ideal for book printing The page margins that you would otherwise set as left and right margins change to
inner and outer margins when this option is enabled. The set distances to the page margins then appear with
an equal width to the inner margin and an equal width to the outer margin in a multi-page document.
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Tip: On the ribbon tab View, enable the option Book layout LI so that you can view the result better. For
more information, see also Customizing the document display.

= Gutter

A gutter can be added in addition to the page margins. The gutter is an additional margin that, for example,
is required for the fold when such a document is printed and then bound or stapled together.

You can specify the position and size of the gutter.
Note: The option "Mirror margins" (see above) only permits the inside position.

= Paper trays

Only available in Windows version: If your printer has multiple paper trays, you can set the tray which the
printer should use. If you have selected the default setting Use printer setting, TextMaker does not affect
the paper feed. If, for example, you want the first page of your document to be printed on paper from tray 1
and the remaining pages on page from tray 2, you should change this setting accordingly.

There are also two more tabs in the dialog box "Page setup":

= Chapter tab

This tab contains settings for the chapter format, which is discussed in Dividing a document into chapters).

= Fold marks tab

On this tab, you can insert tri-fold marks and bi-fold marks at the beginning of each chapter. For more
information, see Fold marks.

Applying via the icons of the command group "Page setup"

Common settings of the dialog box can also be found via the icons on the ribbon tab Layout | group Page
setup. Click on the black arrow of the respective icon to open the corresponding dropdown menu.

Margins (corresponds to the options for Margins in the above dialog box):
You will find a selection of predefined values here. If required, select More in the dropdown menu to access the
dialog box for customizations.

+ Page orientation (corresponds to the options for Orientation in the above dialog box):
portrait or landscape

Page size (corresponds to the options for Paper in the above dialog):
Here you will find a selection of predefined values. If required, select More at the bottom of the dropdown menu or
click on the icon itself to perform customizations via the dialog box.
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Headers and footers

Headers and footers are consistent lines of text that are printed at the top and bottom respectively of each page
of the document.

Headers and footers are always inserted into the top and bottom margins respectively of pages. When you
change the margins of your document, the position and size of all headers and footers are adjusted
automatically.

The following pages contain everything you need to know about headers and footers.

Creating and editing headers and footers

To insert headers, click on the Header icon [ on the ribbon tab Insert | group Header and footer.
Alternatively, click on the icon's arrow to apply an appropriate header format when inserting directly from the
dropdown menu with predefined formats.

TextMaker then positions the text cursor in the header frame in the top margin of the page. Here, you can enter
and format text as usual.

The header frame is initially only one line in size, but it expands automatically when you type more than one
line of text or start a new line by pressing the Enter key...

To return to the normal text from the header frame, just click anywhere in the normal text with the mouse. If
you want to edit the headers again later, click in the header frame with the mouse. You can also just click again
on the Header icon or use the icon's arrow to select Edit headers in the dropdown menu.

The insertion and editing of footers is performed in a similar way. You use the Footer icon 2 on the ribbon tab
Insert to create footers in the bottom margin of the page. If you click on the icon's arrow, you will find a
selection of predefined formats and the command Edit footers.

Note: Headers and footers apply to the whole document by default. If you want to use different headers and
footers within the same document, you must divide the document into chapters. You can then enter different
headers and footers for each chapter. For more information, see Dividing a document into chapters.

Using the ribbon tab "Header and footer"

Once you have inserted a header or footer, you can switch to the contextual ribbon tab Header and footer for
editing.

This always appears automatically if you have placed the text cursor in a header or footer.
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The contextual ribbon tab "Header and footer”

The ribbon tab has the following buttons, from left to right:
= Header set up or open existing ones (as described above)

= Footer set up or open existing ones (as described above)

= Delete header or footer, see Deleting headers or footers

= Page number insert, see Inserting a page number

=  Minimum height, see Changing the properties of headers and footers

= Distance to page edge, see Changing the properties of headers and footers
= Distance to text, see Changing the properties of headers and footers

= Shading apply, see Changing the properties of headers and footers

= Borders apply, see Changing the properties of headers and footers

= Date/time insert, see Inserting date and time

= TField insert, see Insert additional fields

= Alignment tab insert, see Using alignment tabs
= Go to the Next header or footer
= Go to the Previous header or footer

= Leave header/footer (closes the ribbon tab and returns the text cursor to the text)

Inserting a page number

Headers and footers often contain information such as page number, date, etc. You can enter this information in
TextMaker via fields. For more information, see Inserting other fields.

If you want to insert specific page numbers, you can do so very conveniently via the Page number button @
To do so, place the cursor in the desired position in the header or footer and click directly on the Page number
icon itself on the contextual ribbon tab Header and footer.

Alternatively, you will find the command Page number on the ribbon tab Insert | group Header and footer
(this also allows page numbers to be inserted into normal text at any time).

By clicking on the Page number icon @, page numbers are thus inserted directly as a field in the cursor's
position without any other formatting.

You will also find additional formatting options for page numbers when you click on the small black arrow of
the Page number icon ~.

In the menu that appears, you have the following options:
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= Header: Predefined page number formats that you can insert as a field in the header
= Footer: same, for footers

= Current position: same, but the selected format is inserted directly in the current position of the cursor.
This can be the header or footer, but also any position in the text.

= Insert page number: This option inserts a page number as a field in the current position of the text cursor
and opens the dialog box Insert field at the same time. The list entry "Page number" for inserting and
formatting this field is already preset here.

Note: This dialog box can also be accessed by double-clicking a previously inserted field in the document.

On the right side of the dialog box, there is a "Settings" button that opens another dialog box for formatting
the page numbers (see next paragraph).

= Page number format: This option opens the dialog box Page numbers (see next paragraph).

Controlling page numbering

Page numbering in every document starts with "1" by default. If necessary, you can also instruct TextMaker to
start page numbering on the first page with a different number.

To do so, click on the small arrow of the Page number icon ™ and select Page number format in the
dropdown menu. In the open dialog box Page numbers, change the setting Numbering from Increment to
Value and enter the desired number next to it. If, for example, you type "42", the first page will have the page
number 42.

Note: In order for the document to display the page numbering you have selected here, you must also have
inserted a corresponding field for page numbers beforehand (for example, by clicking directly on the Page
number icon as described above).

For more information on this dialog box, see Formatting page numbers.

Inserting date and time

Information such as date or time, page number, etc., is often used in headers and footers. You can insert this
information via fields. For more information, see Inserting other fields.

If you want to insert a specific date/time, you can do so very conveniently via the E‘ Date/time button. This
allows you to insert the current date or time either as a field or as fixed text. First, place the text cursor in the
desired position in the header or footer and click on the Date/time icon on the contextual ribbon tab Header
and footer | group Insert.

Alternatively, you will find the command Date/time on the ribbon tab Insert | group Text (this allows you to
insert the date/time into the normal text at any time).

Inserting the date and time as fixed text

In contrast to fields, a fixed text is created with the date or time, which is no longer automatically updated.
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By choosing the ribbon command Date/time, a dialog box appears. Here, you can choose whether the
header/footer should contain the date or time, and you can specify the format.

If you do not like any of the predefined formats, you can click on the New format button and type in your own
format using the abbreviations described in Inserting a field.

Inserting the date and time as fields

If you want the date or time to be inserted as a field rather than as fixed text, enable the option Insert as field in
the dialog box. TextMaker then creates a field (Print date or Print time). For information on the use of fields,
see Fields.

Tip: Using shortcut keys

To insert the current date or time (as fixed text), you can use the following shortcut keys:
= Insert date: Ctrl+. (period)

= Insert time: Ctrl+Shift+. (period)

When you press one of these key combinations, the date or time will be inserted immediately — without a dialog
box appearing.

Inserting other fields

Headers and footers often contain information such as page numbers or date/time. These frequently used
options can be quickly entered in TextMaker via the explicitly available buttons described in the previous two
sections.

Additional fields can be inserted via the Field button [+} , which is also available directly on the ribbon tab
Header and footer.

To do so, set the cursor in the desired position in the header or footer. Choose the ribbon command Field by
clicking directly on the icon itself and select the desired field in the dialog box. Alternatively, click on the small
black arrow on the icon for a dropdown menu of presorted entries for fields.

For information about each type of field, see Fields.

Using alignment tabs

In addition to normal tabs, you can also use a very special type of tab, namely "alignment tabs", in headers and
footers.

Alignment tabs have the following special features:

= They can only be inserted in headers and footers.
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= They ignore all tab settings that have been made in a paragraph (for example, with the ribbon command
Layout | Tabs) because:

= They always align the following text relative to the page margins — either left-aligned, centered or right-
aligned.

The word "relative" is what makes this specific type of tab particularly interesting:

If, for example, you insert a centered alignment tab in the footer and add a field "Page number" behind it, this
field will be centered in the footer. So far, so good. If you now change the page margins or even set the page
format to landscape, however, the page number will still be centered in the footer. A normal centered tab stop
could not do such a thing, since normal tabs always have a specific absolute position.

To insert an alignment tab, proceed as follows:

1. Click in the header or footer to set the cursor there (or insert a new header/footer).

2. Click on the icon B on the contextual ribbon tab Header and footer to insert an alignment tab.

3. A dialog box appears. You can select the desired alignment for the tab and make some other settings (see
below) in this dialog box.

As soon as you confirm, the alignment tab is inserted and the text behind it is aligned accordingly.

Options of the dialog box
The options in this dialog box have the following functions:

= Alignment

This option determines the alignment of the alignment tab: left-aligned, centered or right-aligned (each
relative to the page margins).

= Tab leader

Here, as with normal tabs, you have the option of selecting a tab leader if desired in order to fill the area to
the left of the tab.

= Relative to

This option determines what the alignment tab should be aligned with: the page margins (without
considering paragraph indents) or the indents for the current paragraph.

Changing the properties of headers and footers

Like all types of frames, the header and footer frames (where the headers and footers are located) also have
certain properties that can be changed on the contextual ribbon tab Header and footer. For example, you can
adjust the height, change the distance to the text and to the edge of the page or add shading and borders to the
frame.



Page formatting

Common options: Via the icons of the ribbon tab "Header and footer"

Use the buttons of the command groups Size and position and Format to apply common options directly.

Header and fo
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First, click with the mouse in the header or footer frame — depending on whether you want to edit the headers or
footers — and customize the following properties according to your needs:
= Command group Size and position
You can enter the desired values in the respective input fields or increase/decrease the values with the small
arrow buttons. The following settings are possible:

Minimum height: Here, you can set the minimum height of the header or footer frame. The other option
Fixed values can be found in the dialog box, see below.

Distance to page edge: Distance between the frame and the edge of the page.

Distance to text: Distance between the frame and the body text.

= Command group Format: Shading O
If you click on the small arrow on the Shading icon, you will see a dropdown menu with standard colors and
color variations that you can apply.

The last selected color is displayed as a horizontal bar in the icon. This "memory function" also applies to
other shading settings, such as patterns or shades (which can only be found in the dialog box). You open the
dialog box by clicking on the icon's black arrow and selecting More in the dropdown menu. For more
information, see below.

Removing shading: Click on Transparent in the dropdown menu to remove existing shading.

= Command group Format: Borders E
If you click on the small arrow of the Borders icon, you will get a dropdown menu with common borders
and lines.

Tip: You can also combine individual lines to your liking by reopening the dropdown menu of the Borders
icon and adding another attribute, for example, first positioning a line at the top and then an additional line
at the bottom.

Removing borders/lines: Click on None in the dropdown menu. All borders/lines will then be completely
removed.

If you want to edit/remove individual border lines or define additional properties for borders and lines, click
on Borders in the dropdown menu. A dialog box opens with other options (see below).
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Other options: Via the dialog box of the ribbon tab "Header and footer"

The dialog box of the contextual ribbon tab Header and footer provides additional options for customizing
shading, borders/lines and the height of headers and footers.

To do so, proceed as follows:

1. Click with the mouse in the header or footer frame — depending on whether you want to edit the header or
the footer.

2. Open the dialog box via the arrow 4 in the group Format or, alternatively, in the group Size and position.
Both lead to the same dialog box.

The following settings can be made in this dialog box:

Properties tab
= Height
Here, you can change the height of the header or footer frame:

At least: This is the default setting. The height of the frame is adjusted automatically. The more text you
enter, the larger the frame becomes. In the input field to the right of it, you can enter the desired minimum
height if required.

Fixed: If you select this option, however, you can specify the exact height of the frame yourself. Note: If
this option is selected, TextMaker will display a red bar at the bottom edge of the frame whenever the
header or footer text does not fit completely within the frame. In this case, set the height to a larger value,
select the option At least or reduce the amount of text in the frame.

Note: TextMaker automatically adjusts the width of header and footer frames to the page margins.
However, you can always use paragraph indents in your headers and footers if you want them to be wider
Or narrower.

= Distance to page edge

Here, you can specify the amount of space TextMaker should leave between the frame and the (top or
bottom) edge of the page.

= Distance to text

Here, you can specify the amount of space TextMaker should leave between the frame and the body text.

Borders tab
Here, you can add individually designed border lines to the frame.

The controls on this tab correspond to those of the ribbon tab Home | Borders. For more information, see
Borders and lines.
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Shading tab
Here, you can add customized shading to the frame.

The controls on this tab correspond to those of the ribbon tab Home | Paragraph shading (see Shading).

Different headers/footers on the first page

Headers and footers are parts of the master page. For more information, see also Master pages. The content of
the master page is repeated on every page of the document by default.

If required, you can specify that a different master page should be used for the first page of the document
(including a different header and footer). This is useful, for example, when printing the first page of a letter on
a preprinted letterhead and the remaining pages on normal white paper.

To do so, select the ribbon command Layout | Chapter m and enable the option Different first page. From
now on, the headers and footers on the first page can be edited independently of the rest of the document.

Different headers/footers on left and right pages

In books, different headers and footers are often used on left-hand and right-hand pages. This makes it possible,
for example, to output the page number on the left in the footer of left-hand pages and on the right in the footer
of right-hand pages.

To enable different headers and footers for left-hand and right-hand pages, proceed as follows:

1. Choose the ribbon command Layout | Chapter IEU]
2. Enable the option Different left and right pages.
You can now create different headers and footers for left-hand and right-hand pages.

More specifically: If you now create or edit a header on any left-hand page of the document, the header for the
right-hand pages will remain unaffected. Likewise, changes to the header on any right-hand page will affect
only the right-hand pages.

The same applies, of course, to footers.

Deleting headers or footers

You can remove the text from a header at any time by clicking in the header frame, selecting all the text and
then simply deleting it.
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You can also remove the header frame completely, although this is not usually necessary. To do so, proceed as
follows:

1. Position the text cursor within the header frame.

. . X . .
2. Click on the icon |__| in the contextual ribbon tab Header and footer.

The header frame is now removed along with all its content.

The procedure for removing footers is similar.
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Master pages

This chapter has already introduced you to headers and footers, which only have to be entered once but will
then appear on every page. This is a very useful thing, although TextMaker has yet another trick up its sleeve:

The content of the master page also appears on every page of the document. However, as its name implies, it is
not limited to a few lines in the top or bottom margins, but can fill the whole page.

Note: Please note that only frames are permitted on a master page (text frames, picture frames, etc.). Tip: If
you want to add text to a master page, you can still do so by simply inserting a text frame.

If, for example, you want to enhance a letter with a "watermark", simply insert a picture frame with a suitable
picture on the master page and set the option Text flow in the picture properties to "Behind text". The
watermark will then appear on every page of the document, and the text will flow right over it.

Editing the master page

If you want objects to appear on every page of a document or chapter, simply put them on the master page. To
do so, switch to the Master pages view and insert the objects there.

Note: Only frames (text frames, picture frames, etc.) and drawings can be put on master pages. For
information on how to work with these objects, see Frames and drawings.

You edit the master page as follows:
1. Use the ribbon tab View | Master pages to switch to the master page view.

2. Make the desired changes. To insert a picture, for example, go to the ribbon tab Insert | Picture; to insert
text, add a text frame using the command Insert | Text frame, ctc.

3. When you are finished, choose the ribbon command View | Standard to exit the master page view
(alternatively: right-click to open the context menu and select Exit Master Page view).

All objects that you inserted on the master page will now appear on all pages of the document.

By the way, both the header and the footer are also parts of the master page. Apart from the fact that they are
automatically positioned in the top and bottom margins, they basically behave like text frames inserted into the
master page.

Different master pages in the same document

The master page applies to the whole document by default. If you want to use different master pages within a
single document, the document must be divided into chapters because each chapter has its own master page.
For more information, see Dividing a document into chapters.




Page formatting

There, you will also learn how to set up a master page that applies only to the first page of the document, and
how to create different master pages for the left-hand and right-hand pages of the document.

Tip: In the Master pages view, the type of master page is displayed on the top of each master page. If, for
example, TextMaker displays "Chapter 7", right master page" there, the page itself is the master page for all
right-hand pages in chapter 7.

Locking master page objects in standard view

Objects that have been placed on a master page may be "locked" if desired in order to prevent them from being
moved accidentally with the mouse when the document is being edited in standard view.

To do so, choose the ribbon command File | Properties and switch to the View tab in the dialog box. Enable
the option Lock objects on master page in the section Locking.

Once locked, master page objects can be neither moved nor resized when the document is edited in standard
view. They can be changed only in the Master pages view (ribbon command View | Master pages).

Note: This setting affects only the current document.

Tip: Showing document text

By default, the master page does not display the document content from the standard view. If you still want to
see this text (and the objects) of your document displayed here in order to orient yourself better, TextMaker
provides the following function:

Simply right-click in the document in the master view and enable the command Show document text in the
context menu. If you click on this command again, the display will be disabled.

The display of this content does not affect the components of the master view and is merely a visual aid. You
also cannot edit this displayed content in the master view.
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Dividing a document into chapters

The page formatting options described in this chapter apply to the whole document by default. Thus, all pages
will have the same header and footer and the paper format will remain constant throughout the document, etc.

Chapters provide a way around this limitation. You can use the ribbon command Insert | Break | Chapter
break to divide a document into as many chapters as you want.

This has the following effects on the page formatting of the document:
= Paper size, Page orientation and Page margins can be set separately for each chapter.
= Each chapter can have its own Master page and thus its own Headers and Footers.

= The Page numbering can be reset to any initial value in a chapter if necessary. In addition, the format of the
page numbers can be set individually for each chapter.

= Ifyou enable the option Different left and right pages in the Chapter formatting dialog box, you can create
different headers, footers and master pages for left-hand and right-hand pages (for example, for a book).

= For example, you can specify that a chapter should always start on a right-hand page. If the first page of a
chapter ends up being a left-hand page in this case, TextMaker automatically inserts a blank page in front of
it.

Dividing a document into chapters is not only useful if you are writing a longer work with individual "chapters"
in the traditional sense. You may also want to switch from portrait to landscape orientation in the middle of a
document so that you have more space for a wide table, for example.

To do so, insert a chapter break, set the paper orientation in the new chapter to Landscape and then create the
table. Below the table, insert another chapter break and set the paper orientation back to Portrait to enable you
to write the rest of the text in portrait format.

For more information on working with chapters, see the following pages.

Inserting and removing chapters

To create a new chapter, simply insert a chapter break into the text:

1. Move the text cursor to the position at which the new chapter should begin.

2. Choose the ribbon command Insert | Break | Chapter break.
Alternatively, you will find the command under Layout | Insert break | Chapter break.

The chapter break is now inserted. (Note: TextMaker always performs a page break at the beginning of a new
chapter.)
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Tip: The chapter in which the text cursor is currently positioned is displayed in the status bar at the bottom of
the TextMaker window.

LéColl Section 2 Chapter2 | Pagelof2

Removing a chapter break

You can remove a chapter break by positioning the text cursor at the beginning of the first paragraph following
the break and then pressing the Backspace key<&. The chapter before the break is thus integrated into the
chapter after the break and also adopts its chapter formatting.

Tip: If you have enabled the icon T for formatting marks on the ribbon tab Home | group Paragraph (see
also Showing non-printable characters), the chapter break will be displayed with a dotted line.

Navigating chapters

You can use the ribbon command Home | group Search | Go to "™ to scroll to a specific chapter. To do so,
choose the command, select the option Chapter in the list and then select the desired chapter.

Chapters and page formatting

Important: A different page formatting can be applied to each chapter of a document.

To recapitulate — page formatting includes:
= Page size, orientation and margins

= Headers, footers and master pages

= Page numbers (initial value, format)

When you start a new document, it consists initially of a single chapter. If you change the page formatting, it
affects the whole document.

If you now divide the document into several chapters with the command Insert | Break ™ | Chapter break,
the new chapters initially assume the page formatting of the original document. This is because the following
applies:

Important: When you insert a chapter break, the resulting new chapter initially assumes the page formatting
and the master page of the current chapter. However, you can then change the page formatting and master
page separately in each chapter.

For each chapter, for example, you can now create different headers and footers or set a different paper size,
etc.
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Chapter formatting

Apart from the fact that the page formatting can be set differently in each chapter, there is also the chapter
formatting.

You can change the page formatting of a chapter via the familiar commands. For more information, see Page
formatting.

To change the chapter formatting, proceed as follows:

1. Position the text cursor anywhere within the desired chapter — or select multiple chapters to change all their
formatting simultaneously. The selection can start in any paragraph of the first chapter and end in any
paragraph of the last chapter.

2. Choose the ribbon command Layout | Chapter IEU]

Page setup X

Page format = Chapter  Fold marks

Master pages
[] Different first page
[_] Different left and right pages

Borders and shading of master pages: Change =

[ Overlap header [] Qverlap footer

Chapter starts on Vertical alignment

© Either page O Top

() Right page == E LCentered

() Left page I::::I Bottom
() Justified

Chapter nurmber

Page numbers...
QO Increment

) Value

4K

3. Make the desired changes (see below) and confirm with OK.

In the dialog box of this command, you can make the following settings:
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= Master pages
Changing the settings for the chapter's master page(s) (see also Master pages):

Different first page: If you enable this option, the first page of the chapter uses a master page that is
different from the other pages. This is useful if, for example, you want the first page of your document (or
chapter) to have a different header from those on the remaining pages.

Different left and right pages: You need this option if you want your document to be printed on both sides,
as is the case with a book, for example. If this option is enabled, TextMaker creates one master page for all
left-hand pages of the document — and another for all right-hand pages. This makes it possible, for example,
to place the page number on the left in the footer of left-hand pages and on the right in the footer of right-
hand pages.

Tip: In the Master pages view, the type of master page is displayed on the top of each master page. If, for
example, TextMaker displays "Chapter 7, right master page" there, the page itself is the master page for
all right-hand pages in chapter 7.

Borders and shading of master pages: Here, you can add borders or shading to master pages — and thus to
all corresponding document pages of the chapter. To do so, click on the Change button and then select the
master page for which you want to change these settings. The usual dialog box for applying border lines or
shading will then appear. For more information, see also Changing the page background.

= Chapter starts on

Whenever you insert a chapter break, TextMaker always makes a page break. Thus, new chapters always
start on a new page.

If you now change the option Chapter starts on from the default setting Either page to Right page, for
example, TextMaker will ensure that a chapter always starts on a right-hand page. If the beginning of the
chapter then ends up being on a left-hand page, TextMaker will automatically insert a blank page so that the
chapter starts again on the next right-hand page.

For example, it is customary for every chapter in a printed book to start on a right-hand page. This makes it
easier for the reader to find the beginning of new chapters when quickly flicking through a book.

= Vertical alignment
Here, you can change the vertical alignment of the body text on the page.

If, for example, you select Centered, the text is vertically centered on the page. If you select the option
Justified, the paragraphs are spaced evenly in such a manner that the body text starts right below the top
page margin and ends right above the bottom page margin.

= Chapter number

TextMaker automatically numbers chapters incrementally. You can always see the number of the current
chapter in the status bar.

If you change the option Chapter number from Increment (the default setting) to Value, you can specify
your own value for the chapter number. If, for example, you enter "5" as the number for the third chapter,
the document's chapters will have the numerical sequence 1, 2, 5, 6, 7, etc.

Tip: The chapter number can be inserted into the text (for example, in a header or footer) at any time via the
ribbon command Insert | Field {41,
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= Page numbers button

You can insert a field Page number into your document at any time in order to display the current page
number (for example, in the header or footer). This button opens a dialog box in which you can change the
format of the page numbers. You can also manually set the initial value for page numbering to a fixed value.

For more information, see Formatting page numbers.

= Page format tab

The Page format tab in this dialog box can be used to set the page format (paper size, orientation, margins,
etc.). For more information on each option, see Page setup.

Don't forget that you can specify a different page format for each chapter. Thus, if you have divided a
document into several chapters and you want to change the page formatting for the whole document, you
must first select the whole document.

Formatting page numbers

The dialog box Page numbers shown below can be used to change the format of the page numbers for the
current chapter. You can also manually set the initial value for page numbering to a fixed value.

In detail:

As described in the section Insert page number, the command Page number L# on the ribbon tab Insert | group
Header and footer is used to insert a field that displays the current page number. The page number is usually
inserted in the header and footer, but it can also be inserted elsewhere in the normal text.

For formatting inserted page numbers, you have the following alternative methods:

= If you double-click on the inserted Page number field, the dialog box Edit field opens. Click on the Settings
button here (only available if the option Use chapter settings is selected for Format).

= Alternatively, click on the small black arrow of the ribbon command Insert | group Header and footer |
Page number ~ and select Page number format.

= Alternatively, choose the ribbon command Layout | Chapter and click on the Page numbers button.
Please note: To display page numbering in the document, you must first insert a corresponding field for

page numbers. You do not insert a field using the methods just described, but you can edit an existing Page
number field.

You can use any of the methods described above to open the following dialog box:
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Page numbers X,
Mumbering
O Increment
) Value: —
Options
MNumber format: 1,2 3, .. e
[ Include heading number
Heading level: Heading 1 -
Separator: - (hyphen) v
Sample
1
Apply to: Current chapter v

Note: The options in this dialog box belong to chapter formatting. Thus, you can specify your own settings for
each chapter in a document.

Options of the dialog box
The following options are available in the dialog box:

= Numbering

TextMaker automatically numbers the pages of a document incrementally. Thus, the first page of the
document is page 1 and the second page is page 2, etc., by default.

If necessary, however, you can manually intervene in page numbering and set the page number for the first
page of a particular chapter to a specific value.

To do so, change the setting in the respective chapter from Increment to Value and enter the desired initial
value for the page numbering. This page number is then assigned to the first page of the current chapter.

If, for example, you have typed "42", the first page of the chapter will be page 42, the second page 43, etc.

= Number format
Here, you can change the number format of the page numbers.
Formats such as Arabic numbers (1, 2, 3, ...), letters (A, B, C, ...) and Roman numerals (I, I, III, ...) are
available.

= Include heading number, Heading level and Separator

If you select Include heading number, the page number will be preceded by the number of the current
heading.
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Note: This feature only works if numbering has been applied to the headings of your document. For more
information, see Numbering headings.

Under Heading level, you can choose which headings should be used for this purpose (Heading 1, Heading
2, etc.).

In addition, the option Separator allows you to specify which character should be used as a separator
between the heading number and the page number.

An example: When you add a field Page number on page 42 of a document and the corresponding level 1
heading (including its numbering) is "'5. The larch", the following will be displayed for this field: 5.-42.

= Apply to
Here, you can choose whether to apply the changes made in this dialog box only to the current chapter or to
the whole document.

Note: If you have opened the dialog box via the ribbon command Layout | Chapter (Page numbers button), this option is
automatically set to the current chapter.

Changing the page background

As already mentioned in Chapter formatting, you can also change the background of the pages of a document
using the ribbon command Layout | Chapter — for example, color via shading.

However, there is another command for this that offers significantly more options: the ribbon command Layout
| Background.

In this section, you will learn how to use these two commands and the differences between them.

Layout | Background

You can use the ribbon command Layout | Background to change the page background for the whole
document. Use this command as follows:

1. Choose the ribbon command Layout | group Section | Background D
2. The program displays the dialog box "Background".

3. Use the dropdown list Fill type to select the type of fill for the page background. You can select either a
solid color, a pattern, a picture (tiled) or different types of color gradients.

4. Change the desired settings and confirm with OK.

For more information on this dialog box, see Object properties, Fill tab. It describes the "Fill" tab for objects,
which is virtually identical to this dialog box.

Printing: Please note that this type of page background is only displayed on the screen by default — it does not
appear in printouts. However, there is a document option that allows you to change this: If you enable the
option Print page background in the dialog box of the ribbon command File | Properties (View tab), the page
background will also be printed.
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Layout | Chapter
The ribbon command Layout | Chapter works in a slightly different way:

You can use this command to change the page background for the current chapter (for its master page(s) to be
more precise).

Use this command as follows:

1. If you have divided your document into several chapters: Position the text cursor anywhere within the
desired chapter.

2. Choose the ribbon command Layout | Chapter [ED]
3. The program displays the dialog box "Page setup".

4. Click on the Change button next to Borders and shading of master pages on the Chapter tab and select the
type of master page(s) of the chapter which should be changed.

5. Switch to the Shading tab.

6. For Type, select the desired type of fill for the page background. With this command, only color shades and
patterns are available.

7. Change the desired settings and confirm with OK.

For more information on this tab, see Shading. It describes the dialog box "Shading" for text paragraphs, which
is virtually identical to this tab.

Please note that if you have divided the document into several chapters, the above changes will only affect the
current chapter. For more information, see also Dividing a document into chapters.

Printing: This type of page background always appears in printouts. The aforementioned document option
Print page background has no effect here.
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Fold marks

It can be very useful at times if you see marks indicating where to fold printed letters or where the hole punch
should be used for filing. For this purpose, TextMaker has a practical solution: tri-fold and bi-fold marks.

You can select the pages of the document on which you would like these marks to appear (either only the first
page, only even/odd pages or all pages of the document).

If you have divided your document into chapters (see section Dividing a document into chapters), the selection
only applies to the selected chapters.

Note: If a new chapter is inserted after a chapter with existing tri-fold/bi-fold marks, the same marks will
also appear in the new chapter.

To insert tri-fold or bi-fold marks, proceed as follows:

Click on the group arrow 4 in the bottom right corner of the ribbon tab Layout | group Page setup to open the
dialog box and switch to the Fold marks tab.

Page setup X

Pageformat  Chapter  Fold marks

Tri-fold
B Show fold marks

Folding: Three equal-sized parts V
Page sizes other than Ad always use three equal-sized
parts.

Pages: Show fold marks on chapter's first page V

Bi-fold

[] Show fold marks

Pages:
Options

Position: Left b
Distance to page edge: 0.2 in =
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The dialog box contains the following options:

Tri-fold section

With tri-fold marks, you place a top and bottom mark in your document to indicate how to fold it. To do so,
enable the checkbox Show fold marks in the Tri-fold section.

From the two lists below, select the distances at which the fold marks should be placed on the page and on
which pages they should appear.
= In the dropdown list Felding, you can choose between the following vertical distances:

Three equal-sized parts: The fold marks divide the page into equal distances. This option is recommended;
the other two options are mainly of interest to users who adhere to the DIN standards that are common, for
example, in Germany.

A4 pages: small part on top (DIN type A): The fold marks divide the page into the distances 87 / 105/ 105
mm when viewed from the top edge of the page (form A according to DIN 5008).

A4 pages: large part on top (DIN type B): The fold marks divide the page into the distances 105/ 105 / 87
mm when viewed from the top edge of the page (form B according to DIN 5008).

Note: If the paper size on the Page format tab is set to an option other than A4, fold marks are always
automatically placed on the page as three equal-sized parts.

= In the dropdown list Pages, you specify on which pages fold marks should appear:

on the first page, on odd pages, on even pages or on all pages of the document. (A document that has not
been divided into chapters is simply treated as a single chapter.)

If you have divided your document into chapters, the selection only applies to the selected chapter and not
to the entire document. If you thus want to apply the selection to all chapters, you also have to select all
chapters beforehand.

Bi-fold section

With a bi-fold mark, you apply a central mark as an orientation point for punching a hole in the document. To
do so, enable the checkbox Show fold marks in the Bi-fold section.

In the dropdown list Pages below it, specify the pages on which the bi-fold marks should appear:

on the first page, on odd pages, on even pages or on all pages of the document. (A document that has not been
divided into chapters is simply treated as a single chapter.)

If you have divided your document into chapters, the selection only applies to the selected chapter and not to
the entire document. If you thus want to apply the selection to all chapters, you also have to select all chapters
beforehand.

Options section

= Position

Here, you can select whether the tri-fold/bi-fold marks should appear on the left, right or on both sides.
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= Distance to page edge

To change the lateral distance of the tri-fold/bi-fold marks, enter the desired value here or use the arrow
keys.

Changing tri-fold and bi-fold marks

For a normal document (not divided into chapters), you can easily change the tri-fold marks/bi-fold marks by
opening the above dialog box again and selecting different options in the dropdown lists described above. The
change is then applied to the entire document.

If you have divided your document into chapters and want to customize the display of the tri-fold marks/bi-fold
marks for a specific chapter only, first place the cursor in the corresponding chapter and then select different
options in the dropdown lists described above. The changes will then only be applied to the current chapter. To
apply the changes to all chapters, first select all chapters accordingly.

Removing tri-fold and bi-fold marks

To remove tri-fold or bi-fold marks, disable the corresponding checkbox in the above dialog box.

If you have divided the document into chapters, first place the text cursor in the relevant chapter from which
you want to remove the marks.
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Styles are very useful aids for advanced word processing users.

If you need a specific character or paragraph format frequently, it is worth creating a style for it. You can then
apply the style to any segment of text you like, and this text will be formatted as you have specified in the style
definition.

Furthermore: Using styles not only saves you time when you have to apply the same formatting repeatedly,
but also ensures that your document is formatted consistently. Such consistency is ensured by the fact that if
you change the formatting of a style, the program in turn changes the formatting of a// text segments to
which this style has been applied!

In practical terms, styles work like this: You create a paragraph style called "Headings" for which you select a
larger, bold type, a centered alignment, etc. Now, you only have to apply that style to headings, and the
paragraph will be formatted accordingly.

By the way, you can define different styles for each document — they are saved within the document.
In this chapter, you will find detailed information on using styles. The following topics are covered:

= Character styles

In a character style, you can save a frequently needed character format (font, font size, text styles, etc.) and
then apply it repeatedly to any characters you like.

For this purpose, you will find the Character styles button A in the sidebar (above).

= Paragraph styles

You can save a frequently needed paragraph format (indents, tabs, alignment, etc.) in a paragraph style and
then apply it repeatedly to any paragraph you like.

For this purpose, you will find the Paragraph styles button 1 in the sidebar (above).

= Managing styles

TextMaker's integrated Manage styles tool allows you to copy character and paragraph styles back and forth
between documents and thus match their appearance.

This is the responsibility of the Manage styles tool, which you will find in the sidebar (below) via the
Organize button.

= Document templates

Styles that you want to use frequently can be saved in a document template.

Whenever you create a new document, TextMaker lets you select the document template to be used as the
basis for the document. All character and paragraph styles stored in this document template will also be
available in your new document.

For more information on the above topics, see the following pages.
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In a character style, you can save a frequently needed character format (font, font size, text styles, etc.) and
then apply it repeatedly to any characters you like.

If, for example, you want to print small print sections of a contract in a different font and smaller size, simply
create an appropriate character style — lets call it "Small print" — and apply the style to those sections.

Note: The difference between character styles and paragraph styles (see Paragraph styles) is that character
styles contain only saved character formats, while paragraph styles contain both saved character formats and
saved paragraph formats (indents, tabs, alignment, etc.).

Accordingly, character styles are also applicable to individual characters, while paragraph styles are applicable
only to whole paragraphs.

The following pages contain detailed information on working with character styles. The following topics are
covered:

= (Creating character styles

= Applying character styles

= Changing character styles

= Scope of character styles

= "Normal" character style

= "Based on" character styles

= Character styles and the sidebar

Note: On the following pages, the procedure is mainly described by means of a dialog box, which you can
reach by right-clicking with the mouse button and selecting Character style in the context menu. These
tasks can also be conveniently performed with the direct commands in the sidebar, which are described in
the last section Character styles and the sidebar.

If the sidebar is not visible, enable it on the ribbon tab View | group Windows | Sidebars.

Creating character styles

To create a character style, proceed as follows:
1. Right-click in the text to open the context menu and select the entry Character style.

The following dialog box opens:
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. In the list on the left side of the dialog box, select the style on which you want your new character style to be

based. In the event of doubt, use the "Normal" style.

Note: The style of the section of text in which the text cursor was located before choosing the command Character style is always
preselected here in the dialog box. For information on changing the style basis — even afterwards — see "Based on" character styles.

. Then click on the New button.
. Give the character style any name you like.

. The program will display a dialog box, which is very similar to the dialog box for the command group

Home | Character. Here, you can specify the desired character formatting (see Character formatting).

. If you will need this style frequently, you can assign a shortcut key to it (see below).

When all the desired settings have been made, click on OK in the dialog box Character to create the style.

Exit the Character style dialog box with Close.

The style is now created and ready for use. You will learn how to use it shortly (in Applying character styles).

Creating character styles from existing text

Alternatively, you can first format some text as desired and then create a new style that assumes this exact
formatting. For this purpose, use the New from text button instead of the New button.

This procedure is useful if you have previously formatted text manually and want to have a character style that
has exactly the same character formatting.

To do so, proceed according to the following detailed steps:

1.

Apply the desired character formatting (font, font size, etc.) to a section of text.



2. Place the text cursor in this section of text or select it as both options work equally well.

3. Create a new character style via the command Character style as described above. Important: Use the New
from text button in the dialog box now instead of the New button.

A style created in this way will behave exactly like any other style. The only difference is that it assumes the
formatting of existing text when it is created. (Of course, you can still change the formatting of the style at any
time, regardless of this text.)

Using shortcut keys

If you need a style frequently, you can assign it a shortcut key at any time. The advantage of this is that you can
then enable the style very swiftly with one press of a key.

To assign a shortcut key to a style, click on the Edit button to open the dialog box and switch to the Style tab.
There, position the text cursor in the Shortcut key input field and press the desired key combination (starting
with Ctrl or Alt).

Note: If you press a key combination that is already assigned, the current assignment is displayed below the
input field Shortcut key. You should then press the Backspace key&X to delete your shortcut key and use a
different key combination. Otherwise, you will overwrite the key combination for another style or even for
one of TextMaker's commands.

We recommend that you always use key combinations that include the keys Ctrl and Shift since they are not
usually assigned.

Applying character styles

To apply a character style, proceed as follows:
1. Select the section of text to which you want to apply the character style.
2. Right-click in the text to open the context menu and select the command Character style.

3. In the list on the left side of the dialog box, select the desired style.

Tip: A small preview of the selected style is shown in the right half of the dialog box. You can enable or
disable this preview via the >> or << buttons.
4. Click on Apply.

The formatting of the selected text immediately changes to that which you specified in the character style. In
addition, the character style becomes effective for subsequent entries that you type directly after the text.

Tip 1: If you frequently use styles, you should note the direct commands in the sidebar. You can use them to
apply and edit styles very swiftly. For more information, see Character styles and the sidebar.

Tip 2: If you have assigned a shortcut key to the style, you can apply the style even faster: Select the desired
text and press the assigned key combination.



To remove the style from the text, assign the "Normal" character style to the text. Text to which a character
style has been assigned can still be formatted via the character formatting of the command group Home |
Character.l

Changing character styles

Of course, you can change character styles again at any time.

Important: If you change the formatting of a character style, this will automatically change the formatting of
all text that was formatted with this style! However, this automatic reformatting applies in a limited way to
text where you manually changed the formatting after you assigned the style (see next section).

To change a character style, proceed as follows:

1. Right-click in the text to open the context menu and select the command Character style.
2. In the dialog box, select the style you want to change from the list.

3. Click on Edit.

4. Make the desired changes to the style.

5. In the dialog box Character, click on OK.

6. Exit the dialog box Character style with Close.

The style has now been changed accordingly.

Determining which character styles are displayed in the dropdown list "Show"
Show: All styles .

By default, the dialog box Character style displays all available styles. If required, switch between the
following options to select which styles should appear in the list:

All styles: Show all available styles. These are all predefined styles and the styles you created yourself.
Styles in document: Show only the styles that are used in the document and the styles you created yourself.

Styles in use: Show only the styles that are actually used in the document.

Updating a character style from existing text
The Update from text button in the dialog box Character style allows you to update a style "from the text".

If you click on this button, the formatting of the currently selected text will be transferred to the selected style.
The style thus assumes the exact formatting of this section of text.

To do so, proceed as follows:



1. Apply the desired character formatting (font, font size, etc.) to a section of text.

2. Place the text cursor in this section of text or select it as both options work equally well.
3. Right-click to open the context menu and select the entry Character style.

4. Select the desired style in the list.

5. Click on Update from text.

The style now "forgets" its previous formatting settings and assumes the formatting of the selected section of
text. (Of course, you can still change the formatting of the style at any time, regardless of this section of text.)

Deleting or renaming character styles

To delete a character style in the current document, select it in the above dialog box by clicking on it and then
click on the Delete button. To give a style a new name, click on Rename and type the new name.

Note: The predefined styles that you can choose under Show: All styles in the dialog box cannot be deleted. However, you can reset
these styles to their delivery state if you have changed them (when you reset them, they are deleted from Styles in document/Styles in
use). If you have changed predefined styles or already used them in the text, they appear in the list Show: Styles in document/Styles in use
and can be deleted from this list, but remain in the list Show: All styles in their delivery state. The default style "Normal" cannot be
deleted, reset, or renamed.

After you delete or reset a character style, the formatted sections of text in the document retain their formatting.
These sections of text are now directly assigned the character style on which the deleted style was based. For
more information, see "Based on" character styles. Those formatting options that were explicitly set in the
deleted style and now remain in the text are treated as if the text was formatted manually — and are thus retained
even if you change formatting later in the style.

If there are character styles based on the deleted style, they are now linked directly to the style basis of the
deleted style.

Deleting or renaming character styles in a document template

To delete or rename the styles in a document template, open the document template, make the changes there
and then save the template.

Scope of character styles

Did you change a character style and nothing happened in some of the sections of text that were assigned this
style? This happens because these sections of text were subsequently reformatted manually.

An example:

Let's assume that you define a style with the Arial font and apply it. If, for example, you now change the style's
font to Times New Roman, all sections that are formatted in this style will change accordingly.

However: If you subsequently selected a completely different font in one of these sections of text via the
command group Home | Character, the change to the character style no longer affects this section. That is to
say, manually applied character formatting takes precedence over styles.



If you want the affected section of text to be "freed" from its manual formatting, choose the command Reset
character formatting on the ribbon tab Home | group Character. The section of text now has the formatting
specified in the character style again.

Tip: You can also reset the character formatting using the shortcut keys Ctrl+Space.

"Normal"” character style

The character style called "Normal" is present by default in every document and has a special significance: it is
the default style for the text. When you start entering text in a new document, the "Normal" character style is
automatically used for the text.

If you change the "Normal" character style — for example, the font — the font of the entire text will be changed
(except for text that you have formatted manually in a different font via the ribbon tab Home | group
Character). Furthermore, subsequent text will appear in this default font which you have redefined as the
"Normal" character style for the document.

If you want to apply a different character style to your existing text instead of the default "Normal" style, select
the text and follow the instructions in Applying character styles. The selected character style then also becomes
effective for subsequent entries that you type directly after the text.

"Based on" character styles

When you create a new character style, as described at the beginning of this section, it is usually based on the
"Normal" character style. This means that the new character style is based on the formatting of the "Normal"
style. Changes to the formatting of the "Normal" style thus affect all other styles.

If you have already created your own character styles and used them in the text, the following occurs when you
choose the command Character style: In the list on the left side of the dialog box, the style of the currently
selected text is preselected — this may be the "Normal" character style or your own one — and is thus also preset
as the basis for a new style. In the list, change the style that you want to use as the basis for a new character
style, if necessary, before clicking the New button.

Please note: Subsequent changes to the formatting of the style basis will also change all styles based on it.
Only the formatting that you have already customized there will remain unchanged.

If, for example, you select a new font for the "Normal" style, the font will also change in all other character
styles — unless a different font was explicitly selected there.

Reassigning the style basis
In addition, you can reassign the style basis to a character style at any time with the option Based on.
To have a character style based on a style other than the one you previously selected, proceed as follows:

1. Right-click in the text to open the context menu and select the command Character style.



2. In the list on the left side of the dialog box, select the character style whose basis you want to change.

Tip: If you click on the expand button >> on the bottom right, the description shows the style on which the selected character style is
currently based. Furthermore, you will find information here as to the formatting attributes of the character style that have been
modified differently from the style basis.

3. Click on the Edit button.
4. In the following dialog box, switch to the Style tab.

5. Important: In the dropdown list Based on, select the style basis to which the selected character style is to be
linked. In addition to the "Normal" style, you will also find some predefined styles and the styles you
created yourself — as well as "floating" styles. For more information, see below.

6. You can now also change the desired formatting of the character style, etc.

An application example:

Let's assume that you want to use a distinctive font for notes in a manual. However, they should also appear in
different font colors depending on the type of notes. You thus create character styles with different font colors
(for example, the styles Notesl, Notes2, etc).

If the character styles are based on each other, and you subsequently think that a different font would be more
appropriate for all notes, all you have to do is change the font in the character style that serves as the basis. All
styles based on it will then be formatted in this font, but the different font colors will remain unchanged for the
notes.

Based on: floating

When you create a new character style based on another style, all existing formatting attributes (font, font size,
font color, etc.) are generally copied from that style basis. You usually modify at least one of these attributes in
the new character style (for example, the font color: from black to red). If you then apply this character style to
a text, the text will be formatted with the modified attribute (font color: red).

However: The text will also be formatted with all other attributes of the style basis (font, font size, etc). If you
do not want this formatting, you can proceed in an alternative manner. On the Style tab, the dropdown list
Based on contains two special entries: (floating) and (floating, paragraph).

= If you select the option (floating) and you apply the new character style to a text, only the formatting
attribute that you changed in the character style will take effect. If, for example, the font color was changed
in the new character style and you apply this "floating" character style to a text, you will only change its font
color, but all other formatting attributes of the text (font, font size, etc.) will be retained in their current
formatting.

= Ifyou select the option (floating, paragraph) and you apply the new character style to a text, only the
modified formatting attribute will take effect also. However, all other formatting attributes of the text will be
reset to the character formatting of the current paragraph style.

Relative font size

If you have one style based on another, you can even specify the relative font size if you want. For example,
you can specify that the font size of style X should always be 80% of the font size of style Y.

To do so, proceed as follows:
1. Right-click in the text to open the context menu and select the entry Character style.

2. In the dialog box, select the style that you want to change from the list and click on Edit.



3. Switch to the Style tab.

4. Enable the option Scale.
5. Enter the desired factor as a percentage, for example, 80.

6. Confirm with OK.

The font size of a style edited in this manner will always be 80% of the size specified for the style on which it is
based.

Character styles and the sidebar

On the previous pages, you learned how to create, apply and change character styles. For this purpose, the
procedure was mainly described via the dialog box of the command Character style (accessible, for example,
via the context menu or via the Organize button in the sidebar).

These tasks can also be implemented in TextMaker in a more convenient manner: via the direct commands in
the sidebar.

Showing sidebar and displaying character styles

The sidebar can display a list of all available character styles if desired. To format text with one of these styles,
for example, simply select the desired text and then double-click the style in the sidebar. You can also change,
organize and create character styles in the sidebar.

All you have to do is enable the sidebar and select the "Character styles" function in it:

1. If the sidebar is not visible, then enable it. You will find the command on the ribbon tab View | group
Windows | Sidebars. For more information, see Sidebar.

2. Then click on the icon 2" in the small toolbar at the top of the sidebar. This will switch the sidebar to the
"Character styles" function.

The sidebar displays the character styles in the document. The style applied to the currently selected text is
highlighted ("Normal" in this case):




@ 2 a 1.[a -
Character styles:
Normal -
Test style 1
Test style 2

Apply = Edit... Organize -

B Display hierarchically
B Preview

Show: Styles in use w

You can then perform the following actions in the sidebar:

Using character styles via the sidebar commands

Applying a character style

First, select the characters to be formatted in your document. Then simply click to select the desired style in
the sidebar and click on the Apply button at the bottom of the sidebar.

Tip: Alternatively, you can simply double-click on the style in the sidebar to apply it to the selected text.

Editing a character style

Simply click to select the desired style in the sidebar. Then click on the Edit button at the bottom of the
sidebar.

Organizing character styles

Simply click to select the desired style in the sidebar. Then click on the Organize button at the bottom of the
sidebar.

The program will display a menu with commands for organizing your styles (for creating, renaming,
deleting, etc.). Select the desired function there. Brief descriptions of the individual commands can be found
here. For more information, see Character styles.

Tip: This menu can be opened even faster: right-click on a style in the sidebar or click on the black arrow
next to the style. The dropdown menu also contains the Apply and Edit buttons described above.



= Creating a new character style

In the sidebar, right-click on the style on which you want the new style to be based. The aforementioned
menu appears. Choose the command New there.

The command New from text, which is located in the menu directly below it, creates a new style based on
the selected style from the sidebar. However, the exact formatting of the section of text selected in the
document is applied.

Updating a character style from existing text
You can update a character style directly with the formatting "from the text".

To do so, place the text cursor in the section of text that contains the desired formatting. In the sidebar,
right-click on the style that you want to format and select Update from text.

Deleting or renaming styles

To delete a style in the current document, right-click on the style in the sidebar and choose Delete from the
menu. To give a style a new name, select Rename and type the new name.

Note: The predefined styles that you can choose under Show: All styles cannot be deleted. However, you can reset these styles to
their delivery state if you have changed them (when you reset them, they are deleted from Styles in document/Styles in use). If you
have changed predefined styles or already used them in the text, they appear in the list Show: Styles in document/Styles in use and

can be deleted from this list, but remain in the list Show. All styles in their delivery state. The default style "Normal" cannot be
deleted, reset, or renamed.

After you delete or reset a character style, the formatted sections of text in the document retain their
formatting. These sections of text are now directly assigned the character style on which the deleted style
was based (see "Based on" character styles). Those formatting options that were explicitly set in the deleted
style and now remain in the text are treated as if the text was formatted manually — and are thus retained
even if you change formatting later in the style.

If there are character styles based on the deleted style, they are now linked directly to the style basis of the
deleted style.

Opening the dialog box "Character style"

You can also find and apply all the actions mentioned here in the classically arranged dialog box Character
style. To open this dialog box, click on the Organize button at the bottom of the sidebar and select
Character style. The commands of the dialog box were described in detail in Character styles.

Opening the dialog box for the "Manage styles" tool

Click on the Organize button at the bottom of the sidebar and select Manage styles. A dialog box opens for
the integrated Manage styles tool, which you can use to manage the styles of documents for characters and
paragraphs. For more information, see Managing styles.

"Display hierarchically" checkbox

If you enable the checkbox, the styles appear in the sidebar with a layered structure that shows how the
styles are based on each other.

"Preview" checkbox

If you enable the checkbox, the formatting of the styles is displayed directly as a preview in the sidebar.

"Show" dropdown list

You can choose which styles are shown here:



All styles: Show all available styles. These are all predefined styles and the styles you created yourself.

Styles in document: Show only the styles that are used in the document and the styles you created yourself.

Styles in use: Show only the styles that are actually used in the document.

"Based on" character styles

The manner in which you allow character styles to be based on another style works in the sidebar similar to via
the dialog box. For more information, see "Based on" character styles:

In the sidebar, select the style on which you want your new character style to be based before you choose the
command New.

To base a character style on a style other than the one that was previously selected, select the style to be
adjusted in the sidebar and click on the Edit button. In the following dialog box, you can change the style basis
on the Style tab.

Tip: The style basis on which a style is based and the formatting attributes which are explicitly set in the
style are visible in the sidebar via a tooltip. This tooltip is displayed when you hover over a style. This
requires Show tooltips to have been enabled.




Paragraph styles

You can save a frequently used paragraph format (indents, tabs, alignment, etc.) in a paragraph style and then
apply it repeatedly to any paragraph you like.

If, for example, you want the headings in your document to be in large bold type and centered, simply create a
paragraph style called "Heading" and apply it to the desired paragraphs.

Note: The difference between character styles (see Character styles) and paragraph styles is that character
styles contain only saved character formatting (font, text styles, etc.), while paragraph styles contain both
character formatting and paragraph formatting.

Furthermore, character styles are also applicable to individual characters, while paragraph styles are applicable
only to whole paragraphs.

The following pages contain detailed information on working with paragraph styles. The following topics are
covered:

= Creating paragraph styles

= Applying paragraph styles

= Changing paragraph styles

= Scope of paragraph styles

= "Normal" paragraph style

= "Based on" paragraph styles

= Paragraph styles and the sidebar

Note: On the following pages, the procedure is mainly described by means of a dialog box, which you can
reach by right-clicking with the mouse button and selecting Paragraph style in the context menu. These
tasks can also be conveniently performed with the direct commands in the sidebar, which are described in
the last section Paragraph styles and the sidebar.

If the sidebar is not visible, enable it on the ribbon tab View | group Windows | Sidebars.

Creating paragraph styles

To create a paragraph style, proceed as follows:
1. Right-click in the text to open the context menu and select the command Paragraph style.

The following dialog box opens:
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2. In the list on the left side of the dialog box, select the style on which you want your new paragraph style to
be based. In the event of doubt, use the "Normal" style.

Note: The style of the section of text in which the text cursor was located before choosing the command Paragraph style is always
preselected here in the dialog box. For information on changing the style basis — even afterwards — see "Based on" paragraph styles.

3. Click on the New button in the dialog box.
4. Give the paragraph style whatever name you like.

5. The program will display a dialog box which is very similar to the dialog box for the command group Home
| Paragraph. Here, you can specify the desired paragraph formatting. For more information, see Paragraph

formatting.
6. If you will need this style frequently, you can assign a shortcut key to it (see below).

7. When you have made all desired settings, click on OK in the dialog box Paragraph to create the style.
8. Exit the dialog box Paragraph style with Close.

The style is now created and ready for use. You will soon learn how to use it. For more information, see
Applying paragraph styles.

Creating paragraph styles from selected text

Alternatively, you can first format some text as desired and then create a new style that assumes this exact
formatting. For this purpose, use the New from text button instead of the New button.

This procedure is useful if you have previously formatted paragraphs manually and now want to create a
paragraph style with exactly the same paragraph formatting.

To do so, proceed according to the following detailed steps:



1. Apply the desired paragraph formatting (indents, line spacing, paragraph alignment, etc.) to one or more
paragraphs.

2. Place the text cursor inside one of these paragraphs or select the paragraphs (both methods produce the same
result).

3. Create a new paragraph style via the command Paragraph style, as described above. Important: Use the
New from text button in the dialog box now instead of the New button.

A paragraph style created in this manner will behave like any other paragraph style. The only difference is that
it assumes its initial formatting from existing text. Of course, you can change its formatting options at any time.

The option "Next style" - or: Which style should be applied to the next paragraph?

Each time you complete a paragraph with a specific style by pressing the Enter. key, the same style is
automatically applied to the next paragraph.

However, this is impractical in some cases. For example, headings usually consist of just a single line followed
by normal text, and when you have typed a heading, you usually want to revert to the "Normal" style.

Therefore, for each paragraph style, you can specify the style to be applied to the next paragraph once the
current paragraph is completed by pressing Enter.. To do so, click on the Edit button to open the dialog box
and switch to the Style tab. There, select the desired style in the Next style dropdown list — thus the "Normal"
style in our example.

Using shortcut keys

If you need a style frequently, you can assign it a shortcut key at any time. The advantage of this is that you can
then enable the style very swiftly with one press of a key.

To assign a shortcut key to a style, click on the Edit button to open the dialog box and switch to the Style tab.
There, position the text cursor in the Shortcut key input field and press the desired key combination (starting
with Ctrl or Alt).

Note: If you press a key combination that is already assigned, the current assignment is displayed below the
input field Shortcut key. You should then press the Backspace key&X to delete your shortcut key and use a
different key combination. Otherwise, you will overwrite the key combination for another style or even for
one of TextMaker's commands.

We recommend that you always use key combinations that include the keys Ctrl and Shift since they are not
usually assigned.

Applying paragraph styles

To apply a paragraph style, proceed as follows:

1. Place the text cursor in the paragraph to which you want to apply the style (or select multiple paragraphs).
2. Right-click in the text to open the context menu and select the command Paragraph style.

3. In the list on the left side of the dialog box, select the desired style.



Tip: A small preview of the selected style is shown in the right half of the dialog box. You can enable or
disable this preview via the >> or << buttons.

4. Click on Apply.

The formatting of the selected paragraphs immediately changes to the formatting specified for the paragraph
style.

Tip 1: The ribbon tab Home | group Styles always displays the paragraph style selected for the current
paragraph. You can switch to a different style here at any time by expanding the list and clicking on the
desired style.

Tip 2: You can also change the paragraph style in the sidebar by double-clicking on the desired style. The
sidebar contains many other direct commands that enable you to conveniently edit styles. For more
information, see Paragraph styles and the sidebar.

Tip 3: If you assigned a shortcut key to the style, you can apply styles even faster: simply press the assigned
key combination.

Changing paragraph styles
Of course, you can change paragraph styles again at any time.

Important: Changing the formatting of a paragraph style automatically changes the formatting of a//
paragraphs to which that style was applied! However, this automatic reformatting applies in a limited way to
paragraphs where you manually changed the paragraph formatting affer you assigned the style (see the next
section).

To change a paragraph style, proceed as follows:

1. Right-click in the text to open the context menu and select the command Paragraph style.
2. In the dialog box, select the style you want to change from the list.

3. Click on Edit.

4. Make the desired changes to the style.

5. In the dialog box Paragraph, click on OK.

6. Exit the dialog box Paragraph style with Close.

The style has now been changed accordingly.

Determining which paragraph styles are displayed in the dropdown list "Show"

Show: Styles in use .



By default, the dialog box Paragraph style only shows the styles that are used in the document. If required,
switch between the following options to select which styles should appear in the list:

All styles: Show all available styles. These are all predefined styles and the styles you created yourself.
Styles in document: Show only the styles that are used in the document and the styles you created yourself.

Styles in use: Show only the styles that are actually used in the document.

Updating a paragraph style from existing text
The Update from text button in the dialog box Paragraph style allows you to update a style "from the text".

If you click on this button, the formatting of the currently selected text will be transferred to the selected style.
The style thus assumes the exact formatting of this section of text.

To do so, proceed as follows:

1. Apply the desired paragraph formatting (indents, line spacing, paragraph alignment, etc.) to one or more
paragraphs.

2. Place the text cursor inside one of these paragraphs or select the paragraphs (both methods produce the same
result).

3. Right-click to open the context menu, and select the entry Paragraph style.
5. Select the desired style from the list.
6. Click on Update from text.

The style will now "forget" its previous formatting settings and will assume the formatting of the selected
section of text. (Of course, you can still change the formatting of the style at any time, regardless of this section
of text.)

Deleting or renaming paragraph styles

To delete a style in the current document, select it in the above dialog box by clicking on it and then click on
the Delete button. To give a style a new name, click on Rename and type the new name.

Note: The predefined styles that you can choose under Show: All styles in the dialog box cannot be deleted. However, you can reset
these styles to their delivery state if you have changed them (when you reset them, they are deleted from Styles in document/Styles in
use). If you have changed predefined styles or already used them in the text, they appear in the list Show: Styles in document/Styles in use
and can be deleted from this list, but remain in the list Show: All styles in their delivery state. The default style "Normal" cannot be
deleted, reset, or renamed.

After you delete or reset a paragraph style, the formatted sections of text in the document retain their
formatting. These sections of text are now directly assigned the paragraph style on which the deleted style was
based. For information, see "Based on" paragraph styles. Those formatting options that were explicitly set in
the deleted style and now remain in the text are treated as if the text was formatted manually — and are thus
retained even if you change formatting later in the style.

If there are paragraph styles based on the deleted style, they are now linked directly to the style basis of the
deleted style.



Deleting or renaming paragraph styles in a document template

To delete or rename the styles in a document template, open the document template, make the changes there
and then save the template.

Scope of paragraph styles

Did you change a paragraph style but the formatting of some of the paragraphs to which this style had been
applied didn't change accordingly? This is because these paragraphs were subsequently reformatted manually.

An example:

Let's assume that you define a style specifying the paragraph alignment to be centered. If you subsequently
change the style's alignment to right-aligned, all paragraphs formatted in that style will change accordingly.

However: If you subsequently selected a different paragraph alignment for one of these paragraphs via the
command group Home | Paragraph, the change to the style no longer affects this paragraph. Manually applied
paragraph formats thus take precedence over styles.

If you want such a paragraph to be "exempt" from manual formatting, simply select it and reapply the original
paragraph style (using the steps described in Applying paragraph styles). The format of the paragraph will
revert to that specified in the style, and subsequent changes to the style will affect the paragraph.

"Normal" paragraph style

The paragraph style called "Normal" is present by default in every document and has a special significance: it is
the default style of paragraph formatting in the document. When you start entering text in a new document, the
"Normal" paragraph style is automatically used for the text.

If you change the "Normal" paragraph style — for example, the line spacing — the line spacing of the entire text
will be changed (except for paragraphs where you have set a different line spacing manually via the ribbon tab
Home | group Paragraph). Furthermore, subsequent text will appear with this line spacing which you have
defined in this manner as the new default spacing in the "Normal" paragraph style for the document.

If you want to apply a different paragraph style to your existing text instead of the default "Normal" style, select
the text and follow the instructions in Applying paragraph styles.

"Based on" paragraph styles

When you create a new paragraph style, as described at the beginning of this section, it is usually based on the
"Normal" paragraph style. This means that the new paragraph style is based on the formatting of the "Normal"
style. Changes to the formatting of the "Normal" style thus affect all other styles.



If you have already created your own paragraph styles and used them in the text, the following occurs when you
choose the command Paragraph style: In the list on the left side of the dialog box, the style of the currently
selected paragraph is preselected — this may be the "Normal" paragraph style or your own one — and is thus also
preset as the basis for a new style. In the list, change the style that you want to use as the basis for a new
paragraph style, if necessary, before clicking the New button.

Please note: Subsequent changes to the formatting of the style basis will also change all styles based on it.
Only the formatting that you have already customized there will remain unchanged.

If, for example, you select a new line spacing for the "Normal" style, it will also change in all paragraph
styles (except for those styles where you have explicitly specified a different line spacing).

Reassigning the style basis

In addition, you can reassign the style basis to a paragraph style at any time with the option Based on.

To have a paragraph style based on a style other than the one you previously selected, proceed as follows:
1. Right-click in the text to open the context menu and select the command Paragraph style.

2. In the list on the left side of the dialog box, select the paragraph style whose basis you want to change.

Tip: If you click on the expand button >> on the bottom right, the description shows the style on which the selected paragraph style
is currently based. Furthermore, you will find information here as to the formatting attributes of the paragraph style that have been
modified differently from the style basis.

3. Click on the Edit button.
4. In the following dialog box, switch to the Style tab.

5. Important: In the dropdown list Based on, select the style basis to which the selected paragraph style is to
be linked. In addition to the the "Normal" style, you will also find some predefined styles and the styles you
created yourself.

6. You can now also change the desired formatting of the paragraph style, etc.

An application example:

The print version of this manual illustrates the use of linked paragraph styles. Here, the paragraph styles for all
heading levels are based on a single paragraph style that specifies, among other things, an increased spacing
from the previous paragraph.

When we subsequently decided that the spacing we had chosen was too small, we only had to increase it in the
single underlying style, and the spacing of a// headings was increased. If we had based the styles on "Normal",
we would have had to change each of these heading styles separately.

Paragraph styles and the sidebar

On the previous pages, you learned how to create, apply and change paragraph styles. For this purpose, the
procedure was mainly described via the dialog box of the command Paragraph style (accessible, for example,
via the context menu or via the Organize button in the sidebar).



These tasks can also be implemented in TextMaker in a more convenient manner: via the direct commands in
the sidebar.

Showing sidebar and displaying paragraph styles

The sidebar can display a list of all available paragraph styles if desired. To format a paragraph with one of
these styles, for example, simply position the text cursor in the paragraph and then double-click on the style in
the sidebar. You can also change, organize and create paragraph styles in the sidebar.

All you have to do is enable the sidebar and select the "Paragraph styles" function in it:

1. If the sidebar is not visible, then enable it. You will find the command on the ribbon tab View | group
Windows | Sidebars. For more information, see Sidebar.

2. Then click on the icon - in the small toolbar at the top of the sidebar. This will switch the sidebar to the
"Paragraph styles" function.

The sidebar displays the paragraph styles in the document. The style applied to the currently selected text is
highlighted ("Normal" in this case):

® B a1 A -

Paragraph styles:

Mormal -

Heading 1
Heading 2
Heading 3

Apply  Edit.. Organize -

B Dizplay hierarchically
B FPreview

Show: Styles in use w

You can then perform the following actions in the sidebar:

Using paragraph styles via the sidebar commands
= Applying a paragraph style

Place the text cursor in the desired paragraph in the text (or select several paragraphs). Simply click to select
the desired style in the sidebar and click on the Apply button at the bottom of the sidebar.

Tip: Alternatively, you can simply double-click on the style in the sidebar to apply it to the selected text.



Changing a paragraph style

Simply click to select the desired style in the sidebar. Then click on the Edit button at the bottom of the
sidebar.

Organizing paragraph styles

Simply click to select the desired style in the sidebar. Then click on the Organize button at the bottom of the
sidebar.

The program will display a menu with commands for organizing your styles (for creating, renaming,
deleting, etc.). Select the desired function there. Short descriptions of the individual commands can be found
here. For more information, see Paragraph styles.

Tip: This menu can be opened even faster: right-click on a style in the sidebar or click on the black arrow
next to the style. The dropdown menu also contains the Apply and Edit buttons described above.

Creating a new paragraph style

In the sidebar, right-click on the style on which you want the new style to be based. The aforementioned
menu appears. Choose the command New there.

The command New from text, which is located in the menu directly below it, creates a new style based on
the selected style from the sidebar. However, the exact formatting of the section of text selected in the
document is applied.

Updating a paragraph style from existing text
You can update a paragraph style directly with the formatting "from the text".

To do so, place the text cursor in the section of text that contains the desired formatting. In the sidebar,
right-click on the style that you want to format and select Update from text.

Deleting or renaming styles

To delete a style in the current document, right-click on the style in the sidebar and choose Delete from the
menu. To give a style a new name, select Rename and type the new name.

Note: The predefined styles that you can choose under Show: All styles cannot be deleted. However, you can reset these styles to
their delivery state if you have changed them (when you reset them, they are deleted from Styles in document/Styles in use). If you
have changed predefined styles or already used them in the text, they appear in the list Show: Styles in document/Styles in use and
can be deleted from this list, but remain in the list Show. All styles in their delivery state. The default style "Normal" cannot be
deleted, reset, or renamed.

After you delete or reset a paragraph style, the formatted sections of text in the document retain their
formatting. These sections of text are now directly assigned the character style on which the deleted style
was based. For more information, see "Based on" character styles. Those formatting options that were
explicitly set in the deleted style and now remain in the text are treated as if the text was formatted manually
— and are thus retained even if you change formatting later in the style.

If there are paragraph styles based on the deleted style, they are now linked directly to the style basis of the
deleted style.

Opening the dialog box ""Paragraph style"

You can also find and apply all the actions mentioned here in the classically arranged dialog box Paragraph
style. To open this dialog box, click on the Organize button at the bottom of the sidebar and select
Paragraph style. The commands of the dialog box were described in detail in Paragraph styles.




= Opening the dialog box for the "Manage styles'" tool

Click on the Organize button at the bottom of the sidebar and select Manage styles. A dialog box opens for
the integrated Manage styles tool, which you can use to manage the styles of documents for characters and
paragraphs. For more information, see Managing styles.

= "Display hierarchically" checkbox

If you enable the checkbox, the styles appear in the sidebar with a layered structure that shows how the
styles are based on each other.

= "Preview" checkbox

If you enable the checkbox, the formatting of the styles is displayed directly as a preview in the sidebar.
= "Show" dropdown list
You can choose which styles are shown here:
All styles: Show all available styles. These are all predefined styles and the styles you created yourself.
Styles in document: Show only the styles that are used in the document and the styles you created yourself.

Styles in use: Show only the styles that are actually used in the document.

"Based on" paragraph styles

The manner in which you allow paragraph styles to be based on another style works in the sidebar similar to via
the dialog box. For more information, see "Based on" paragraph styles:

In the sidebar, select the style that you want your new paragraph style to be based on before you choose the
command New.

To base a paragraph style on a style other than the one that was previously selected, select the style to be
adjusted in the sidebar and click on the Edit button. In the following dialog box, you can change the style basis
on the Style tab.

Tip: The style basis on which a style is based and the formatting attributes which are explicitly set in the
style are visible in the sidebar via a tooltip. This tooltip is displayed when you hover over a style. This
requires Show tooltips to have been enabled.




Managing styles

TextMaker's integrated Manage styles tool allows you to manage the styles of documents. Its main purpose is to
copy character and paragraph styles from one document to another.

To start the "Manage styles" tool, proceed as follows in the sidebar:

Note: If the sidebar is not visible, enable it on the ribbon tab View | group Windows | Sidebars. For more
information, see Sidebar.

A

1. Click on one of the Paragraph styles 1 or Character styles icons in the small toolbar (at the top of

the sidebar).

2. Choose the command Manage styles via the Organize button (at the bottom of the sidebar).

The following dialog box opens:

Manage styles X

1 Towurd.trndx e 2 Untitled 1 e

T Footer T Heading 1

Heading 1 ¥ Heading 2

T Heading 2 a2 T Heading 3

o Heading 3 — a Normal

a Mormal 1M MNormal

M MNormal

Rename...
Delete
Open... Open...

Description:

Mormal + Arial, 12 pt, Bold, Level 1, 12 pt Above, 3 pt Below, Keep with next, Keep together

Close

By default, the list on the left side of the dialog box displays the styles of the current document, while the list
on the right is empty.

You use the "Manage styles" dialog box via the following controls:



Style list on the left side

In the style list on the left side of the dialog box, all paragraph styles and character styles of the current
document are displayed. You can select one or more styles in the list and click on one of the buttons of the
dialog box to perform the desired action. To select multiple styles, press and hold the Ctrl key and then click on
each entry that you want to select.

If you would like to open a different document in the list, click on the Open button and select the desired file.

Style list on the right side

The style list on the right side works just like that on the left side. You can open a second document in it at any
time. To do so, use the Open button located below the list on the right side. You can now copy styles back and
forth between the two documents.

>> and << buttons

You can use these buttons to copy styles back and forth between the two documents that are open in the dialog
box.

To do so, select one or more styles in either list. Then click on the >> button to copy the style(s) from the list on
the left to that on the right side. The << button copies styles from the list on the right to that on the left side.

If you try to copy a style that already exists in the target document, TextMaker first asks you if you would like
to overwrite it.

Rename button

This button can be used to rename styles. To do so, select the desired style, click on the Rename button and
enter the new name.

Note: The "Normal" default style cannot be renamed.

Delete button
This button can be used to delete styles. To do so, select the desired style(s) and click on theDelete button.

Note: The "Normal" default style cannot be deleted.

Close button

Use this button to close the "Manage styles" tool.



Document templates

As you learned in the previous sections, character and paragraph styles are always saved in the document in
which they were created. If you want to use such styles in other documents also, you should save them in a
document template.

Each time you choose the ribbon command File | New D, TextMaker allows you to select a document template
as the basis for the new document. If, at this point, you select a document template that you have created, the
new document will have the same character and paragraph styles that you saved in the template.

Document templates can also include text — for example, your letterhead. Thus, you can kill two birds with one
stone: You can create a document template with your letterhead and your favorite styles for letters, another for
annual reports and so on.

Templates linked to a database

It gets even better: You can assign a database to a document template and then insert database fields into it.
When you create a new document based on this template, the TextMaker database appears automatically and
lets you select a record and insert its fields into your letterhead, your fax form, etc. (The database fields
themselves are physically replaced in the document by the content of the inserted record.)

Creating a letter becomes child's play: Simply choose the command File | New, select the letter template and
the recipient's name and address — and you will obtain a fully completed letterhead.

Tip: TextMaker contains numerous predefined document templates for letters, flyers, etc. Try them out —
just choose the ribbon command File | New (click on the icon itself to open the dialog box), and then select
one of the templates in the subfolders.

For more information, see Importing individual addresses.

For general information on working with document templates, see the next pages.

Creating document templates

To create a new document template, proceed as follows:

1. Start a new document or open a document or document template that you want to use as the basis for the
new template.

2. Edit the text in the document if you want the document template to contain text also.
3. Make any desired changes to the character and paragraph styles.

4. If you want, you can even change settings in the dialog boxes Layout | group Page setup (group arrow 4)
and File | Properties. These settings will then also be saved in the document template.



5. Choose the ribbon command File | Save as.

6. Select the entry Template from the dropdown list Save as type.

7. At this point, TextMaker switches automatically to the folder where the document templates are located.
Android/iOS: This step is not supported here. Navigate manually to the folder "SoftMaker/TextMaker NX templates".

8. Type a name for the template in the File name input field.
9. Confirm that you want to save it.

Organizing templates in several folders: You can use the New folder button at any time to create a new folder
under the Templates folder, then switch to the new folder and save the template there. In this way, templates
can be stored in separate folders according to their use. The document templates supplied with TextMaker are
organized according to such types as business letters, personal letters and flyers.

Using document templates

To use a document template, simply start a new document with the command File | New. You can specify on
which document template this is to be based.

Proceed as follows:
1. Choose the ribbon command File | New [ to open the dialog box. (Click directly on the icon itself.)

2. You can select the required document template in the dialog box.

In the Template list on the left, you will also see some folders with predefined document templates for
writing letters and flyers.

3. After you have selected a template, confirm with OK.

The system now creates a new document for which all character and paragraph styles saved in the document
template become available. The settings defined in the dialog boxes Layout | group Page setup (via the group
arrow 4) and File | Properties are also adopted from the template.

In addition: If the document template also contains text, this text is displayed accordingly in the new document
and can be edited just like normal text.

Tip: TextMaker is supplied with various predefined document templates for business letters and personal
letters. These templates include complete letterheads and are linked to the address database
addressbook.sqglite. They make your daily paperwork a lot easier — see Importing individual addresses
for more information!

Editing document templates

Changing a document template is no different from editing a normal document. You open the template, make
your changes and save the document template.



Important: Of course, changing a document template will affect a/l documents that are subsequently created
on the basis of this template.

To change a document template, proceed as follows:

1. Choose the ribbon command File | Open (click directly on the icon itself).

2. Select Template from the dropdown list of file types.

3. Select the template to be changed and confirm that it has been opened.

4. Make the desired changes to the text or to the character and paragraph styles.
5. Choose the ribbon command File | Save to save the changed template.

Of course, you could also save the template under a different name via the ribbon command File | Save as if
you did not want to overwrite the original template.

"Normal.tmvx" document template

The Normal . tmvx document template is the default template for new documents. If you choose the command
File | New, this template will always be set. It contains no text and only the default "Normal" character and
paragraph styles as well as some styles for headings.

Accordingly, the Normal . tmvx template is a suitable basis for creating a completely new document template
from scratch.

Important: You should not usually change the Normal. tmvx default template. If you want to do this
anyway, you should be aware that Normal . tmvx contains the default values for page, paragraph and
character formatting as well as many other default values. A change affects al/l documents which are then
created based on the Normal . tmvx default template.

If, for example, you want to change the default font for all documents that will be created in future based on the
Normal.tmvx template, open this template, change the character formatting of the "Normal" paragraph style,

and save the template.

You can also choose a different default template for new files:

To do so, choose the ribbon command File | New L] (click directly on the icon itself), select the desired
template in the dialog box and click on Set as default. From now on, TextMaker will always offer this template
as the default template when you create a new document.




Multi-column page layouts

Multi-column page layouts

Text can be laid out in multiple columns next to each other in TextMaker. You can change the number of
columns within a document as often as you like. To format text in columns, use the ribbon command Layout |
group Section | Columns.

Entering text in a multi-column text area is not much different from entering it in a single-column area. The
only difference is that when you reach the end of the first column, your text is not continued on a new page, but
is continued in the next column on the same page. In other words: a column break is automatically inserted. A
page break is inserted only when you continue typing past the end of the last column.

Manual column break: If the text is formatted in columns, you can also instruct TextMaker to perform a manual
column break before the automatic column break:

1. Place the text cursor in the desired position.

2. Click on the arrow of the Break icon on the ribbon tab Insert (or Layout) and select Column break.
TextMaker then breaks the column immediately.

Tip: You can also use the key combination Ctrl + Shift + Enter for this purpose.

See the following pages for more information on setting up multi-column text.

Changing the number of columns

To reformat a single column passage of text to a three-column passage for example, you only have to select the
text and change the number of columns via the ribbon command Columns.

Via the "Columns" icon

For up to three columns, you can easily use the predefined entries of the Columns icon EZ on the ribbon tab
Layout | group Section.

To do so, proceed as follows:
1. Select the text area whose number of columns you want to change.

2. Click on the small arrow of the Columns icon E5l and select a predefined column layout from the menu that
appears: up to three columns (of the same size); a two-column layout with a narrower column on the left or a
two-column layout with a narrower column on the right.

The selected column layout will now be applied to the selected text. To do so, TextMaker automatically sets up
a separate section in the document with the required section breaks. (For more information, see also What are
sections?)

If, on the other hand, you want to apply a specific column layout to the entire document, simply place the
cursor in the text (do not select anything). Then select the desired number of columns as described above. Note:
This only works if your document is not divided into sections.



Multi-column page layouts

In the dialog box below, the option Apply to also provides even more differentiated methods of specifying
which part of the document should be divided into columns. The dialog box also provides numerous other
options, such as a larger number of columns.

Tip: If you want to use different numbers of columns on the same page, you must define sections and
proceed as follows: In the dialog box shown below, disable Page break and set the Height to Auto.

Other options: Via the dialog box "Section"

Additional options for setting up multi-column text can be found in the dialog box "Section".

To do so, proceed as follows:

1. Select the text whose columns you want to adjust.

2. Click directly on the Columns icon EZl to open the dialog box.
Alternatively: Click on the small arrow of the icon and select More in the dropdown menu.

The system displays the following dialog box:

Columns
Presets Preview
COne Two Left
Columns
Width: Spacing:
MNumber: — =F J
1: BS5in =
1 =
3
] Equal celumn width
Margins...
Height: Auto . Gutter line...
[] Page break Apply to:
[] Restart auto numbers Whole document o

Specify the number of columns and their format in this dialog box:
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= Presets section
Here, you can select one of several predefined column layouts by clicking on it.

* Columns section
This option lets you specify the number, width and spacing of columns.

Enter the desired number of columns for Number.
Specify the width and spacing of the columns in Width and Spacing respectively. If Equal column width
is enabled, all columns will have the same width and spacing. If this option is disabled, you can specify a
different width and spacing for each column.

= Height section
This option lets you specify the height of the columns:

Auto: If you select this setting, TextMaker automatically adjusts the column height to fit the text length so
that all columns are of equal height.

Page height: With this setting, the column height is set equal to the page height, regardless of the text
length.

Fixed height: If you select this setting, you can set a fixed column height.

= Page break

If this option is enabled, TextMaker inserts a page break before the multi-column section.

= Restart auto numbers

This option is not relevant for multi-column layout. If it is enabled, it resets the "Auto number" field in the
relevant section to one. For information on using this field, see Numbering with auto numbers.

= Text direction

You can use this option to change the text direction of a multi-column section of text in Arabic. If you set
the direction to right-to-left, the column on the far right becomes the first column (instead of the column on
the far leff). For more information, see also Working with Arabic text.

= Margins button
Here, you can specify the margins of the section, including the amount of blank space TextMaker should
insert above and below the section.

= Gutter line button
Click on this button if you want a vertical line to be displayed between the columns of multi-column text.

When you click it, the program displays a dialog box in which you can select the desired line style,
thickness, etc.

If you want to remove the line, simply select No line as the Line style.

= Apply to:

In the dropdown list, specify which parts of the document are to be affected by the settings made in this
dialog box:

Whole document: the entire document.
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Note: The following options in the list refer to defined sections. A section is a passage of text with the
same number of columns. For more information, see What are sections? Furthermore, the available
options will vary depending on what you have selected in the text.

This point forward: the passage of text from the current position of the text cursor to the end of the
document. In this case, a new section is automatically defined after the cursor.

Selected text: the section of text currently selected in the document. In this case, a new section is
automatically defined for the selected passage of text.

Current section: the current section of text.
Selected sections: all sections included in the current selection.

To end of section: the text from the text cursor to the end of the current section.

What are sections?

The term "section" was mentioned several times in this chapter. What are sections? A section is a passage of
text in which you can, for example, format the number of columns uniformly, separately from the rest of the
text.

Note: Defining sections is primarily performed for multi-column text, but it is also relevant for restarting
Auto numbers or displaying Line numbers.

Example: In the middle of an otherwise single-column document, a section of text is formatted in two columns.
The prerequisite for such a presentation of your text is that the text is divided into several sections. You can do
so manually using the Insert section break feature (see below). You can then format a separate number of
columns for each section.
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By doing this, you have created three sections: a single-column section at the beginning of the document, a two-
column section in the middle and another single-column section at the end.
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If you would rather format the two-column section in the middle as three columns, simply place the text cursor
anywhere within this section, and choose the command Columns on the ribbon tab Layout | group Section.
Then change the number of columns to 3. The two-column section will then become a three-column section.

Inserting section break manually

Choose the ribbon command Layout | group Page setup | Insert break (click on the icon’s arrow and select
the entry Section break) to specify the beginning of a new section. Before choosing the command, place the
cursor in the text where you want the new section to begin. The section will be valid from this point until the
next section break (if one is inserted), otherwise until the end of the document.

In this way, documents can be divided into several sections. Each section can be formatted with a different

number of columns.

Tip 1: If you enable the icon T for displaying the formatting marks on the ribbon tab Home | group
Paragraph, you can see the breaks for better orientation in the document.

Tip 2: The number of the current section (Sectionl, Section2, etc.) is displayed in the status bar.

Section breaks are inserted automatically when columns are defined

If you format a text segment with multiple columns using the command Columns (see previous section), a
separate section with the required section breaks is automatically created by TextMaker. To do so, proceed as
follows:

1. Select the passage of text that is to have a different number of columns than the rest of the document.
2. Click on the arrow of the Columns icon = on the ribbon tab Layout | group Section.

3. Select the desired number of columns.

Tip: Clicking directly on the Columns icon will open a dialog box in which you can make further settings
(see previous section).

A separate section with the selected number of columns is now defined for the selected passage of text, and the
document is divided into several sections by the automatically inserted section breaks.

It is thus unnecessary to insert section breaks manually.

Page break before sections

By default, TextMaker does not insert a page break between two sections, but simply lets the text continue from
one section to the next. If, on the other hand, you want to always have a page break before a specific section,
move the text cursor to this section. Open the dialog box "Section" by clicking directly on the Columns icon on
the ribbon tab Layout | group Section, and enable the option Page break in this dialog box.
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Searching and replacing

This chapter explains the functions for searching and replacing text and formatting,.

= Search and replace

You can use the ribbon command Home | Search to search for terms in the text or use the ribbon command
Home | Replace to replace them with other terms.

If, for example, a text contained several occurrences of the name "Smith" misspelled as "Smyth", you could
direct TextMaker to replace all occurrences of "Smyth" with "Smith".

If necessary, you can use Advanced search options to define your search more specifically. You can also
search and replace formatting, such as character or paragraph formatting.

= Bookmarks

Bookmarks provide another way of quickly finding specific points in the document. To do so, you set a
bookmark at the desired point in the document and give it a name. You can now jump to such points in the
document at any time by choosing the ribbon command Home | Go to. You can insert as many bookmarks
as you like in a document.

= The command Go to

The command Go to also allows you to scroll to specific points in the document — for example, to a specific
page, a specific chapter, a specific object, etc.

= Searching with the sidebar

In addition to the ribbon command Home | Search for searching for terms in the text, there is another option
whereby you enable the sidebar and use the search function integrated there.

= Navigating with the sidebar

You can navigate quickly and directly in the document map in a document by enabling the sidebar. This
displays all headings, bookmarks, objects, etc. on the right edge of the window. Simply click with the mouse
to jump to the corresponding point in the document.

See the following pages for more information.

Tip: Using shortcut keys

The following shortcut keys are available for the search and replace functions:

Command Windows/Linux Mac

Search Ctrl+F Cmd+F
Replace CtrI+H Cmd+H
Search again F3 F3

Go to F5 or Ctrl+G F5 or Cmd+G
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Note: If the sidebar is enabled, Ctrl+F / Cmd+F initially opens the search function in the sidebar rather than in the dialog box. If you use
the key combination a second time, you will finally reach the dialog box.

Search

. . . [®]
You can search a document for a specific term using the ribbon command Home | Search .

It is even possible to search for formatting — for example, for all passages in bold print. For more information,
see Searching/replacing formatting.
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You perform a text search as follows:

1. Choose the ribbon command Home | Search - .

Note: If the sidebar is enabled, you must click on the command Home | Search a second time in order to open the above dialog box

(or press Ctrl+F). Alternatively, you can work with the search function in the sidebar. For more information, see Searching with the
sidebar.

2. Under Search for in the dialog box, enter the text for which you want to search.

3. Enable the desired search options (see Advanced search options) if required.

4. Click on the Search button to start the search.

When TextMaker finds the search text, it jumps to its position in the document and selects it.
You now have the following options:

A.You can click on Search again to proceed to the next occurrence of the search text.

B. You can close the dialog box by choosing Close.
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It is not only possible to search for a specific text, but you can also replace it with something else. For more
information, see the next section.

Replace

Sometimes, you want to do more than just find a term in the text. You also want an easy way of replacing it
with another term. The ribbon command Home | Replace (in the Search group) is used for this purpose.

Proceed as follows:

1. Choose the ribbon command Home | Replace a-b
2. Under Search for, enter the text for which you want to search.
3. Under Replace with, enter the text that is to replace the search text.

4. Enable the desired search options (see Advanced search options) if required.

5. Click on the Search button to start the search.
When TextMaker finds the search text, it scrolls to its position in the document and selects it.
You now have the following options:

A.You can click on Replace, whereupon the search term is replaced with the replacement term and TextMaker
jumps to the next occurrence of the search term.

B. You can click on Search again, whereupon TextMaker jumps to the next occurrence of the search term —
without replacing the term.

C. You can click on Replace all, whereupon TextMaker replaces a/l other occurrences of the search term in the
text.

D. You can close the dialog box by choosing Close.

Tip: It is even possible to search for formatting and replace it with different formatting, for example, replacing
bold passages with passages in italics. For more information, see Searching/replacing formatting.

Repeating a search/replace

To repeat a search or replace operation or to continue it after canceling, choose the ribbon command Home |
Search again = or simply press the F3 key.

TextMaker continues the search and displays the next occurrence of the search term.
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Tip: To continue a search, you can also use the following key combinations: Ctrl+PageDown\ to jump to
the next occurrence and Ctrl+PageUp to jump to the previous occurrence.

Advanced search options

In the dialog box of the ribbon command Home | Search - or Home | Replace a-b , you can click on the
Enlarge button, which expands the dialog box and offers additional options.

Clicking on Reduce makes the dialog box smaller again.

The enlarged Search and replace dialog box offers the following additional options:

"Options" section
Here, you can change the following settings for the search operation:

= (Case-sensitive

The case of letters in the search term is ignored by default. Thus, if you search for "house", not only
"house", but also "House", "HOUSE", "HouSe", etc. will be found.

If you enable this option, however, the program will only find those occurrences of the search term where
the cases of the letters correspond exactly to the cases of the letters in the search term. Thus, if you search
for "house", only "house" will be found.

= Whole words only
If you enable this option, the search term will only be found if it occurs as a separate word.

Thus, if you search for "test", it will be found only when it occurs as a separate word and not when it forms
y y p
part of another word like "testament" or "protest".

= Search from top

TextMaker usually starts a search at the current position of the text cursor. If you enable the option Search
from top, however, TextMaker starts at the beginning of the document.

If the option Search backwards is enabled, the option Search from end appears here instead. This works
accordingly.

= Search backwards

If you enable this option, the search is performed backwards, that is, from the current position of the text
cursor to the beginning of the text.

= Search all frames

By default, TextMaker searches only in the text frame in which the text cursor is currently positioned. If the
text cursor is in the body text, only the body text is searched. If you enable this option, however, TextMaker
searches the body text and all existing text frames (including headers and footers).
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"Reset" button

The Reset button deletes the content of the Search for field or the Replace with field (including formatting) —
depending on which of these two fields contains the text cursor.

"Format" button

The Format button allows you to search documents for specific formatting — for example, for all sections of
text in bold print or for all centered paragraphs.

Click on this button and set the formatting for which you want to search.

For more information on this function, see the next section (Searching/replacing formatting).

"Special" button

The Special button allows you to search a document for special characters and to use wildcards such as "Any
character":

= Any number ("#) — if you specify, for example, a search for "200"#", TextMaker will find occurrences of
2000 through 2009.

= Any letter (*$) — if you specify, for example, a search for "$", TextMaker will find occurrences of a
through z and A through Z (including all letters with umlauts or other accents).

= Any character (*?) — TextMaker searches for any character whatsoever (letter, number or special
character).

= Any smart quote ("q) — TextMaker searches for any type of smart quote. (In contrast, neutral quotes like
"or" will not be found.)

= Caret (™) — searches for the character """ (caret).

= Non-breaking space (“n) — TextMaker searches for non-breaking spaces.

= Tab (*t) — TextMaker searches for tabs.

= Line break ("z) — TextMaker searches for manual line breaks (inserted with Shift+.).

= Paragraph mark (“a) — TextMaker searches for the paragraph mark that is at the end of each paragraph.

= Page break ("p) — TextMaker searches for manual page breaks inserted with the command Insert | Break |
Page break.

= Section break ("s) — TextMaker searches for section breaks inserted with the command Insert | Break |
Section break.

= Chapter break (“c) — TextMaker searches for chapter breaks inserted with the command Insert | Break |
Chapter break.

To insert such a wildcard into the search term, click on the Special button, and then select the desired
placeholder by clicking on it.
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You can repeat and combine these wildcards as desired within the same search term. Furthermore, you can use
them in combination with normal text. A search for ""#"# gallons of ~$"$"$" would yield all occurrences of
this form — for example, "10 gallons of oil", "42 gallons of gas", etc.

Searching/replacing formatting

The ribbon commands Home | Search and Home | Replace allow you to search for formatting as well as text —
and even to replace the specified formatting with other formatting as required.

You can thus replace a specific font that occurs repeatedly in the text with another font, for example.

To search for formatting, proceed as follows:

1. Choose the ribbon command Home | Search * .

2. If the Format button is not displayed in the dialog, click on the Enlarge button to expand the search dialog.
3. Delete any previous search term in the Search for field by clicking on the Reset button.

4. Click on the Format button.

5. Select the type of formatting for which you want to search: character formatting, paragraph formatting,
character styles or paragraph styles.

6. The program opens a dialog box in which you specify the formatting for which you want to search. Then
confirm with OK.

7. You can now start the search by clicking on the Search button.

To search for formatting and replace it with other formatting, proceed as follows:

1. Choose the ribbon command Home | Replace a-b

2. Use the Format button to specify the formatting for which you want to search (see above) and then confirm
with OK.

3. Click in the input field Replace with.

4. Use the Format button again to specify the formatting that is to replace the formatting specified above as
the search term. Confirm with OK again.

5. You can now start the search with the Search button.
When TextMaker finds an occurrence of the search term, it displays the occurrence in the document.

To continue searching, click on the Search again button. Alternatively, if you want to replace the formatting,
click on the Replace button. If you click on Replace all, TextMaker will replace all occurrences of the
formatting you are searching for in the text with the new formatting.
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Tip: You can use this function, for example, to replace one font with another throughout the document.
However, experts would use styles in this case (see Styles) because they provide a much more elegant means
of performing this task. If you change the font in a style, al/ sections of text that are formatted with this style
are automatically changed accordingly.

By the way, searching for text and formatting can also be combined. Thus you can search for a specific search
term with a specific formatting. For example, if you enter "TextMaker" as the search term and also specify bold
character formatting for the search, the search will find every occurrence of "TextMaker" in bold characters in
the document.

Bookmarks

As with a book, you can also add markers to TextMaker documents to quickly retrieve important passages of
text, for example. These markers are called bookmarks.

To insert a bookmark, choose the command Insert | Bookmark at the desired position in the text and give the
bookmark a name. Once you have marked a position in the text in this way, you can jump to it at any time with
the command Home | Go to.

Setting bookmarks
To mark a position in the text, set a bookmark there. To do so, proceed as follows:

1. Move the text cursor to the position in the text where you want to set the bookmark.

2. Choose the ribbon command Insert | group Links | Bookmark A

3. Type in any name for the bookmark.

Note: Bookmark names may contain only letters, numbers and underscores. Special characters are not allowed. The first character
must always be a letter.

4, Click on OK to set the bookmark.

You can create as many bookmarks as you want in any document.

Retrieving bookmarks
To retrieve a bookmarked position in the text, proceed as follows:

1. Choose the ribbon command Home | Go to "™

or press FS5.

2. Select Bookmark from the Go to list.

3. Select the desired bookmark from the list or enter its name manually.
4. Confirm with Go to if necessary.

TextMaker now moves the text cursor to the position in the text where you created the bookmark.

Tip: Alternatively, use the sidebar to retrieve bookmarks. For more information, see Navigating with the sidebar.
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Deleting bookmarks

If you no longer need a bookmark, you can delete it at any time. To do so, proceed as follows:

1. Choose the ribbon command Insert | Bookmark H
2. Select the bookmark you want to delete from the list or enter its name manually.

3. Click on Delete.
Alternatively, click on Delete all to remove all bookmarks.

Note: When you delete a passage of text containing a bookmark, the bookmark is deleted automatically.

Displaying bookmarks in the document

Bookmarks are invisible by default. However, you can make them visible if required. To do so, enable the
option Display bookmarks in the document in the dialog box of the ribbon command Insert | Bookmark.
Bookmarks are then displayed in the text (surrounded by angle brackets).

Alternatively, you can use the ribbon command Toggle bookmarks i directly on the ribbon tab View | group
Fields to change the mode.

Note: You will also find the corresponding option as Show bookmarks in the dialog box of the ribbon command File | Properties, View
tab.

Go to

You can use the command Home | Go to (in the group Search) to jump to a specific location in the document —
for example, to a specific page or bookmark.

To jump to a specific page, for example, proceed as follows:
1. Choose the ribbon command Home | Go to "™ .

2. In this dialog box, select the option Page in the Go to list.

3. Enter the desired page number and press the Enter key.! or the Go to button. The page will then be opened
immediately.

4. Click Close to exit the dialog box.

If you select one of the other options in the Go to list, you can also perform the following operations with this

command:

Option Function

Page Jump to the specified page (as described above)
Chapter Jump to the specified chapter
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Bookmark Jump to the specified bookmark

Footnote Jump to the specified footnote

Footnote text Jump to the footnote text of the specified footnote
Object Jump to the selected object (picture, table, etc.)

Table of contents Jump to the document's table of contents

Index Jump to the document's index

Bibliography Jump to the document's bibliography

Bibliography field Jump to the specified bibliography field of the document
Heading Jump to the specified heading of the document

etc.

Tip: Using the buttons at the bottom of the vertical scrollbar

You can also use the three buttons in the bottom right corner of the document window to jump to specific points
in the document.

S

You use these buttons as follows:

= Ifyou click on the button with the red dot, a small menu will appear. In it, you can select which "Go to"
operation you want to perform.

= If you click on the button with the up arrow, TextMaker will jump to the previous position. If, for example,
you selected "Page" in the menu, the previous page will be displayed.

= If you click on the button with the down arrow, TextMaker will jump to the next position, for example, to
the next page.

Searching with the sidebar

In addition to the ribbon command Home | Search described in the section Searching, which starts searching
for terms in a text via a dialog box, TextMaker provides another practical option whereby you use the sidebar
to search for a specific term in a document.

To do so, you must enable the sidebar:

Note: If the sidebar is already enabled, choosing the ribbon command Home | Search (or Ctrl+F) will open
the search function in the sidebar. Choose this command a second time to use the search function in the usual
way via the dialog box.
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1. If the sidebar is not visible, then enable it. You will find the command on the ribbon tab View | group
Windows | Sidebars. For more information, see Sidebar.

2. Then click on the magnifying glass icon Q
the sidebar to the "Search" function.

in the small toolbar at the top of the sidebar. This will switch

Here, you will find a search function that is equipped with options similar to the dialog box of the ribbon
command Home | Search.

Enter a search term under Search for and then click on the Search button. There are additional options above
this button, which you can set before searching if required. For more information, see Advanced search options.

The Results list shows all hits found in the document, including the text surrounding them. In addition,
TextMaker jumps from the text cursor's position to the first occurrence of the search term in the text. If you
click on the Search button again, you will reach the next occurrence of the search term.

Tip: Click on a hit in the list to jump to the respective occurrence in the document.

Mini toolbar for navigating between occurrences of the search term

At the bottom of the sidebar, there is also a mini toolbar that allows you to move between the occurrences:
|4 4 ] b

The buttons mean the following (from left to right):
= jump to the first occurrence in the document
= jump to the previous occurrence in the document
= jump to the next occurrence in the document

= jump to the last occurrence in the document

Opening the dialog box "Search and replace" via the sidebar

The dialog box Search and replace with advanced search options can also be opened directly via the sidebar:

= The Advanced button at the bottom of the sidebar opens the dialog box Search and replace. For more
information, see Search.

Alternatively: Choose the ribbon command Home | Search (or Ctrl+F) again.

= Ifyou click on the Replace button to the right, you will reach the "Replace" tab of this dialog box directly,
similar to the ribbon command Home | Replace (or Ctrl+H). For more information, see Replace.

Disabling search via the sidebar

You have to disable the sidebar if you want the the dialog box Search and replace, rather than the sidebar, to be
displayed directly when you choose the ribbon command Home | Search (or Ctrl+F).

This can be done on the ribbon tab View | group Windows | Sidebars @ by clicking on the small arrow of the
icon and disabling the option Show sidebars.
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Navigating with the sidebar

In addition to the ribbon command Home | Go to (see Go to ), there is another useful tool for navigating within
documents: the sidebar.

You can display a list of all headings in the document, among other things, in the sidebar. To jump to a specific
heading, simply click on the corresponding entry in the list. Alternatively, the sidebar can list all bookmarks,
objects, footnotes, and other parts of the document.

All you have to do is enable the sidebar and select its navigation function.

1. If the sidebar is not visible, then enable it. You will find the command on the ribbon tab View | group
Windows | Sidebars. For more information, see Sidebar.

. . . . . .
2. Then click on the icon with the compass needle - in the small toolbar at the top of the sidebar. This will
switch the sidebar to the "Document map" function.

The sidebar now lists all headings in the document (if any), for example. To jump to a specific heading, simply
click on the corresponding list entry.

@8 a 1 A -

WA

Document content:

Headings w

Treed.trdx

1. The Love Life of the Trees
1.1, In Spring

1.1.1. March

1.1.2, April

1.2. In Summer

1.3, In Autumn

Which parts of the document can be displayed?

It is not only possible to jump to headings in the same way, but also to other parts of the document. For this
purpose, open the dropdown list Document content at the top of the sidebar and select what you would like the
sidebar to display.

You can choose from among the following parts of the document:
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Option Function

Headings Sidebar displays all headings in the document

Bookmarks Sidebar displays all bookmarks

Tables Sidebar displays all tables

Pictures Sidebar displays all pictures

Objects Sidebar displays all objects (pictures, drawings, tables, etc.)
Footnotes Sidebar displays all footnotes (these are in the footnote area)

Footnote references
Endnotes

Endnote references
Comments

Captions

Sidebar displays all footnote references (these are in the text)
Sidebar displays all endnotes (these are in the endnote area)
Sidebar displays all endnote references (these are in the text)
Displays all comments

Displays all captions (for images, etc.)

The list in the sidebar then displays the desired content. If you click on one of the list entries, TextMaker will
immediately jump to the relevant position in the document.

Tip: At the bottom of the sidebar, you will find buttons with which you can navigate between the entries in the
list (forward, back, start, end). For certain parts, there are also options regarding the display structure
(alphabetical sorting enabled/disabled, limiting outline levels).
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Fields

You can insert different types of "fields" into the text by choosing the ribbon command Insert | Field {4} (in
the group Text). The command can also be found under References (or Mailings) | Field.

Fields are placeholders that symbolize a specific piece of information. The "Print date" field, for example,
stands for the current date; the "Page number" field stands for the current page number, etc. The available fields
can even contain content from fields of a database that are needed for mail merges.

Whenever a document is opened or printed, all the fields it contains are updated automatically. Thus, if you
reprint a document with the "Print date" field tomorrow, tomorrow's date will appear in the printout. Apart from
that, you can manually update the fields of a document at any time by choosing the ribbon command

References (or Mailings) | Update fields {1},
Fields can be formatted, deleted, copied, and moved like normal text, but their content cannot be edited directly.

The following pages provide detailed information on the use of fields.

Inserting a field

To insert a field into the text, proceed as follows:

1. Move the text cursor to the desired position.

2. Choose the ribbon command Insert | group Text | Field {s},
Alternatively: Choose References | group Fields | Field or also Mailings | group Insert | Field.

You can use the Field button to take two different paths:

Common options: Via the arrow of the "Field" button

For a pre-sorted selection of common fields, click on the black arrow on the Field icon and select a suitable
entry directly from its dropdown menu (see below for an explanation of the fields).
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Insert field
Date and time fields
Database
Page and chapter
Sequence number

Style reference

Ext

Creation date
Creation time
Print date
Print time

Date last changed

File name P | Time last changed

The field is displayed as a preview in the text if you hover over it in the dropdown menu and is inserted as soon
as you click on the desired entry.

You will also find another entry in the dropdown menu: Calculation (not available in the dialog box below).
This inserts a formula as a field in the text. For more information on this function, see Inserting calculations.

The dropdown menu also contains the entry More, which opens the following dialog box with additional
options.

Additional options: Via the dialog box

You can also open the dialog box by clicking directly on the Field icon 41 jtself.

Insert field X
Field type: Date format:
Creation date . 0315724 .| Insert
Creation time 031572024
Mar 24 Close
Print time March 24
Date last changed
Time last changed 24-03-15 New format...
Database field Friday, 15. March 2024
Database info Fri v
Page number
Page count

Chapter nurnber

Sequence number

Style reference

File name

Summary .

The date on which the docurnent was last printed. The field is updated when the decument is printed.

Select the type of field to be inserted from the Field type list.
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You can then change the type or manner in which the field is displayed in the right half of the dialog box — in
the figure here, for example, the format in which the print date should be output.

When you have made your selection, click on Insert.

The field is then inserted into the text and is displayed there. You usually see the result of the field
immediately. Thus, if you insert, for example, the "Print date" field, the current date will be displayed in the
text.

List of all available field types

The dialog box above contains the following field types:

Creation date
The date on which the current document was created
Creation time
The time at which the current document was created
Print date
The current date. This field — like all field types — is updated automatically when you print the document.
Print time
The current time. This field is automatically updated when the document is printed.
Date last changed
The date on which the current document was last changed (that is, saved)
Time last changed
The time at which the current document was last changed (that is, saved)
Note: For all of the aforementioned fields with date or time, you can also define the display format via the

New format button. (Only these formats can be deleted again.) For more information, see Defining your
own date and time formats.

Database field

The content of a field from a database that has been assigned to the document. The specific database field to
be inserted is selected from the Field name list. For more information, see also Database.

Database info

The following information about the database assigned to the document: Database name only (file name of
the database), Full database name (the file name of the database with the path name), Database record
number (the record number of the current record) and Record count (number of records in the database).

Page number

The current page number, see Formatting page numbers

Page count

The total number of pages in the document



Fields

= Chapter number

The number of the current chapter. For more information, see also Dividing a document into chapters.

= Sequence number

The sequential number that is automatically inserted into captions. For more information, see Captions and
tables of figures.

= Style reference

You can use this field to search the document backwards for text in the selected style and then display that
text. This allows you to display, for example, the current main heading (which is usually formatted in the
paragraph style "Heading 1") in the text. For more information, see Style references.

= File name

The file name of the current document, optionally with the complete path (for example, C:
\Documents\Test .tmdx) or without the path (for example, Test . tmdx)

* Summary

Information about the current document (Subject, Author, Keywords, etc.). You can edit the content of these
fields by clicking on the Summary button. For more information, see also Document summary.

= Last edited by

This field contains the name or initials of the user who last changed (that is, saved) the document.

To enter your name and initials, choose the ribbon command File | Options, switch to the General tab in the
dialog box and click on the User info button.

= User info
This field contains various personal details that can be edited via the User info button.

You can insert one of these fields in the text if you want your name, address, telephone number, etc. to
appear in the document. These field types are used, for example, in the document templates supplied with
the program.

Note: Alternatively, you can also edit your user info by choosing the ribbon command File | Options,
switching to the General tab and clicking on the User info button.

= Auto number

This field generates a sequential number. For more information, see Automatic numbering.

Editing and updating fields

You can edit or update fields at any time by proceeding as follows:
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Editing fields

If you want to edit an existing field, for example, to change its date format, simply select the field in the text
and choose the ribbon command Insert | Field again. Alternatively: Choose References | Field or Mailings |
Field.

Again, select either the path via the small black arrow of the dropdown menu icon or click directly on the icon
itself to open the dialog box. Make the desired changes, and the selected field in the text will be replaced
accordingly.

Tip: You can also open the dialog box by double-clicking directly on the field.

Updating fields

When you open and print a document, all the fields it contains will be updated automatically. Thus, if you print
a document containing the "Print date" field tomorrow, tomorrow's date will appear in the field.

You can manually update the fields at any time by choosing the ribbon command References | Update fields
{th or by pressing the F9 key. All fields and calculations in the document will then be updated.

Displaying field names and shading fields

If you want to check the location of various fields in a document, you can enable the option Field names at any
time. TextMaker then displays the field names in curly brackets instead of their results — for example, {Print
time} for the "Print time" field.

This option can be enabled and disabled on the ribbon tab References (or Mailings or View) | group Fields |
Field names. The enabled mode is indicated by the darker color of the button.

Alternatively, you can find this setting as the Display field names checkbox in the dialog box by choosing the
ribbon command File | Properties on the View tab.

The respective mode, which you have enabled using one of the aforementioned alternative options, is applied as
the same setting to all of these places.

Tip: You can switch the option Display field names even faster using the shortcut keys Alt+F9. The
respective mode that you have enabled is also applied here to the button and the dialog box.

In the aforementioned command group Fields (as in the dialog), you will also find an option called Shade
fields. If you enable this option, all fields in the document will be grayed out so that they can be more easily
distinguished from normal text. The enabled mode is also applied here in the same way.

Note: The two options Field names and Shade fields only affect the current document.
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Defining your own date and time formats

For fields that return a date or time, you can specify the display format yourself if you do not like any of the
predefined formats.

To do so, open the dialog box by clicking on the icon itself with the ribbon command Insert | Field 4} In the
dialog box, select the desired date or time field and then click on the New format button.

Tip: You can also change the display format via the ribbon command Insert | Date/time. For more
information, see the next section.

The program displays another dialog box in which you can specify the display format by entering abbreviations.
As you enter these abbreviations, TextMaker shows an example of the result.

Any combination of the following abbreviations can be used in your specified format (pay attention to case!):

Abbreviation Meaning Example
d Day 2

dd Day with two digits 02

ddd Weekday abbreviated to three letters Mon
dddd Weekday spelled out Monday
m Month 4

mm Month with two digits 04
mmm Name of the month abbreviated to three letters Apr
mmmm Name of the month spelled out April
vy Year with two digits 18
yyyy Year with four digits 2018

h Hour (12-hour format) 8

hh Hour with two digits (12-hour format) 08

H Hour (24-hour format) 8

HH Hour with two digits (24-hour format) 08

M Minute 5
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MM Minute with two digits 05
S Second 0
SS Second with two digits 00
am Show am/pm after the time am
AM Show AM/PM after the time AM

In addition, you can use any separator (period, slash, etc.) in your entry.

Example: If you enter "dddd, d. mmmm yyyy" as the format in the Print date field, the date 4/26/2018 will be
represented as "Wednesday, 26 April 2018".

Change language: You can also change the current language of a section of text in the status bar. If you format
text in another language, month names, weekdays, and times in date and time fields will be automatically
displayed in that language. For more information, see also Formatting text in another language.

Inserting the date and time as text

You can use the ribbon command Insert | Date/time (in the group Text) to insert the current date or time into
the document as fixed text.

Unlike the fields described on the previous pages, this command uses the current date or time to create a fixed
text that will no longer be updated automatically.

If you choose the ribbon command Insert | Date/time E‘ , a dialog box appears. Here, you can select whether
the text should contain the date or time, and you can specify the format.

If you do not like any of the predefined formats, you can click on the New format button and type in your own
format, while using the abbreviations described in the previous section.

If you want the date or time to be inserted as a field, rather than as fixed text, enable the option Insert as field in
the dialog box. TextMaker then creates a field Print date or Print time. For more information on the use of
fields, see the previous sections.

Tip 1: Using shortcut keys

For inserting the date or time (as fixed text), there are the following shortcut keys:
= Insert date: Ctrl+. (period)

= Insert time: Ctrl+Shift+. (period)

When you press one of these key combinations, the date or time will be inserted immediately — without a dialog
box appearing.
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Tip 2: Changing language

If you want to insert the date and time in a format of another language, simply change the current language in
the status line for the section of text, and then choose the command Date/time as described above. For more
information, see also Formatting text in another language.
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Inserting special characters

Some characters, such as the copyright sign, the degree sign and the accented characters used in some
languages, cannot be entered into text directly with the keyboard. With TextMaker, you can easily insert these
special characters into the text via the built-in character table.

To do so, proceed as follows:

1. Open the dialog box via the ribbon command Insert | Symbol (in the group Text) by clicking directly
on the icon.
Tip: If you click on the icon's arrow rather than directly on the icon itself, a small selection of the last used special characters will open for quick use.
If you click on More here, you will open the dialog box again.

2. The dialog box displays all characters available in the currently selected font. You can select a different font
from the dropdown list Font if necessary.

3. You can use the dropdown list Set to jump to a specific section of the character set. For example, you can
select Cyrillic to view the Cyrillic characters (provided the selected font contains such characters).

Note: Many fonts contain only a few of the available character sets. A particularly large reservoir of characters is available in the standard fonts
supplied with your operating system. In Windows, for example, these include such fonts as Arial, Tahoma and Times New Roman.

4. Select the character to insert with the arrow keys and press Enter. or double-click on the character to insert
it into the text.

Tip: If you know the Unicode of the character you want to insert (for example, 20AC for the Euro sign €), you can enter it in the Code field. The
program will then jump directly to the corresponding character.

5. You can now insert more characters in the same way or exit the dialog box with the Close button.

Tip for Windows users: Most versions of Windows include two icon fonts named Symbol and Wingdings.
These fonts contain numerous useful symbols (phone symbols, bullets, etc.).

Using shortcut keys

If you need to insert a special character frequently, you can always give it a shortcut key. The advantage of
doing so is that you can then apply the character very quickly with one press of a key.

To assign a shortcut key to a special character, proceed as follows:

1. Choose the ribbon command Insert | Symbol to open the dialog box.
2. Select the special character to which you want to assign a shortcut key.
3. Click on the Change button next to the option Shortcut key.

4. Another dialog box appears. In the Press new shortcut key input field, press the desired key combination
(starting with Ctrl or Alt).

We recommend that you always use key combinations that include the keys Ctrl and Shift since they are not
usually assigned. If you press a key combination that is already assigned, its current assignment will be
displayed just below the Press new shortcut key input field. You should then press the Backspace key<Xl
to delete your shortcut key and use a different key combination. Otherwise, you will overwrite the key
combination of another TextMaker command.
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5. Don't forget: Click on Add to assign this shortcut to the character.
6. Confirm with OK and exit the main dialog box with Close.

From now on, you can insert this special character into the text by pressing the relevant key combination.

Note: The shortcut key only remembers the selected character but not the selected font.

Inserting special characters via their character code

There is another method for inserting special characters: by typing in its hexadecimal character code (Unicode)
and then pressing the key combination Ctrl+Alt+Shift+X.

If, for example, you type 20AC and then press this key combination, you will get a euro sign € because it has
the character code 20AC in the Unicode character table.

Tip: The Unicode value will be displayed in the aforementioned dialog box when you click on a special character.

Inserting special characters via Alt + numeric keypad

Here is yet another method for inserting a special character, via its ASCII code: Press and hold down the Alt
key and enter the respective sequence of numbers (only possible via the numeric keypad!). Please also ensure
that the numeric keypad is enabled by pressing the Num key.

If, for example, you type Alt+0128, you will obtain a euro sign € as soon as you release the Alt key.

Tip: You can display the ASCII code of a special character in Windows via the search term "Character map".

Mac/Linux: On some systems (including macOS and several Linux distributions), these shortcut keys do not
work.

Applying selected formatting and special characters via the "Character" icon

The ribbon command Insert | Character El (in the group Text) opens a dropdown menu with some special
formatting and special characters, such as:

= Soft hyphen / non-breaking hyphen: see Hyphenation

= Non-breaking space: see Paragraph control

= Dashes and spaces of different widths
= Ellipsis and some other useful special characters.

Tip: If you click on the icon E on the far right of the character in the dropdown menu, you can assign your
own shortcut key to the character.

For more information on changing the keyboard mapping, see Customizing shortcut keys. You can edit the
shortcut keys for special characters described in this section by selecting the "Characters" entry in the upper left
list Categories in the dialog box.
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Automatic numbering

TextMaker has several functions for generating automatically generated numbering. In this chapter, you will
learn everything you need to know about this topic:

= Simple numbering

The first section introduces the command Numbering = 7 on the ribbon tab Home | group Paragraph.
This command is useful for numbering paragraphs. A number is inserted to the left of each successive
paragraph and the paragraph is indented accordingly.

= Numbered lists

i
-

If desired, you can also use the command Numbered lists ‘= ™ in the same command group to apply
hierarchical numbering (1., 1.1., 1.1.1., etc.). In addition, the Advanced functions section explains how to
create your own numbered lists and how to save and repeatedly apply the layout and settings of a paragraph
numbering.

= Numbered headings

You can also use numbered lists to automatically number the headings of a document. For more information,
see Numbering headings.

= Numbering with auto numbers

Besides the aforementioned methods for numbering paragraphs, you can insert an Auto number field
anywhere in the text. All occurrences of this field are automatically numbered consecutively.

= Adding line numbers

In addition, you can have TextMaker show /ine numbers next to the document text. The line numbers are
shown in the left page margin and are also printed.

For more information on these topics, see the following pages in the aforementioned order.

Simple numbering

—_—

The Bulleted lists section describes how to use the command Bullets -
Paragraph to add a "bullet" to certain paragraphs.

on the ribbon tab Home | group

Right next to it is the command for applying Numbering = T 1o paragraphs. TextMaker automatically
indents the paragraphs at the left to make room for the numbers and then assigns a sequential number to the

paragraphs.
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Paragraphs with numbering

You can use as many numbered bullets as you want within a document. The numbering is automatically reset to
one at the start of each new list.

Applying numbering

i

You will find the commands for numbering via the Numbering icon := 7 on the ribbon tab Home | group
Paragraph.

Numbering can be applied in different ways after you have selected the relevant paragraphs:

A.If you only want to apply a numbering without any further changes, simply click directly on the icon itself
(not on the arrow next to it). The default numbering or the last numbering you selected will then be used.

B. For a selection of predefined numbering options, click on the arrow next to the icon. A dropdown menu

appears with default numbering and any numbering previously used in the document. Click on the desired
numbering to insert it directly.

C. If you want to adjust numbering via the dialog box with all additional options, however, click on the arrow
next to the icon, and select Format numbering. For further steps in the dialog box, see "Other options: Via
the dialog box Bullets and numbering" below.

The selected paragraphs are now numbered.

Note: You can use as many numbered lists as you want within a document. The numbering automatically
starts again for each group of contiguous paragraphs. More specifically: If there is an unnumbered paragraph
in front of a numbered paragraph, the numbered paragraph's number is automatically reset to "1".
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Skipping numbering
You can pause the numbering for a paragraph and then resume it for a subsequent paragraph.

To do so, place the text cursor in the relevant paragraph and choose one of the following paths:

i

A.Click on the arrow next to the icon := 7 and select Skip numbering from the dropdown menu.

B. To navigate via the dialog box, click on the arrow next to the icon, but now select Format numbering. On
the Bullets and simple numbering tab, enable the option Skip numbering.

The selected paragraph's number has now been removed, and only its indentation is retained. The numbering
resumes for the following paragraph.

Tip: You can also easily access the option Skip numbering via the context menu.

Discontinuing or removing numbering

To discontinue numbering paragraphs or to remove a previously applied numbering, proceed as follows:

First, position the text cursor at the end of the last numbered paragraph and press Enter. to start a new

paragraph. Alternatively: Select the numbered paragraphs if you want to completely remove the numbering of
these paragraphs.

In this case also — as when applying numbering — different paths are possible:

A.Simply click again directly on the icon itself = 7 to remove the numbering.
B. Alternatively, click on the arrow next to the icon and select None from the dropdown menu.

C. To navigate via the dialog box, click on the arrow next to the icon, but now select Format numbering. On
the Bullets and simple numberings tab, you will find the option None under Type.

Tip: You can also easily access the option Remove numbering via the context menu.

Other options: Via the dialog box "Bullets and numbering"

i

To open the numbering dialog box, click on the arrow next to the icon := 7 on the ribbon tab Home | group
Paragraph. Select Format numbering from the dropdown menu.

Tip: If numbering already exists, you can access the dialog box even faster by clicking on the numbering

directly in the text. Alternatively, you can navigate via the context menu by selecting the entry Bullets and
numbering.
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In the open dialog box, you can make the following settings for numbering on the Bullets and simple
numbering tab:

= Type
Here, you can specify either Numbering or a Bullet for the selected paragraph(s). Select the Numbering
option for numbering. (For information on the option Bullet, see Bulleted lists.)

Note: You can always convert a numbered list into a bulleted list simply by changing the "Type" to Bullet. You can also do it the
other way round, of course.

If you set the type to None, existing bullets or numbers are removed.

= Before and After

If necessary, you can specify text to be added before and/or after the number that TextMaker will assign to
the paragraph. If, for example, you want the numbers to be surrounded by dashes (-1-, -2-, -3- etc.), select
the Format "1, 2, 3, ..." and enter "-" in the Before and After fields.

= Format

Here, you specify the format of the numbering. In addition to the usual Arabic numbers (1, 2, 3, etc.), you
can also select letters (A, B, C, etc.) or Roman numerals (I, 1L, III, etc.).
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= Numbering starts with ...

TextMaker starts every numbered list at "1" by default. If you want to use a different start value, enter "5"
here, for example, and the numbering will start at "5".

Tip: Furthermore, you can also do the following (of particular interest for legal texts): If, for example,
you have set the numbering a, b, ¢, etc., for the above option Format, and have entered the start value
"aa", you create numbering like aa, bb, cc, etc. Alternatively, if you enter the start value "aaa", you create
numbering like aaa, bbb, ccc, etc.).

= SKkip numbering

Within a numbered list, you often require a paragraph for which the numbering is to be temporarily
suspended, but then resumed for the following paragraph. To do so, position the text cursor in the numbered
paragraph that you want to exclude from the numbering and select the option Skip numbering.

The selected paragraph's number is then removed, and only its indentation is retained. The numbering
resumes for the following paragraph.

= Character button

You can click on this button to change the character formatting (font and font size, text styles, etc.) for the
numbers.

= Horizontal position

This option allows you to specify how far the text should be indented to the right to make room for the
numbers.

= Vertical position

This option allows you to specify the vertical position of the numbers. If the value is negative, the number is
positioned lower. It is positioned higher if the value is positive.

= Alignment
This option determines how the numbers that are below each other are aligned: left-aligned, centered, or

right-aligned (especially relevant when transitioning to two-digit or three-digit numbers).
* Numbered lists tab

This tab gives access to an additional option for creating lists with bullets or numbers: numbered lists. Here,
numbered lists can be saved and re-used whenever you need them. In addition, hierarchical numbering (1.,
1.1., 1.1.1., etc.) is also possible via numbered lists.

For information on numbered lists, see the next section.

Numbered lists

If you want to use a certain type of numbering more frequently in a document, you can use numbered lists from
either predefined templates or individually created numbered lists. To do so, you can open the relevant dialog
box in which you can specify the desired numbering type and format.

You can then apply a numbered list to any paragraphs. The paragraphs will then be given the exact numbering
format that you specified in your numbered list.
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A further advantage: If you subsequently change the formatting of the numbered list, all paragraphs formatted
with this list will change accordingly.

Using hierarchical lists

An additional advantage of numbered lists is that hierarchical numberings can also be created. While simple
lists (like 1., 2., 3. etc.) have only one level, hierarchical lists can have several levels. For example, a
hierarchical list may look as follows:

W N = = =

etc.
In the above example, the two paragraphs under 1. have second-level numbering: 1.1 and 1.2.

For more information on creating numbered lists, see the next pages.

Applying numbered lists

i
-

The commands for numbered lists can be found via the Numbered lists icon ‘= 7 on the ribbon tab Home |
group Paragraph.

You can use this button to directly apply and edit predefined lists or to create your own custom lists and then
apply them. For more information, see Advanced functions: Creating your own numbered lists).

Applying finished lists directly with the icon's dropdown menu
If you want to access predefined lists immediately without creating your own list, proceed as follows:

1. Position the text cursor in the paragraph to which you want to apply the numbered list, or select multiple
paragraphs.

i

2. On the ribbon tab Home | group Paragraph, click on the small arrow of the Numbered lists icon =

-

3. In the dropdown menu, you will find predefined numbered lists in the New lists section. If you have already
used numbered lists in the document, an additional section named In the document appears. Here, the
program displays the numbered lists already used in the document, which you can reapply directly.

Note: As soon as you have applied a numbered list for the first time, TextMaker gives this numbered list an
automatically generated name (Numbered listl, Numbered list2, etc.). You can see this name in the dropdown
menu of the Numbered lists icon ~ in the In the document section when you hover over a list here with the
mouse.

Tip: The numbered lists used and their names can also be found via the dropdown menu entry Format numbered lists in the dialog box.
For more information, see the paragraph "Using lists via the dialog box" below..

The information on the name of the numbered list is not completely unimportant, since you can decide at any
time when using numbered lists whether you want to continue with previous numbering or restart numbering:
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= Continue numbering: Sclect the paragraph at which you want to continue the previous numbering. In the In
the document section of the dropdown list of the Numbered lists icon =, select the numbered list that you
have already used and want to continue using.

Tip: If several lists are displayed here and you don't know exactly which list is the right one to continue using: The applied list is
highlighted in blue in the dropdown menu of the Numbered lists icon when you place the cursor in the relevant paragraph.

Alternatively, simply click directly on the icon itself to reapply the last numbering used.

= Start new numbering: In the dropdown menu of the icon Numbered lists =, select a different numbered list
in either the In the document section or in the New lists section. This can then also have the same format,
but still starts with the numbering from the beginning.

Tip: If you click directly on the icon itself ‘= T, the following functions are performed depending on the
context:

a. If a list has not yet been inserted in the document, the dialog box opens (see below).

b. If a list has already been inserted in the document, the last numbering is continued.

c. If you select paragraphs that already contain numbering, the numbering is removed.

Other options in the dropdown menu of the icon
You will also find the following entries in the dropdown menu of the command Home | Numbered lists ™ :

= None in the Remove list section: To remove numbering from a paragraph, select the desired paragraph and
choose this option.

= Skip numbering: Within a numbered list, you often require a paragraph for which the numbering is to be
temporarily suspended, but then resumed for the following paragraph. To do so, position the text cursor in
the relevant paragraph and enable this option.

= There is also a Heading lists section that can be used to automatically number all headings in a document.
For more information, see Numbering headings.

= To further customize numbered lists — for example, by inserting additional hierarchical levels 1.1. and 1.2.
or 1.1.1, etc. — select the entry Format numbered lists in the dropdown menu to open the dialog box. (For
more information, see the following paragraphs.)

Tip: If numbering already exists, you can access the dialog box even faster by clicking on the numbering
directly in the text. Alternatively, you can navigate via the context menu by selecting the entry Bullets and
numbering.

Using lists via the dialog box

Choose the path via the dialog box if you want to make further adjustments to numbered lists. For example, you
can set additional levels, rename, edit or completely delete the numbered list in the dialog box.

Proceed as follows:

1. Position the text cursor in the paragraph to which you want to apply the numbered list or select several
paragraphs.

i

2. Under Home | Numbered lists = ™, click on the icon's small arrow and select Format numbered lists to
open the dialog box.
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3. Switch to the Numbered lists tab.

4. Select the desired numbered list.

Note: Lists only appear here if numbered lists have already been used in the document. You must therefore
have already used one of the predefined lists in the dropdown menu as described above or define your own
list using the New button. For more information, see Creating your own numbered lists.

If required, you can now also set a different list level for the selected paragraph or rename, edit or
completely delete a list. Learn more about this in the paragraph "Options of the dialog box" below.

6. Click on Apply.

The paragraphs are now formatted with the relevant numbering.

Note: If you apply a hierarchical list with the option Use paragraph's outline level as list level enabled (in
the dialog box of the Edit button), numbering appears only for headings. Normal text (paragraphs with
outline level zero) will have no numbering.

Options of the dialog box

The options in the dialog box of the command Home | Numbered lists ™ | Format numbered lists have the
following functions:

= Numbered lists in the upper left window

The predefined or newly created numbered lists that were previously used in the document are displayed
here. If you select one of the numbered lists, you can either Apply it directly, Edit it or Rename it.

The entry None removes the numbering from the selected paragraph.

= New button

Use this button to create a new individually defined numbered list. For more information, see Creating your
own numbered lists.

= Edit button

If you want to customize a numbered list, select it from the list on the left side of the dialog box and use the
Edit button to make individual customizations for numbering. For more information on the individual
options, see Creating your own numbered lists.

Note: Changes to a numbered list affect all paragraphs that were previously formatted with this numbered
list.

= Delete button

To delete a numbered list completely from the document, select it in the list on the left side of the dialog box
and then click on the Delete button.

Note: When you delete a numbered list, the numbering is removed from all paragraphs that were
formatted with this list.
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= Rename button
To rename the numbered list, select it from the list on the left side of the dialog box, click on the Rename
button and type a new name.

= Preview
The hierarchical list level of the selected paragraph is displayed here. Here, you can set another level and
apply it directly by clicking on the desired level, as with the next option List level.

= List level

You can set the hierarchical list level here. If you set this option to 1, for example, the paragraph will be
formatted as a list item at level 1 and will have a number of the form "1", while if you set the option to 3, the
paragraph will have a number of the form "1.1.1", etc.

Note: The list level cannot be specified if you have enabled the option Use paragraph's outline level as list
level in the dialog box of the Edit button because TextMaker then automatically uses the outline level of the
paragraph as the list level.

= SKkip numbering

Within a numbered list, you often require a paragraph for which the numbering is to be temporarily
suspended, but then resumed for the following paragraph. To do so, position the text cursor in the relevant
paragraph and select the option Skip numbering.

The selected paragraph's number is then removed, and only its indentation is retained. The numbering
resumes for the following paragraph.

Tip: You can also easily access the option Skip numbering via the context menu or directly via the
dropdown menu of the Numbered lists icon (by clicking on the icon's small arrow).

= Restart numbering
This option restarts the numbering for this paragraph and thus resets the number to 1.

Note: If several paragraphs are selected when you choose this command, the numbering is reset only for the
first selected paragraph.

Click on the Apply button to apply the changes to the selected paragraphs.

For information on creating custom lists, see Creating your own numbered lists.

Changing numbered lists

You can change the numbered lists used for the document at any time.

To do so, proceed as follows:

1. On the ribbon tab Home | group Paragraph, click on the small arrow of the Numbered lists icon -
and select Format numbered lists in the dropdown menu to open the dialog box.

-

2. Switch to the Numbered lists tab.
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3. Click to select the numbered list that you want to edit.
4. Click on the Edit button.

5. Make the desired changes. For information on the options, see Creating your own numbered lists.

6. Confirm with OK.
The numbered list has now been changed accordingly. If you want to apply the changed list to the paragraphs
that are currently selected, click on Apply. Otherwise, click on Close.

Note: Changes to a numbered list affect a// paragraphs that were previously formatted with this numbered
list.

Deleting and renaming numbered lists

To delete a numbered list completely from the document, select the list in the aforementioned dialog box and
click on the Delete button.

Note: When you delete a numbered list, the numbering is removed from a/l paragraphs that were formatted
with this list.

You can also rename numbered lists at any time. To do so, click on the Rename button in the aforementioned
dialog box and type in the new name.

Advanced functions: Creating your own numbered lists

You can create new numbered lists and edit them in a customized manner. For example, you can customize the
number formats for each level.

To create a new numbered list, proceed as follows:

1. If you want to apply the new numbered list immediately after creating it, first select the desired paragraphs.

i

2. On the ribbon tab Home | group Paragraph, click on the small arrow of the Numbered lists icon =
and select Format numbered lists to open the dialog box.

-

3. Switch to the Numbered lists tab.
4. Click on the New button.

5. Enter any name for the new numbered list. Select one of the predefined styles and confirm with OK.

If you now want to customize the style, click on the Edit button rather than on OK, and make further
settings for the numbering if necessary (see below).

The new numbered list has now been created. If you want to apply the changed list to the paragraphs that are
currently selected, click on Apply. Otherwise, click on Close.

You can now use the numbered lists created with the New button at any time. For more information on applying
numbered lists, see Applying numbered lists.
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The Edit button opens a dialog box in which you can make the following settings for the selected numbered
list:

General options

= Simple list or Hierarchical list

The option you select here is crucial for the appearance of the numbered list because it determines the type
of list:

Select Simple list for a simple numbering with only one level (thus 1., 2., 3. etc.)

Select Hierarchical list for a hierarchical numbering with multiple levels (for example, 1., 1.1., 1.1.1., etc.)

= Use paragraph's outline level as list level
This option is available only if the list type Hierarchical list was enabled.

If this option is enabled, the outline level of each paragraph is automatically used as the level for numbering
the list. If, for example, a paragraph has an outline level of 3 (thus a third-order heading), it becomes a level
3 list item when the list is applied (for example, "1.1.1").

Note: If this option is enabled, the numbering appears only for headings. Normal text (text with outline
level zero) has no numbering.

For more information on working with outlines, see Outlines.

If the option Use paragraph's outline level as list level is not enabled, you can set the list level manually
via the option List level in the main dialog box. For more information, see also Applying numbered lists.

= Level
This option is available only if the list type Hierarchical list was enabled.

Here, you can click to select the level of the list you want to change. If you click on "3", for example, you
can change the settings for the third level.

Each level of a hierarchical list can have its own settings. For example, you can set the color for the numbers
at level 1 to blue, and the color for the numbers at all other levels to black.

= Preview
The Preview field shows how the numbering will look with the current settings.
Here, you can also select which level you want to edit (as in the aforementioned Level field) for hierarchical
lists. To do so, click on the desired level in the preview.

= Display higher levels
This option is available only for list levels of 2 or higher in hierarchical lists.

If this option is enabled, the number applied to the numbering contains al/ list levels. List level 3 uses the
number "1.5.9.", for example.

If this option is not enabled, only the number for the current level is applied (thus only "9." in the above
example).
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= Don't restart the level
This option is available only for list levels of 2 or higher in hierarchical lists.
If this option is enabled, the number of this list level is not reset to 1 if this level follows a higher level.

Thus, if you enable this option for level 2, for example, the result will be as illustrated below:

Option disabled: Option enabled:
1. 1.

1.1 1.1

1.2 1.2

2. 2.

2.1 2.3

As you can see from the /ast item of the above example, the 2nd level is continued with 2.3 instead of being
reset to 2.1 if this option is enabled.

= Reset button

If you ever make a major mistake while editing a numbered list, you can click on the Reset button to start
again. This discards your changes and restores the original settings (for a// list levels).

The other options in this dialog box allow you to change the appearance of the numbered list (see the following
pages).

As mentioned above, each level of a hierarchical list can have its own settings. Thus, before setting any of
these options, click in the Level field to select the level whose settings you want to change.

Options for bullets
If you have selected the option Bullet for Type, the following options appear in the dialog box:

= Bullet section
Here, you can select the bullet to be used.

The Default row contains predefined bullets from which you can choose, while the Custom row contains
user-defined bullets. To do so, click on one of the bullets in the Custom row, then click on the Change
button to the right of that row and select the character to be used as the bullet.

= Color (only for default bullets)

You can select a different color for the bullet from the dropdown list Color. In addition to the colors offered
here, you can define new colors at any time. For more information, see Document properties, Colors tab.

Tip: If you set the color to "Auto", TextMaker automatically uses the font color of the paragraph to the right
of the bullet.

= Size (only for default bullets)
Here, you can change the size (in points) of the bullet.

Tip: If you select the option "Auto" here, TextMaker automatically uses the font size of the paragraph to the
right of the bullet.
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= Character button (only for custom bullets)

For custom bullets, the Character button appears instead of the two options above. Click on this button if
you want to change the character format (font size, color, text styles, etc.) of the bullet.

Tip: If you do not change these settings, the bullet automatically uses the character format of the paragraph
to the right of the bullet.

= Horizontal position

This option allows you to specify how far the text should be indented to the right to make room for the
bullets.

= Alignment

This option is mainly relevant for flush alignment of Numbering (see below). Left reduces the distance to the
text, and Right increases it.

= Vertical position

This option allows you to specify the vertical position of the bullet on the line. If the value is negative, the
bullet is positioned lower. It is positioned higher if the value is positive.

= Additional indent

This setting allows you to indent the entire text (including number) further to the right or to the left with an
additional indent.

Options for numbering
If you have selected the option Numbering for Type, the following options appear in the dialog box:
= Numbering text

You can use this option and the next one to change the format of the numbering.

The option Numbering text is filled in automatically by the program. However, you can always make
changes. {1} is the placeholder for the number in the selected format (see next option). If {1} is entered
here, the numbers will be displayed in the form 1, 2, 3, etc. If you enter -{1}-, however, the numbers will
appear in the form -1-, -2-, -3-, etc.

If the numbering contains multiple levels, the placeholders are called {1}, {2}, {3} (for the number of the
first, second, third level), etc.

= Format

Here, you specify the format for the numbering. In addition to the usual "1., 2., 3., ...", you can select letters
(A, B, C, ...) or Roman numerals (I, II, III, ...).

= Numbering starts with ...

If you want the numbering to start with a value other than "1", then you can enter the start value "5" here, for
example, and the numbering will start with "5".

This option takes effect only when the numbering starts again or is reset via the option Restart numbering
in the main dialog box of the command.



Automatic numbering

Tip: Furthermore, you can also do the following (of particular interest for legal texts): If, for example,
you have set the numbering a, b, c, etc., for the above option Format, and have entered the start value
"aa", you create numbering like aa, bb, cc, etc. Alternatively, if you enter the start value "aaa", you create
numbering like aaa, bbb, ccc, etc.).

= Character button

You can click on this button to change the character formatting (font and font size, text styles, etc.) of the
numbers.

= Horizontal position

This option allows you to specify how far the text should be indented to the right to make room for the
numbers.

= Alignment

This option determines how the numbers that are below each other are aligned: left-aligned, centered, or
right-aligned (especially relevant when transitioning to two-digit or three-digit numbers).

= Vertical position

This option allows you to specify the vertical position of the numbers. If the value is negative, the number is
positioned lower. It is positioned higher if the value is positive.

= Additional indent

This setting allows you to indent the entire text (including number) further to the right or to the left with an
additional indent.

Numbered headings

Numbered lists can also be used for automatic numbering of all headings in a document. For more information,
see Numbering headings.

Numbering with auto numbers

In addition to the automatic paragraph numbering presented on the previous pages, you can also manually
create numbering by inserting an Auto number anywhere in the text.

The "Auto number" is a field that symbolizes a sequential number. The first instance of the auto number in a
document always returns a "1", the next instance returns "2", etc.

If you insert another auto number later in the middle of the document, all subsequent auto numbers will be
increased by one. If you delete a section of text that contains an auto number, all subsequent auto numbers will
be reduced by one.
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To insert an auto number, proceed as follows:

1. Move the text cursor to the place at which the auto number is to be inserted.

2. Choose the ribbon command Insert (or References) | Field {4} for the dialog box (click directly on the icon
itself).

3. Select the "Auto number" field from the list Field type.
4. Click on Insert.

The auto number now appears in the text.

Resetting auto numbers

If you need multiple numberings with auto numbers within a document, you can reset the auto number to one at
any time.

To do so, proceed as follows:
1. Move the text cursor to the place at which the numbering should be reset.
2. Insert a section break with the ribbon command Insert | Break | Section break.

3. On the ribbon tab Layout | group Section, open the dialog box via the group arrow 4 and choose the
Columns tab.

4. Make sure that the option This point forward is selected in the dialog box under Apply to.
5. Enable the option Restart auto numbers.
6. Confirm with OK.

Don't be surprised that the Section dialog box is primarily about text columns. "Sections" are primarily
responsible for multi-column page layouts; they can also be used to reset auto numbers.

Adding line numbers

Apart from the various types of numbering presented in the previous sections, TextMaker provides a function
that displays line numbers next to a document's text. The line numbers are shown in the left margin and are also
printed.

To instruct TextMaker to show line numbers, proceed as follows:

Applying line numbers directly via the ribbon button
1. Select the specific section of text for which line numbers are to be shown.

2. Choose the ribbon command Layout | group Section | Line numbers @ (Click on the small arrow of the
icon for the dropdown menu.)

3. In the dropdown menu, choose between the following settings:



Automatic numbering

Continuous: The numbering is sequentially numbered throughout the document.
Restart on every page: Numbering starts with 1 at the beginning of each new page.

Restart at beginning of this section: Numbering starts with 1 at the beginning of the current section.

Tip: You can define new sections with the ribbon command Layout | group Page setup | Insert break | Section break . For more information, see
What are sections?

The line numbers are now displayed.

The entry No line numbers in the dropdown menu disables the display of the line numbers again. The entry
More takes you to the dialog box with additional options (see below).

Suppressing line numbers

To skip the line numbering for certain paragraphs, select these paragraphs and open the dialog box via the
group arrow 4 on the ribbon tab Home | group Paragraph. Switch to the Text flow tab and enable Suppress
line numbers there.

Applying line numbers via the dialog box
You can also apply line numbers via the dialog box, and additional options are available here.
1. Select the specific section of text for which line numbers are to be shown.

2. Choose the ribbon command Layout | group Section | Line numbers 2 to open the dialog box. (Click
directly on the icon itself.)

Alternatively: Click on the small arrow of the icon and select the entry More in the dropdown menu.
3. The Line numbers tab appears.
4. Enable the option Show line numbers.
5. Where applicable, change the desired settings for the numbering (see below).
6. Confirm with OK.

The line numbers are now displayed.

Additional options of the dialog box

In the dialog box of the command group Layout | group Section | Line numbers @, you can enable Show line
numbers and then make the following additional settings:
= Options section

Here, you can set the following options:

First line number determines the number with which the line numbering should start.

Count by determines the interval between numbered lines. If you enter 5, for example, line numbers will
appear only at lines 5, 10, 15, 20, etc.

Distance to text determines the amount of blank space TextMaker should leave between the line numbers
and the text.
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Position determines where the line numbers should be displayed: in the left or right page margin or in the
inner or outer page margin (for documents with opposite pages, for example, books).

* Numbering section
This option determines if and when to restart numbering:

Restart at beginning of this section: The numbering is reset to 1 only at the beginning of the current
section. Tip: You can define new sections with the ribbon command Insert | Break | Section break.

Restart on every page: The numbering is reset to 1 at the beginning of every page of the document.

Continuous: The numbering is sequentially numbered throughout the document.

There is also the option Skip empty paragraphs. If this is enabled, the numbering skips all paragraphs that
are completely empty.

= Apply to:
This option determines which part of the document will be affected by the settings made in this dialog box:
Whole document: the entire document.
This point forward: the section of text from the text cursor to the end of the document.
Selected text: the section of text currently selected in the document.

Current section: the current section of text. Tip: You can use the ribbon command Insert | Break | Section
break to divide the document into as many sections as you want.

Selected sections: all sections included in the current selection.

To end of section: the text from the text cursor to the end of the current section.
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Inserting breaks

=
In the dropdown menu of the Break icon =!I on the ribbon tab Insert (or Layout), you have commands for
inserting different types of breaks.

Click on the small arrow ™ of the Break icon to select from the break types shown below. For information on
how the individual commands work, see the specified sections:

= Line break

See Line break — insert manually

= Column break and Section break

See Multi-column page layouts and What are sections?

= Page break

See Inserting manual page breaks

= Chapter break

See Dividing a document into chapters and Outlined documents and chapters

Note: The last selected command from the dropdown menu of the Break icon is marked and the icon
assumes the appearance of this command. You can then use this command again by simply clicking directly
on the icon itself.

Shortcut key

You can also use the keyboard for the following commands:

Command Windows/Linux Mac

Insert line break Shift+. Shift+.

Insert column break Ctrl+Shift+. Cmd+Shift+.

Insert page break Ctrl+. Cmd+.J
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Would you like to clearly arrange text, numbers or pictures next to each other in tabular form in a document?

Then simply insert a fable into the document.

This 1s an example of | As you can see, the text
a table. within a “table cell” is

wrapped automatically.

The columns in a table can be of
different widths.

Each cell can have its || Each cell can be shaded in-
own border. drvidually.

TextMaker automatically determines
the optimum height for each row of
cells.

Of course, you could also use tabs if you only want to set up a simple list, but tables offer the following

advantages:

In this chapter, you will learn everything you need to know about working with tables. This information covers

Text is automatically wrapped to multiple lines within a table cell if it does not fit in. The height of the table

row adjusts automatically.

You can easily select individual cells (or complete rows and columns) in tables, and then delete, copy, move

or format their content.

Table cells can have borders, a grid of gutter lines or a shaded background.

You can even perform calculations with the contents of tables. For more information, see Calculations in the

text.

the following topics:

Inserting tables
Ribbon tab "Table"

Moving in tables

Selecting table cells and cell contents

Deleting, copying, moving cell contents

Deleting and inserting table cells

Splitting and merging table cells

Formatting tables

Converting a table into text

Converting text into a table

Sorting tables
Sorting text




See the following pages for more information.

Inserting tables

To insert a table into the text, move the text cursor to the desired position and use one of the following
methods:

Inserting quickly via the grid

Tables with a limited number of rows/columns and without further adjustments can be inserted directly via the
grid (the table can also be further adjusted at any time afterwards):

Click on the small arrow of the icon F= on the ribbon tab Insert | group Table and move the mouse over the
expanded grid. Above the grid, you will see how many rows and columns you are currently selecting (you will
also see a preview of the table in the document).

3x3 cells

F Inserttable...

Convert text to table...

As soon as the table has the desired dimensions, click with the mouse into the grid and TextMaker will insert
the table into the document.

Tip: To move a table, select the entire table with the mouse or with the command Select table. Then click in
the middle of any cell of the selected table (while still holding down the mouse button) and drag the table
elsewhere in the document. If you press the Ctrl key at the same time, the table will be copied.

Inserting via the dialog box with additional options

If you want to insert a table with any number of rows/columns and also adjust the inner margins, select the
method via the dialog box:

1. Click on the icon itself = on the ribbon tab Insert | group Table. Alternatively, click on the icon's small
arrow and select the entry Insert table below the grid.



2. The program displays a dialog box in which you can specify the number of rows and columns the table
should contain.

Bows: 3 = Columns: 3 =

Margins Cancel

Left: 0.04 in Right: 0.04 in

Ak
4k

Top: 0.04in

Ak

Bottorm: 0.04 in

bl

In the section below, you can also specify the inner margins for the table cells if necessary.

3. As soon as you confirm with OK, TextMaker inserts the table into the document.

Ribbon tab "Table"

Once you have created a table, you can switch to the contextual ribbon tab Table for editing. This always
appears automatically on the far right as an additional tab if you have set the text cursor in a table.

Filer Home Insert Layout References Mailings Review  View

ﬁ T L Header row [] Total row & |_| B E

First column [] Last column
Select  Properties Table Shading Borders Text Cell Delete  Insert
- - styles = Banded rows [ ] Banded columns A - alignment *  orientation « cells v  rows =
Table Style B Format

The contextual ribbon tab "Table", left section
B L;l [m [ Repeat table row Row height: [017in & E AI - A
(] Z

ﬂ:l Distribute rows L
Delete  Insert Insert Cell width: |2 15jn = Verge Split Split Sort

e -~ Convert
cells» rowsw columnsw [11] Distribute columns cells table table  table to text
Cells Cell size Merge and split Data

The contextual ribbon tab "Table", right section

The ribbon tab has the following buttons, from left to right:

= Select: Select the whole table, current rows/columns or individual cells.
For more information, see Selecting table cells and cell contents.

= Properties: Format tables and change other properties of the table.
For more information, see Changing general table properties.
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= Table styles (and all other commands of the "Style" group): Adjust the formatting of the table style. For more
information, see Table styles.

= Shading of the selected cells can be changed with this option. For more information, see Changing cell
properties.

= Borders of the selected cells can be changed with this option. For more information, see Changing cell
properties.

= Text alignment of the selected cells can be changed with this option. For more information, see Changing cell
properties.

= Cell orientation: Rotates the content of the selected cells. For more information, see Changing cell properties.

= Delete cells: Delete individual cells, delete rows/columns or delete the entire table.
For more information, see Deleting and inserting table cells.

= [Insert rows: Insert rows or individual cells above/below.
For more information, see Deleting and inserting table cells.

= Insert columns: Insert columns or individual cells left/right.
For more information, see Deleting and inserting table cells.

= Repeat table row: This option repeats the contents of the selected row as a header at the beginning of each
page if the table spans multiple pages. For more information, see Changing row properties.

= Distribute rows, columns: This option ensures the equal spacing of selected rows/columns of a table.
For more information, see Distributing rows and columns evenly.

= Row height: See Changing row properties.

= Cell width: See Changing cell properties.

= Merge cells: Connect adjacent table cells to form a single cell.
For more information, see Merging table cells.

= Split cells: Divide a table cell into several cells. For more information, see Splitting table cells.

= Split table: Split the table horizontally into two tables. For more information, see Splitting tables.
= Sort table: Sort rows in a table. For more information, see Sorting tables.

= Convert table to text: Convert table into normal body text. For more information, see Converting a table into
text.

For more information on the commands, see the specified sections.

Moving in tables

You can enter, edit and format text within tables in the usual manner. After inserting a new table, TextMaker
automatically places the text cursor in the first table cell so that you can start typing immediately.



You can also type multiple lines of text within a cell — the lines will be broken and the row height will be
adjusted automatically. Alternatively, press the Enter key. to start a new paragraph within the cell.

You insert pictures into a table cell as usual via the command on the ribbon tab Insert | group Objects, which is
described in Pictures. Of course, you can also insert other types of objects — for example, OLE objects, form
objects, etc.

To move the text cursor from one table cell to another, you can press the Tab key to move to the next cell or
Shift+Tab to move to the previous cell. To move the text cursor from row to row, use the arrow keys ¥ and 2.

You can also click in the desired cell using the mouse.

Note: As you can see, the Tab key cannot be used to insert tabs within table cells. You must use the key
combination Ctrl+Tab in tables for this purpose.

Selecting table cells and cell contents

Selecting text within a cell works in the same way as selecting normal text with the mouse. For more
information, see Selecting text and objects.

To select complete table cells and their contents, proceed as follows:

Selecting via the mouse

= Select the entire table or table area: Click in the first cell to be selected and then drag the mouse with the
mouse button pressed to the last desired cell.

= Select entire columns/rows: Click in the area directly above a column to select the column. To select a
row, click in the area directly to the left of the row.

= Select a single cell: In rare cases, you only need to select a single cell. This is done via the following
"trick": Drag the mouse cursor from the cell you want to select to an adjacent cell and back again.

Alternatively, click in the table cell with the mouse and then press Shift+-> to select the entire cell. To select
additional cells, continue pressing Shift+-> or Shift+V .

Selecting with the commands of the ribbon tab "Table"

On the contextual ribbon tab Table, choose the command Select L1 (in the group Table). This opens a
submenu in which you can select whether the entire table, the current row/column or the current cell should be
selected.
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Deleting, copying, moving cell contents

To delete, copy or move the contents of table cells, select them and then use the familiar commands:

Command Explanation

Delete Press the Del key on the keyboard to delete the contents of all currently selected cells — without them
ending up in the clipboard.

Cut The command Home | Cut cuts the contents of the selected cells and puts them in the clipboard.
Copy The command Home | Copy copies the contents of the selected cells to the clipboard.
Paste Home | Paste (click directly on the icon itself) pastes the contents of the clipboard. Before using this

command, position the text cursor in the desired table cell.

Paste special If you click on the small arrow below the icon rather than directly on it at Home | Paste, a dropdown
menu opens with additional options for pasting the content. For more information, see Paste special.

Note: Bear in mind that these commands apply only to the contents of the cells. Thus, if you select some
cells and press the Del key, for example, only the contents of the cells are removed; the cells themselves
remain unchanged. For more information on deleting/inserting complete table cells (including their
contents), see the next section.

Deleting and inserting table cells

In the previous section, you learned how to delete, copy or move the contents of table cells.

In contrast, this section describes how you can completely delete cells from a table and insert additional cells in
a table.

The information covers the following topics:

= Deleting cells from a table

= [Inserting cells in a table

Deleting cells from a table

To completely delete cells (including their contents) from a table, proceed as follows:



1. Select the cells to be deleted.

Tip: To do so, don't just press the Del key because this only deletes the contents of the table cells, and not
the table cells themselves.

2. Choose the ribbon command Table | Delete cells ER (click on the icon itself). The selected cells are
deleted.

Alternatively, click on the icon's arrow and select exactly what you want to delete from the submenu:
Delete rows: deletes all rows within the selection

Delete columns: deletes all columns within the selection

Delete cells: deletes only the currently selected cells

Delete table: deletes the entire table

The table cells are now removed.

Inserting cells in a table

To add additional cells to a table, proceed as follows:

Inserting rows

1. Position the text cursor in the cell before or after which the new cells are to be inserted.

=

2. Choose the ribbon command Table | Insert rows (click on the icon itself). A row is inserted below the

current cell.

Alternatively, click on the icon's arrow and select exactly what you want to insert from the submenu:
Insert row above: inserts a row above the current cell
Insert row below: inserts a row below the current cell

Insert cells: displays a dialog box with additional options (see below)

The rows or cells are now added to the table.

Note: If you have selected several rows, the following applies to the commands described above: The
program will add as many rows as you selected previously. Furthermore, if you select several rows, the
option Insert cells does not open a dialog box. Instead, the program inserts the selected number of rows
directly below those selected.

Inserting columns

1. Position the text cursor in the cell before or after which the new cells are to be inserted.
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2. Choose the ribbon command Table | Insert columns EE (click on the icon itself). A column is inserted to
the right of the current cell.

Alternatively, click on the icon's arrow and select exactly what you want to insert from the submenu:
Insert column left: inserts a column to the left of the current cell
Insert column right: inserts a column to the right of the current cell

Insert cells: displays a dialog box with additional options (see below)

The rows or cells are now added to the table.

Note: If you have selected several columns, the following applies to the commands described above: The
program will add as many columns as you selected previously. Furthermore, if more than one column is
selected, the option Insert cells does not open a dialog box. Instead, the program inserts the selected number
of columns directly to the right of those selected.

Options

If you select the option Insert cells when using the above procedure for rows or columns, the program displays
a dialog box. Here, you can specify how the new cells are to be inserted.

nsert ce
Insert above
() Entire columns
e Insert below
I Single cells
Cancel
Mumber: 1 =

The dialog box provides the following options:

Option Explanation

Entire rows Complete rows of cells are inserted.

Entire columns Complete columns of cells are inserted.

Single cells Individual cells are inserted. If, for example, you selected 4x4 cells before choosing the command,

4x4 cells will be inserted.

In addition, the option Number allows you to specify the number of cells to be inserted. If, for example, you
select the option Entire rows and then set the Number to 10, ten rows will be inserted instead of only one row.

Finally, click on Insert above to insert the new cells before the current cell — or on Insert below to insert them
after the current cell.



Tables

Tip: Appending an additional row quickly to the end of a table

You can also append an additional row to the end of a table by simply pressing the Tab key when the text
cursor is in the last cell of the table. TextMaker then automatically extends the table by adding a new row.

Splitting and merging table cells

You can divide a table cell into several cells at any time — or merge several table cells into a single cell. You
can also split or merge complete tables.

You will learn how to do this in this section. The information covers the following topics:

= Splitting table cells

= Merging table cells
= Splitting tables
= Merging tables

Splitting table cells

You can split a table cell at any time, thus dividing it into several cells.

To do so, proceed as follows:

1. Position the text cursor in the cell that you want to split.

2. Choose the ribbon command Table | group Merge and split | Split cells .

3. A dialog box appears. In this dialog box, enter the number of rows and columns into which the cell should
be split.

4. Confirm with OK.

The cell is now split accordingly.

Splitting several cells at once

You can also select several adjacent cells before choosing the command Split cells. In this case, these cells are
all split.

Note the option Join selected cells before splitting? in the dialog box of this command:

= Ifyou select the option Treat the selection as one cell and split it, the selected cells will be merged into a
single cell before splitting.
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= If you select the option Each selected cell will be split individually, however, each of the selected cells
will be split into the specified number of rows and columns.

Merging table cells

You can merge several adjacent table cells at any time. They are then merged into a single cell.
To do so, proceed as follows:

1. Select the cells to be merged.

2. Choose the ribbon command Table | group Merge and split | Merge cells .
The cells are now merged into one cell.

In this process, the contents of the original cells are not lost; they are combined in the resulting cell. The
content of each original cell is placed in a separate paragraph.

Splitting tables

You can use the command Table | Split table to split a table horizontally. The original table then becomes two
tables.

To do so, proceed as follows:
1. Position the text cursor in any cell of the row above which the table is to be split.
2. Choose the ribbon command Table | group Merge and split | Split table =)

The table is now split into two separate tables.

Merging tables

You can merge two tables into a single table.

1. Delete (or move) all text between the two tables so that they are separated by only an empty paragraph.
2. Position the text cursor in this empty paragraph.

3. Press the Del key.

The two tables are now combined into one table.



Formatting tables

Several commands are available for formatting tables. These commands are presented in the following sections:

= Distributing rows and columns evenly

You can use the ribbon commands Table | Distribute rows or Table | Distribute columns to adjust
selected rows/columns to a uniform height or width.

= Changing row properties

You can use the ribbon command Table | Properties | Row properties to change the formatting of the rows
in a table. This includes the row height and options for the row behavior when a page break occurs.

= Changing cell properties

Use the ribbon command Table | Properties | Cell properties to format individual table cells. You can use
it to change the width, alignment and margins of cells, and to add borders or shading to cells.

= Changing general table properties

Choose the ribbon command Table | Properties | Table properties to change the formatting of entire
tables. For example, this command can change the border and shading of all table cells at once. Furthermore,
the command allows you to make settings for positioning the table.

= Table styles

The ribbon command Table | Table styles is a particularly useful option. It provides predefined table styles
that can be used to format an entire table at the touch of a button.

See the following pages for more information.

Distributing rows and columns evenly

By default, rows and columns of a table are distributed evenly, which means that all cells are the same size.
However, you can change both the row height and column width as desired by dragging and dropping any of the
inner or outer borders of the table.

Note: To specify the exact row height, see Changing row properties, or for the column width, see Changing
cell properties.

There is also the option of distributing rows and columns evenly across the table again: You can use the ribbon
commands Table | Distribute rows and Table | Distribute columns to evenly distribute the selected rows or
columns of a table.

If you want rows of a table to have the same height, proceed as follows:

1. Select the desired rows (all or only some) of a table.



2. Choose the ribbon command Table | group Cells | Distribute rows |,

3. As aresult, the selected rows have the same height.
If you want the columns of a table to have the same width, proceed as follows:
1. Select the desired columns (all or only some) of a table.

2. Choose the ribbon command Table | group Cells | Distribute columns [,

3. As aresult, the selected columns have the same width.

Changing row properties

The ribbon command Table | Properties ™ | Row properties opens a dialog box in which you can change the
formatting of the rows in a table.

Before choosing this command, select the rows whose format is to be changed. If you do not select any rows,
the changes will be applied only to the row in which the text cursor is positioned.

Tip: If you only want to change the Row height 017in = , you will also find this option directly on the
ribbon tab Table | group Cell size.

The dialog box Row properties provides advanced customization options:

Row properties

Height: Auto d

[] Keep together with next row Cancel

[] Break page at row
B Allow page break in row

B Bepeat as header row

Height
Here, you can change the height of the table row. The following options are available:

= Auto

This is the default setting. If it is selected, TextMaker determines the optimum height for the rows
automatically (by adjusting it to the actual space requirement of the cell contents).

= Exact

If you select this option, you can specify the desired row height exactly in inches. However, the row will
then always assume this height, even if it is not enough to fully display the contents of the cells.



= At least

This option represents a combination of the two options above. If you enter "1 in" here, for example, the
height of the rows will be set to exactly 1 inch, provided that this height is sufficient for the contents of the
cells. If you enter more text in a cell than can be accommodated within 1 inch, however, TextMaker will
automatically increase the row height.

Keep together with next row

By enabling this option, you ensure that the selected rows and (!) the row immediately following are always
kept together. If TextMaker determines that an automatic page break should fall between any of these rows, it
will insert the break before them, thus ensuring that they remain together on one page.

Page break at row

If you enable this option, TextMaker always starts a new page before this table row.

Allow page break in row

This option is disabled by default. This means that if an automatic page break ends up in the middle of this
table row, TextMaker would not allow it and would start a new page above the table row instead.

This improves legibility by preventing the cell contents in this table row from being "torn apart" and distributed
over two pages by a page break.

If you enable this option, however, TextMaker will no longer prevent an automatic page break from being
performed in the middle of the table row. It will now allow part of the cell contents to end up on one page and
part on the other page.

Repeat as header row

This option is only available in the first rows of a table.

It only affects tables that span multiple pages. When it is enabled, TextMaker repeats the contents of the
selected table rows at the beginning of each page.

This is useful, for example, if the first two rows of the table contain headings that are to be repeated on each
page. In this case, select the first two rows and enable this option for them.

Tip: You will also find this option directly as a ribbon command: Table | group Cells | Repeat table row.

Changing cell properties

The contextual ribbon tab Table contains several commands (or a dialog box) with which the appearance of the
current table cell can be changed. Of course, you can select several cells (or complete rows and columns) before
choosing the commands described below to change their properties together.
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Common options: Via the icons of the ribbon tab "Table"

For the quick application of selected cell properties, you can use the following icons of the ribbon tab Table
directly:

= Cell width 1-83in = (in the group Cell size): Here, you can specify the exact width. Enter the desired
value or use the small arrow buttons to increase/decrease the value.

= Text alignment = (in the group Format): Here, you can specify how the cell content is to be aligned
within the cell. Different combinations of left, right, top, bottom, centered are possible.

= Cell orientation O (in the group Format): Here, you can rotate the cell content by a specific angle so that
the text is displayed vertically, for example.

= Shading ,ﬁ, (in the group Format): Here, you can apply shading to the selected cells. To do so, select the
desired cells and then click on the icon's arrow instead of the icon itself. The program opens a dropdown
menu in which you can click to select the desired type of shading.

If you then want to apply the exact same type of shading to other cells, simply select them and click on the
icon itself (not the arrow). TextMaker will then reapply the last selected type of shading.

For individual adjustments, select the entry More via the icon's arrow. The program opens a dialog box that
corresponds to the dialog box of the command Home | group Paragraph | Paragraph shading. For more
information, see Shading.

= Borders " (in the group Format): Here, you can provide selected cells with a complete border or
individual border lines at the top, bottom, left or right.
This option provides the same functionality as above for shading.

For individual adjustments, select the entry Borders via the icon's arrow. The program opens a dialog box
that corresponds to the dialog box of the command Home | group Paragraph | Borders. For more
information, see Borders and lines.

Advanced options can be found via the dialog box below.

Additional options: Via the dialog box

You open the dialog box with the ribbon command Table | Properties ™ | Cell properties.
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In the dialog box, the Format tab offers the following options:

Size

Here, you can change the Width of the selected cells by choosing from among the following options:

= Fixed

If you select this option, you can specify the width exactly. Enter the desired value to the right of it.

= Percent

If you select this option, you can enter the desired width as a percentage of the overall table width.

For example, each cell in a table of three columns has a default width of 33.3%. If, for example, you want
the first column to be twice as wide as the other two columns, enter "50" for all cells in the first column and

"25" for the cells in the second and third columns.

= Auto

If you select this option, TextMaker automatically determines an appropriate width. In this case, the cell

widths will be evenly divided into the available space.

Any of these three options can be applied in any combination within the same table. For example, you can
create a table where the cells in the first column have a fixed width, but the other columns are set to "Auto". If
you then increase the width of the first column, the other columns will automatically become narrower

accordingly.
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Tip: Cell widths can also be changed with the mouse. To do so, drag the right border of a cell left or right
with your mouse. If you have not selected anything, the width of the entire column changes. If you have
selected specific cells, however, only their width changes.

Vertical alignment

This setting determines how the cell contents should be aligned within the cell:

Option Explanation

Top The cell content will be aligned to the top edge of the cell. (This is the default setting.)

Centered The cell content will be centered between the top and bottom edges of the cell.

Bottom The cell content will be aligned to the bottom edge of the cell.

Justified The lines of text within the cell are vertically justified and are thus evenly distributed so that the text

starts exactly at the top edge of the cell and ends exactly at the bottom edge.

Rotate by...

Here, you can specify the angle of rotation for the cell content.

Margins

Here, you can change the inner margins of the selected cells.

Options

If you enable the option Text locked, you will not be able to change the contents of the selected table cells
when the document is edited in form mode.

However, this option is disabled by default; thus the cells can also be edited in form mode.

For more information, see Protecting contents of form objects.

Borders tab

On this tab, you can apply border lines and gridlines to the selected cells (or change the existing lines).

The options on this tab correspond to those in the dialog box of the command Home | Borders. For more
information, see Borders and lines.

Note: If you have selected several cells, you can change the gridlines between the cells in addition to the outer
borders.

Shading tab

Here, you can specify a shading for the selected cells.



The options on this tab correspond to those in the dialog box of the command Home | Paragraph shading. For
more information, see Shading.

Changing general table properties

You can make general settings for tables via the dialog box of the ribbon command Table | Properties. These
always apply to the entire table. For example, this command allows you to change the borders and shading of
all table cells at once. Furthermore, the command allows you to make settings for positioning the table.

To open this dialog box, position the text cursor in any table cell and then choose the ribbon command Table |
Properties &7} (Click directly on the icon itself.)

Alternatively, open the dialog box by clicking on the small arrow of the icon and selecting Table properties
from the dropdown menu.

The following settings can be made in this dialog box:

Properties tab

On this tab, you can change some general settings. For more information, see Object properties, Properties tab.

Note: The option Text locked mentioned there does not apply to tables because, in tables, you can use the
command Table | Properties ™ | Cell properties to protect each individual cell against changes (see the
option Text locked in Changing cell properties). Of course, you can also protect the entire table from changes
by selecting all its cells and then enabling the option Text locked for all cells.

Text direction: For text in Arabic script, you can also change the writing direction of the table. If you set the
direction to right-to-left, the column on the far right becomes the first column (instead of the column on the far
left). For more information, see also Working with Arabic text.

Layout tab
You can use this tab to make settings for positioning the table:

= Alignment

Here, you can change the alignment of the table from left-aligned to centered or right-aligned.
Note: Of course, this is only visible for tables that do not span the entire page width.

Left indent: Here, you can indent the table to the right by the specified value.

= Wrapping
Here, you can specify whether the body text in the document should or should not surround the table:
None: This is the default setting: The body text does not surround the table.

Surrounding: If you select this setting, however, the body text surrounds the table, similar to text that wraps
around a text frame.

Furthermore, selecting the option Surrounding has the following additional effects:
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1. An icon with four arrows is displayed at the top left corner of a table whenever the text cursor is inside
the table. You can move the table freely by dragging this icon with the mouse.

2. In addition, the Position button becomes available in the dialog box. This opens another dialog box in
which advanced settings for positioning the table can be made:

Horizontal and Vertical: Here, you can specify the exact horizontal and vertical positions of the table.
Tip: Apart from entering fixed values into the Position field, you can also open its dropdown list and
select one of the predefined settings. For example, the entry "Right" will position the table right-aligned
with the right page margin.

Distance from surrounding text: Here, you can change the outside margins of the table — thus specify
how much space should be left between the table and the surrounding text.

Move with text: When you insert a table, it is automatically anchored to the paragraph located below its
top left corner. "Anchored" means that the table will always appear on the page where this paragraph is
located. If you move this paragraph to the next page, the table will also end up there. If you disable this
option, however, the table will always stay on the page where it is right now.

Borders tab
Here, you can change borders and gridlines for the entire table.

The options on this tab correspond to those in the dialog box of the command Home | Borders. For more
information, see Borders and lines.

Note: Here, you can change the gridlines between the cells in addition to the outer borders.

Shading tab
Here, you can apply shading to the entire table.

The options on this tab correspond to those in the dialog box of the command Home | Paragraph shading. For
more information, see Shading.

Table styles

The ribbon command Table | Table styles Hisa particularly useful option. It provides predefined table styles
that can be used to format an entire table at the touch of a button.

To do so, position the cursor in any cell of the desired table and then choose this command.

The program displays a dropdown menu with a list of all available table styles. You can use the small
thumbnails in the list to preview the desired appearance of the table and apply it to the table.

Selecting another table style changes the overall appearance of a table in terms of its coloring and structure.
Select the desired style by clicking directly on it. The entire table will be reformatted accordingly.

The options next to the Table styles icon in the command group Style allow you to customize the appearance
of the table after applying a table style:
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= Header row

This option enables/disables the header row for column headings at the top of the table.

= Total row
This option enables/disables the fotal row at the bottom of the table.

= First column and Last column
If you enable this option, the first and/or the last column in the table will be highlighted.

= Banded rows and Banded columns

This option enables/disables the alternating color highlighting for every second row/column.

Tip: If you miss the familiar AutoFormat for tables from previous versions, you can still add it to your
individual user interface and use it. For more information, see Customizing icons and groups in the ribbon.

Selecting table styles via the dialog box

You can also select table styles by clicking on the group arrow 4 for the dialog box on the ribbon tab Table |
group Style. In the open dialog box, you will find the same options as described above.

Note: Here, you can see the effects for Header row, Total row, First/Last column, Banded rows/columns
directly in the small thumbnails in the dialog box list.

Converting a table into text

You can use the ribbon command Table | Convert table to text to convert a table into normal body text.

An example: You want to convert a table with 2x2 cells into a list where the table cells will be separated by
semicolons.

To do so, proceed as follows:

1. Position the text cursor in any cell of the table.

2. Choose the ribbon command Table | group Data | Convert table to text BA .
3. Select the desired Separator, which is the Semicolon in this case.

4. Confirm with OK.

The table is now converted into normal body text — from left to right and top to bottom.

Thus, if you convert the following table ...

Celll Cell2
Cell3 Cell4

... you will get the following text:
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Celll;Cell2
Cell3;Cell4

Each row becomes a separate paragraph. The Separator is inserted between the cells of a row. Depending on
the separator you select, you will get the following results:

Separator Result

Paragraph break Here, a new paragraph is started for each separate cell in the table.

Tabs A new paragraph is started after each row of the table. The cells within a row are separated by
tabs.

Semicolon A new paragraph is started after each row of the table. The cells within a row are separated by

semicolons (;).

User-defined Here, you can specify the separator yourself. To do so, enter the desired character in the input

field. You can enter more than one character if desired.

If, for example, you enter a comma followed by a space as the separator, the cell contents of
every line will be separated by a comma and a space accordingly.

The reverse is also possible as you can convert text in tabular form into a table. (See next section.)

Converting text into a table

The previous section described how to convert a table into paragraphs of text. The reverse is also possible as
you can convert text in tabular form into a table by choosing the command Insert | Table ™ | Convert text to
table.

To do so, proceed as follows:

1.

2.

5.

Select the paragraphs of text that you want to convert into a table.

Choose the ribbon command Insert | Table ™ | Convert text to table.

. First, select the Separator that will be used to separate the entries in the text (see below).

. Then specify the number of rows and columns that the table should have. (TextMaker automatically

suggests appropriate values by default.)
Confirm with OK.

The text is now converted into a table. Each line of text becomes a row in the table.

An example:

You want to convert the following list of addresses into a table:

Peter;Miller;24 Main Street;12345;Whitneyville, AK
Thomas;Meyer;1733 University Drive;54321;Knoxville, TN



To do so, choose the command Insert | Table ™ | Convert text to table and select semicolons as the
Separator. As a result, you get the following table:

Peter

Miller

24 Main Street

12345

Whitneyville, AK

Thomas

Meyer

1733 University Drive

54321

Knoxville, TN

Options of the dialog box

The options in the dialog box for this command have the following functions:

= Rows and Columns

You don't usually have to worry about these settings. If you have specified the separator correctly,
TextMaker automatically determines how many rows and columns the resulting table should have and
suggests these values.

However, you can also enter your own values if necessary.

Separator

This is the most important setting: Here, you specify which character TextMaker should use to recognize the
separator for each entry.

You can choose from among the following:
Paragraph break: Each entry is in its own paragraph.
Tabs: The entries are separated by tabs.

Semicolon: The entries are separated by semicolons (;).

You can also enter any other separator under User-defined if the entries are separated by slashes or
commas, for example. It is also possible to enter multiple characters here.

Note: The separator must not occur within an entry; if it does, TextMaker will of course treat it as such
and make two entries out of one entry.

Remove quotation marks

If you enable this option, TextMaker will remove all surrounding quotation marks (") from the text during
conversion.

This is useful if you want to convert a list in which all entries are enclosed within quotation marks:
("Henry"; "Meyer"; ...). Many database programs generate such lists.
Remove leading/trailing spaces

If you enable this option, TextMaker will remove all leading and trailing spaces from the text entries when
they are converted. (However, spaces within text entries will not be removed.)

Note: The reverse is also possible as you can convert tables into text. (See previous section.)



Sorting tables

You can let TextMaker sort the rows of a table by choosing the ribbon command Table | Sort table.

Note: This command is applicable only to tables. If you want to sort ordinary paragraphs of text, see the next
section Sorting text.

To have TextMaker sort the rows of a table, proceed as follows:

1. Position the text cursor in any cell of the table.

Alternatively: If you want only part of the table to be sorted, select the rows to be sorted.

2. Choose the ribbon command Table | group Data | Sort table 21,

Alternatively, you will find the command on the ribbon tab Home | group Paragraph | Sort text/table. For
more information, see the next paragraph Sorting text.

3. In the dialog box, select the column whose contents are to be used as the basis of the sort. If desired, you can
specify multiple columns as sort criteria (see below).

4. Confirm with OK.

The table rows are now sorted according to the contents of the selected column(s).

The options in the dialog box for this command have the following functions:

Sort by:
Here, you specify the column whose contents are to be used as the basis of the sort.

You can also specify the sort order: Ascending (A..Z) or Descending (Z..A).

Type

Normally, you use the default setting Text for this option. If the column contains dates, however, select Date. If
it contains numbers, select Number.

Background information: Columns can contain text, numbers or dates. This affects the sort order. For example,
dates are sorted correctly only if you select Date as the type — the Text type would not attempt to recognize
days, months and years in a date.

Then sort by
You can specify more than one sort criterion if necessary.

If, for example, the first column contains last names, and the second column contains first names, you can
select the first column for Sort by and the second column for Then sort by. As a result, the rows of the table
will be sorted by last name and those rows containing the same last name will then be sorted by first name.



First row contains headings

If the first row of your table contains headings, you should enable this option to prevent TextMaker from
including the first row in the sort.

Example: A table contains addresses. The first row contains headings like "Name", "Street", "City", etc. In a
case like this, you should enable this option to ensure that the headings remain in the first row and are not
included in the sort.

Case-sensitive

If you enable this option, sorting distinguishes between uppercase and lowercase letters. For example, all words
that begin with a lowercase letter end up in front of the words that begin with a capital letter:

Disabled: Apples, bananas, Cherries. Enabled: bananas, Apples, Cherries.

Include cell formats
This option determines whether only the contents of the cells or also their formatting should be sorted:
Disabled: Only the cell contents are sorted; the original formatting of the table is thus retained.

Enabled: Each row that is moved to a different place by sorting takes its formatting (shading, margins,
alignment, rotation) to the new position.

Sorting text

Not only can you sort the contents of a table, as described in the previous section, but also ordinary paragraphs
in the text. To do so, use the ribbon command Home | Sort text/table.

Note: This command is applicable to both paragraphs of text and tables. If you want to sort tables, see the
previous section Sorting tables.

Proceed as follows for paragraphs of text:

1. Select the paragraphs of text to be sorted.

2. Choose the ribbon command Home | group Paragraph | Sort text/table =l

3. Select either an ascending or descending sort order.

4. Confirm with OK.

The paragraphs are now sorted accordingly.

The dialog box of the sort command has some additional options that you don't usually need. These options
include:
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Sort by:
Normally, all you need to specify here is the sort order: Ascending (A..Z) or Descending (Z..A).

The specification of a column as the basis for the sort is only useful if the selected paragraphs are organized
like a table — that is, when they contain tabs or another separator. (See also the option Separator.)

Then sort by
You can specify more than one sort criterion if necessary.

If, for example, the first column contains last names, and the second column contains first names, you can
select the first column for Sort by and the second column for Then sort by. The paragraphs will be sorted first
by last name. Paragraphs containing the same last name will also be sorted by first name.

Separator
You only have to set the option Separator when sorting paragraphs that are organized like a table.

If the paragraphs contain, for example, names, street addresses, city names, you can tell TextMaker which
separator separates the individual components of the address:

= Spaces
= Tabs
= User-defined (Here, you can enter the separator yourself.)

An example:
You want to sort the following three paragraphs:

Peter Miller[Tab]5 University Ave.[Tab]Pleasantville, NY 12345
Thomas Chris Howe[Tab]24 Park Drive[Tab]Cambridge, NJ 21220
Claudia Fisher|[Tab]1024 13th Street[Tab]Forest Park, IL 98765

In this case, you should set Tabs as separators because the individual components of the address (name, street,
city) are separated by tabs.

Advantage: You can now sort by Column 1, Column 2 or Column 3 in the dialog box of the sort command.
Column 1 stands for the names, Column 2 for the streets, Column 3 for the cities.

If you selected Spaces as the separator, however, TextMaker would consider each word as a "column", which
would naturally be unhelpful because, for example, the name can sometimes consist of two or three words.

First paragraph contains headings

If the first of the selected paragraphs contains headings, you should enable this option so that TextMaker does
not include the first paragraph when sorting.

Example: The selected paragraphs contain addresses. The first paragraph includes headings such as "Name",
"Street", "City", etc. In this case, you should enable this option to ensure that this paragraph will not be
included when sorting, but will remain the first paragraph.



Case-sensitive

If you enable this option, sorting distinguishes between uppercase and lowercase letters. For example, all words
that begin with a lowercase letter end up in front of the words that begin with a capital letter:

Disabled: Apples, bananas, Cherries. Enabled: bananas, Apples, Cherries.




Pictures

You can insert pictures into your document at any time. You can choose whether to embed the picture directly
in the body text or to insert it in a freely movable "frame":

Inserting pictures into the text

You can insert pictures directly into the body text by choosing the ribbon command Insert | Objects group |

Picture. To do so, click on the small arrow of the icon and disable Insert as frame [ Iin the dropdown
menu.

TextMaker treats a picture that has been inserted with this command as if it were a letter within the text. It
becomes part of the body text. Thus, if you type something right in front of the picture, it will be pushed
forward like a letter in order to accommodate the text.

Inserting picture frames

Alternatively, pictures can be inserted in the form of picture frames via the ribbon command Insert | group

Objects | Picture. To do so, click on the small arrow of the icon and enable Insert as frame | in the
dropdown menu.

By default, picture frames are anchored at fixed positions on the page — thus they do not move when text is
added or deleted above them. Of course, you can move picture frames at any time.

This chapter covers only the insertion of pictures directly into the text. For more information about picture
frames, see Frames and drawings.

This chapter covers the following topics:

Inserting pictures into the text

Scanning pictures

Inserting pictures from the gallery/camera (Android and iOS)

Changing position and size of pictures

Compressing pictures

Changing picture properties via the ribbon tab

Changing picture properties via the dialog box

See the following pages for more information.




Inserting pictures into the text

To insert a picture directly into the body text, proceed as follows:

1. Move the text cursor to the desired position.

2. On the ribbon tab Insert | group Objects | Picture D, click on the arrow of the icon.
In the dropdown menu, disable [ | Insert as frame if it is enabled.

3. In the dropdown menu, select From file.

Tip: You can also choose this command by clicking on the icon itself. However, you cannot enable or
disable the option Insert as frame. The last set state is automatically applied.

4. The program displays a dialog box in which you specify the picture to be inserted. Select the desired picture
file and confirm with OK.

The picture is now inserted into the text.

Isn't the picture visible? If you can't see the picture in the document after you have inserted it, you have probably
disabled the display of pictures, that is, you have enabled the option Use placeholders for pictures. To display
the pictures again, choose the ribbon command File | Properties, switch to the View tab and switch this option
back to Show pictures.

Options of the dialog box
The options in the above dialog box mean the following:

= Save within document

If the option is enabled, TextMaker saves a copy of the picture in the document and uses this copy instead of
the original.

Note: If this option is enabled, the file size of the document may increase significantly.

If it is disabled, however, TextMaker saves only a reference to the original picture file in the document.
Changes to the original picture file are thus always available in an updated form in TextMaker.

Tip: You can see the location of the original picture file in the picture properties. Right-click on the picture to open the context menu, and select
Picture: Properties. In the dialog box, switch to the Properties tab and take a look under File name.

Note: If the file path of the picture file changes, however, it will no longer be displayed in the document.

= Copy to document's folder

If the option is enabled, TextMaker creates a copy of the picture file in the folder in which the document is
located and saves a reference to this copy instead of to the original.

This option is available only if the document has already been saved previously.

Inserting as picture frame

As mentioned in the introduction, pictures can also be inserted as picture frames. Proceed as described above
using the ribbon command Insert | group Objects | Picture, but enable Insert as frame in the dropdown menu.
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The difference is that frames are fixed at a fixed position on the page, thus they don't move when you insert or
delete text above the frame.

Tip: Pictures that have been inserted into the normal body text without a frame can still be subsequently
converted into a picture frame and vice versa using the ribbon command Convert. For more information, see
Converting between frame and embedded object.

For more information on picture frames, see Picture frames.

Scanning pictures

Note: Scanning pictures directly into a document is possible only with the Windows version of TextMaker.
With TextMaker for Windows, you can scan originals directly into a document. You must have connected a
scanner to your computer and installed the corresponding software.

To scan something into the current document, proceed as follows:
1. Turn on the scanner and insert the original that is to be scanned.
2. Move the text cursor to the position in the document where you want to insert the scanned result.
3. On the ribbon tab Insert | group Objects | Picture D, click on the arrow of the icon.
In the dropdown menu, disable (| Insert as frame if it is enabled.
4. Select From scanner in the dropdown menu.

TextMaker now enables your scanner's software. Make the desired settings (see scanner manual) and start the
scanning process. When this is complete, the scanned result will appear as a picture in the TextMaker
document.

Scanning as a picture frame

The aforementioned procedure inserts the scanned picture directly into the body text. Alternatively, you can
include the picture as a picture frame. Proceed as described above using the command Insert | Picture ™ |
From scanner, but first enable Insert as frame in the dropdown menu.

The difference is that frames are fixed at a fixed position on the page, thus they don't move when you insert or
delete text above them.

For more information on picture frames, see Picture frames.

Selecting another source

If several scanners are connected to your PC, you can use the command Insert | Picture ™ | Select source to

decide from which of these sources you want to scan when you use the command Insert | Picture ™ | From
scanner.



Inserting pictures from the gallery/camera (Android and i0S)

Note: This function is available only in the Android and iOS version.

In the Android/iOS version, you can also insert pictures via the Gallery or Camera application on your device.

To do so, proceed as follows:

Inserting a picture from the gallery

1. Position the text cursor where you want to insert the picture.

2. Choose the command Insert | group Objects | Picture ™ | From gallery. Before doing so, disable Insert as
frame in the dropdown menu if it is enabled.

3. Your Android/iOS device automatically opens its Gallery app. Select the desired picture by tapping on it.

The picture is now inserted.

Inserting a picture from the camera

1. Position the text cursor where you want to insert the picture.

2. Choose the command Insert | group Objects | Picture ™ | From camera. Before doing so, disable Insert
as frame in the dropdown menu if it is enabled.

3. Your Android device/iOS automatically opens its Camera app. Take a picture.

The picture is now inserted.

Inserting as a picture frame

The aforementioned procedure inserts the picture directly into the body text. Alternatively, you can include the

picture as a picture frame. Proceed as described above using the command Insert | Picture ™ | From gallery
(or From camera), but first enable Insert as frame in the dropdown menu.

The difference is that pictures frames are fixed at a fixed position on the page, thus they don't move when you
insert or delete text above them. This type of manipulation is useful, for example, for newspaper-style
documents.

For more information on picture frames, see Picture frames.

Changing position and size of pictures

You can change the position of a picture as follows:
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= Cut and Paste

You can move an embedded picture exactly like sections of text: Select the picture and cut it via the ribbon
command Home | Cut. Then set the text cursor to the target position and paste the picture there via the
ribbon command Home | Paste.

= Using the mouse

Alternatively, you can use the mouse to move embedded pictures: Click to select the picture and then drag it
to the desired target position (with the mouse button held down).

The size of a picture can be changed as follows:

= Dragging the handles on the selection frame

Click on the picture to select it. A blue selection frame then appears around the picture, which also contains
some round "handles". When you drag one of these handles with the mouse, the size of the picture is
changed accordingly.

* Via the dialog box

You can also specify the size of a picture exactly in numeric values. To do this, double-click on the picture
with the mouse. The size can be specified exactly on the Format tab. For more information on this dialog
box, see Object properties, Format tab.

= Via the ribbon tab

If you have selected the picture, you will also find input fields for the Width and Height of the picture in
the group Resize on the far right of the contextual ribbon tab Picture. Type the desired values here or
increase/reduce the values with the small arrow keys next to the input field.

If the option Keep aspect ratio is enabled, changes in height automatically have a proportional effect on
width (and vice versa).

Compressing pictures

This feature is only included in SoftMaker Office Professional and NX Universal.
In the Android/iOS version, the command is locked. (To unlock the command, see Welcome.)

[—

You can use the command Compress pictures = to reduce the memory size of images in TextMaker. In this
way, you reduce the file size of the document and save capacity on your device or when sharing the document.

You can use the command effectively if your document contains pictures that were embedded in the document
when you inserted them using the option Save within document (see Inserting pictures into the text).

Note: Pictures that were instead saved in the document as a reference to an external picture file are not affected
by compression. However, when executing the command, you have the option of subsequently embedding these
pictures in the document and compressing them here at the same time.

Proceed as follows:



1. In your document, select one or more pictures that you want to compress. However, selecting multiple
pictures at once is only possible for picture frames . An additional ribbon tab Picture appears at the top right
of the ribbon.

Tip: If you want to compress a// pictures of the document, just choose the ribbon command File | group
File management | Compress all pictures and continue with step 2.a.

[—1

2. Choose the ribbon command Picture | group Adjust | Compress pictures -

2.a If your selection contains only pictures that have been saved in the document, the dialog box "Compress
pictures" opens immediately.

2.b If your selection contains pictures that have not been saved in the document, a message appears before
the dialog box opens, asking whether you want to embed these pictures now (see description below).

3. In the Resolution section of the dialog box, choose between the predefined qualities or enter a custom
resolution.

In the Options section, you will find two more settings (see description below).
4. Confirm with OK.

After saving the document, you will notice a change in the file size.

Other options

= Delete cropped areas of the pictures

If you have cropped an image in your document using the command Pictures | Cropping and you do not
need the truncated remainder, enable this option. Once you press OK, the cropped image area will be
deleted and only the crop will be retained.

= Embed and compress external pictures

This option allows you to embed and compress pictures in the document that you did not insert using the
option Save in document, but which are only saved in the document as a reference to the original external
file.

To explain this option, the following cases may occur:

a. You have selected only pictures that were not saved in the document. After choosing the command
Compress pictures, a message appears asking if you want to subsequently embed the pictures. If you click
on Yes, this option is already preselected in the following dialog box.

b. If pictures are selected that have already been saved in the document, this message also appears. If you
click on Yes (or also No), this option is freely selectable in the following dialog box.

c. If you have selected only pictures that have already been saved in the document, this message does not
appear. This option is not selectable in the dialog box.



Changing picture properties via the ribbon tab

Numerous properties of pictures can be changed directly via the buttons of the contextual ribbon tab Picture.

File. Home Insert Layout  References  Mailings  Review  View Picture

| _| _h/_ Brightness: _ o + [4i] Recolor picture v [ Reset | ™ Photo frame -
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This ribbon tab appears automatically when you select a picture. It contains the following buttons (from left to
right):

= New object: This option allows you to insert a new object into the document and different object types are
available.

= Cropping: You can enable/disable crop mode via this button. In this mode, the mouse cursor appears with an
additional crop icon. Drag the borders of the picture with the mouse to crop the picture accordingly. To exit
the mode, click on the button again. You can also use the button's small arrow to select a cropping from
different shapes or to remove the cropping.

See also the next section ("Picture tab" in the dialog box).

= Brightness, Contrast, Saturation: Drag the slider or click on + and — to change the respective values for
the picture. For more information, see also the next section ("Picture tab™).

= Recolor picture: This option provides a list of predefined variations of the picture — for example, other color
modes (grayscale, black/white, etc.) and variations where the image was colored. For more information, see
also the next section ("Picture tab").

= Compress pictures: Reduce the memory size of images in your document. For more information, see also
Compressing pictures.

= Change source: Replace the picture with another one (formatting is retained).
This corresponds to the File button in the dialog box. For more information, see next section ("Picture
tab").?

= Reset: Reset the image-specific changes made to the picture, such as brightness, shading, rotate object, etc.,
to their default values. The non-image-specific settings are not reset, for example, line thickness and photo
frames.



= Photo frame: This option allows you to apply a photo frame effect to a picture.

= AutoShape effects: This option is available as a ribbon command only for picture frames. For more
information, see Picture frames.

Note: You can still apply shape effects via the dialog box (double-click on the picture), even for embedded
pictures without picture frames. The relevant options can be found on the Shadow, 3D and Effects tabs. For

more information, see Changing picture properties via the dialog box.

= Fill color: This option is available as a ribbon command only for picture frames. However, you will find the
options in the dialog box on the Fi// tab.

= Line color, Line thickness: These options are available as a ribbon command only for picture frames.
However, you will find the options in the dialog box on the Lines tab.

= Wrapping mode: This option is available only for picture frames. For more information, see Picture frames.

= Bring to front, Send to back: These options are available only for picture frames. For more information, see
Picture frames.

= Rotate object: This option allows you to rotate a picture in 90° increments or flip it vertically/horizontally.
For more information, see Rotating and flipping objects.

= Align objects: This option is available only for picture frames. For more information, see Picture frames.

= Group: This option is available only for picture frames. For more information, see Picture frames.

= Duplicate: This option allows you to create an immediate copy of the selected picture.

= Convert: This option converts a picture that is embedded in the body text into a picture frame and vice versa.

= Width, Height: These options change the size of the picture. For more information, see Changing position and
size of pictures.

Many (but not all) of these functions and some additional options can be found in the Object properties dialog
box. You open the dialog box by double-clicking on the picture. For more information, see the next section.

Changing picture properties via the dialog box

The properties of an object can be edited centrally via the Object properties dialog box. An object's properties
include, for example, its size, margins and numerous other settings options.

To change the properties of a picture, click on it first to select it. Then open the dialog box by clicking on the
group arrow 4 in the bottom right corner of any command group on the contextual ribbon tab Picture.

Tip: You can open this dialog box faster by double-clicking on the picture or by right-clicking on the picture
and selecting Picture: Properties from the context menu.

The following options are available in this dialog box:



Pictures

Layout, Format, Fill tabs, etc.

These tabs are available for almost all object types. They allow you to change the following settings:

= Layout: On this tab, you can only change the outside margins of the picture. The other options are available
only for picture frames. For more information, see Object properties, Layout tab.

= Format: Here, you can resize the picture and rotate it. For more information, see Object properties, Format
tab.

= Fill: This option allows you to change the fill. It is only visible for pictures with transparent areas. For more
information, see Object properties, Fill tab.

= Lines: This option allows you to apply border lines. For more information, see Object properties, Lines tab.

= Shadow: This option allows you to apply a shadow. For more information, see Object properties, Shadow
tab.

= 3D: This option allows you to apply 3D effects. For more information, see Object properties, 3D tab.

= Effects: This option allows you to apply different effects. For more information, see Object properties,
Effects tab.

= Properties: This option allows you to change general settings. It also displays information about the picture
you are using. For more information, see Object properties, Properties tab.

= AutoShapes: Here, you can assign a different shape from AutoShapes to the picture. For more information,
see Object properties, AutoShapes tab.

For pictures, there is an additional tab with further options:

Picture tab

On the Picture tab, you can make settings that are specific to pictures:

Tip: Some of these options can also be found directly as commands on the contextual ribbon tab Picture |
group Adjust.

= Variants

This list offers some predefined variations of the picture — for example, different color modes (grayscale,
black & white, etc.) as well as colored variants of the image.

Simply click on the desired variant. The options in the dialog box are then automatically set to the
corresponding settings.

Tip: You will also find these variants via the command Recolor picture directly on the contextual ribbon tab Picture.

= Options section

Here, you can change brightness, contrast, saturation and gamma (an alternative way to change brightness).

= More button
This button opens a dialog box with the following additional options:

If you enable the option Mix with color and select a color below, the picture will be colored accordingly.



The options in the Cropping section can be used to crop the picture. This is useful if you only need part of
the picture. If, for example, the upper quarter of the picture is to be truncated, first select Use relative
values and enter the number "25" (percent) for Top.

If you select Use absolute values, the entries will be truncated in absolute units of length rather than as a
percentage. If you enter negative values, the areas of the picture will not be truncated, but will be extended
with a frame.

Tip: You will also find a corresponding command Cropping directly on the contextual ribbon tab Picture. For more information,
see the previous section Changing picture properties via the ribbon tab.

Transparency section

Here, you can make settings for the transparency of the picture:

Use picture settings: TextMaker reads from the picture file which parts of the picture have been marked as
transparent and displays the picture accordingly. Note: Only pictures in GIF or PNG format contain such
transparency information.

No transparency: The picture will not be displayed transparently, even if it is a picture file with
transparency information.

Color: This option lets you select the color to be displayed transparently. If, for example, you select white,
all white areas of the picture will become transparent.
Sample

In the small toolbar below the sample, you will find the option Pick transparent color (the pipette icon).
You can use it to make certain colored parts of the picture transparent, for example, to remove a distracting
background from the picture. To do so, use the pipette icon to click on an area of the thumbnail that you
want to make transparent.

The other toolbar buttons help you to fine-tune the picture (Zoom in, Zoom out, Pan picture), but they do
not affect the appearance of the picture in the document.

Note: You must first select a tool in the toolbar by clicking on it with the mouse. You can then work on the
thumbnail with the enabled tool.
File button

You can use this button to replace the picture with another one and the formatting will be retained.

Tip: This corresponds to the command Change source on the contextual ribbon tab Picture.

Export button

This option is available only for pictures that are saved in the document. You can use this button to export
the picture, that is, to save a copy of it on your hard disk under any name. The dialog box "Save as" appears
for this purpose.

If you enable the option Create a link to file here, TextMaker also replaces the picture saved in the
document with a reference to the destination file. Thus, the picture is no longer saved within the document.
Compress picture button

This button allows you to reduce the memory size of pictures in your document.

Tip: This corresponds to the command Compress pictures on the contextual ribbon tab Picture. For more information on this
command, see Compressing pictures.




Charts

In the i0S version, the creation of new charts is locked. (To unlock the command, see Welcome.)

You can use charts to graphically display numeric values.

In this chapter, you will learn everything you need to know about charts. It is divided into the following
sections:

= Inserting charts

First, you will learn how to create a chart. The most convenient way is to take a small "detour" via the
PlanMaker spreadsheet application. You can also simply insert an empty chart and manually type in the
values to be displayed.

= Editing charts

This section contains all the information you need to edit charts. You will learn how to enter/edit the
numeric values to be displayed in a chart, how to work with the individual chart elements (data series, axes,
legend, etc.) and how to change the general properties of charts.

= Saving charts as pictures

The command Save as picture, which you can access via the context menu by right-clicking on the chart,
allows you to save a picture of a chart in a picture file.

Inserting charts
In the iOS version, the creation of charts is locked. (To unlock the command, see Welcome.)

There are two ways to insert a chart into a document:

= Inserting charts via PlanMaker

The most convenient way: Create or open a chart in the spreadsheet application PlanMaker and copy it to
the clipboard. Then switch to TextMaker and paste it there.

= Inserting charts manually

Alternatively, you can simply create a new empty chart using the ribbon command Insert | Chart frame Al
in TextMaker. You then enter the numeric values to be displayed in a dialog box, which you can open with
the Edit data button.

More information can be found on the following pages.



Inserting charts via PlanMaker

The most convenient way to insert a chart is to take a little "detour" and use the PlanMaker spreadsheet
application to create the chart. Then copy the chart to the clipboard, switch to TextMaker and paste it there.

The advantage of this method is that PlanMaker is simply the most suitable option for entering data and also for
creating charts. It has many features that you can only find in a spreadsheet application. (Of course, this method
only works if you have PlanMaker installed.)

Proceed as follows:

1. In PlanMaker (not in TextMaker!), enter the numeric values to be displayed in table cells.

Alternatively, you can simply open a file that already contains this data.

2. Select the cells with this data and choose the ribbon command Insert | Chart frame to create a chart. (For
more information, see the "Charts" chapter in the PlanMaker manual.)

Alternatively, you can simply open a file that already contains the desired chart.
3. If the chart is not already selected, click on it to select it.
4. Use the ribbon command Home | Copy to copy the chart to the clipboard.
5. Switch to TextMaker.
6. Place the cursor where you want to insert the chart.
7. Use the ribbon command Home | Paste to insert the chart.

The chart now appears in the document as an embedded object in the body text. To set the chart with a fixed
position on the page, you can insert it as a chart frame (see below).

Note: The chart is not converted into a picture when it is inserted, but remains a chart. Thus, you can
subsequently change its chart type or edit its data and settings at any time, for example.

Inserting as a chart frame

Alternatively, you can insert the chart as a frame. To do so, simply switch to object mode before inserting it
into TextMaker by choosing the ribbon command View | Object mode. Alternatively, convert the inserted chart
on the contextual ribbon tab Chart into a frame using the command Convert (or via Convert to object frame
from the context menu).

The difference is that frames are fixed at a fixed position on the page, thus they don't move when you insert or
delete text above them. You also have more options for editing individual chart elements in frames.

For more information about frames, see Frames and drawings.

Inserting as an OLE object

A chart copied and pasted as described above has no connection to the original chart in PlanMaker. Thus, if you
subsequently change the original in PlanMaker, this will have no effect on its copy in TextMaker.



If you want to insert a chart that maintains a connection to the original chart in PlanMaker, you must insert it as
an OLE object. To do so, use the ribbon command Insert | OLE object frame and select PlanMaker Chart as
the object type.

For more information on handling OLE objects, see OLE objects.

Inserting charts manually

The previous section described how to create charts using PlanMaker and then copy them to your TextMaker
document. Alternatively, you can simply insert an empty chart into the TextMaker document and then manually
fill it with data.

To do so, proceed as follows:

Step 1: Insert an empty chart
First, insert an empty chart as follows:

1. Move the text cursor to the desired position in your TextMaker document.
2. Choose the ribbon command Insert | group Objects | Chart frame il o open the dialog box. (Click on the
icon itself.)

Alternatively, you can click on the small arrow of the icon to list a dropdown menu with various chart types that you can insert
directly by clicking on them. If you choose More here, the dialog box will be shown again.

3. In the dialog box, you can specify which type of chart you want to insert. To do so, select the required
Chart type and Subtype.

For more information about chart types, see Changing the chart type.

4. Confirm with OK.

5. The chart is now inserted as a chart frame with a fixed position on the page.
You can then move or resize the chart:
To move the chart, click on it and (with the left mouse button still held down) drag it to the desired position.

To resize it, drag one of the round handles surrounding the chart.

Note: To embed the chart without a frame in the body text, select the command Convert on the contextual
ribbon tab Chart after inserting it. By clicking on the button again, the chart is converted back into a chart
frame. The difference is that frames are fixed at a fixed position on the page, thus they don't move when you
insert or delete text above them.

For more information on frames, see Frames and drawings.

Step 2: Enter the data to be displayed

When you create a new chart, it is filled with the values 1, 2, 3, 4 by default. These values are just sample
values to ensure that the chart is not completely empty when displayed. You should enter your own values here,
of course.



To do so, proceed as follows:

1. If the chart is no longer selected, click on it to select it.

The contextual ribbon tab Chart appears as soon as a chart has been selected.

2. Choose the ribbon command Chart | Edit data "'&.

3. A dialog box appears. In the Y values column, enter the values to be displayed in the chart.

Don't worry about the other columns and options; they are irrelevant for most chart types. (For more
information on this dialog box, see Entering/editing the data of a chart.)

4. When you have finished entering the values, confirm with OK.
The chart now updates and displays the values that you have entered.

If you want to change the values again later, select the chart and choose the ribbon command Chart | Edit data
again.

Editing charts

In the iOS version, the creation of charts is locked. (To unlock the command, see Welcome.)

You will learn how to edit existing charts in the next sections. The information covers the following topics:

= Changing the chart type

Use the ribbon command Chart | Chart type to determine the form in which the data will be represented in
the chart — for example, as bars, lines or in the form of a pie chart, etc.

= Entering/editing the data of a chart

You can use the ribbon command Chart | Edit data to edit the data of a chart — thus enter or change the
numeric values to be displayed.

= Showing/hiding chart elements

A chart contains various elements, such as data series, axes, a legend, etc. You can use the ribbon command
Chart | Add chart element to show or hide certain elements of the chart if necessary.

= Editing chart elements

You can select the elements of a chart by clicking on them and then edit them. You will learn how to do this
in this section.

= Changing chart properties via the dialog box

In addition to the properties of individual chart elements, there are also common chart properties that you
can change. These include various layout options, the chart type, settings for the data series, etc. You can
change these options on the contextual ribbon tab Chart (see below) or in the Properties dialog box
(accessible via the context menu).



For basic information about working with objects, see Frames and drawings.

Using the ribbon tab "Chart"

When you select a chart, the contextual ribbon tab Chart appears automatically.
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The contextual ribbon tab "Chart", right section
This ribbon tab contains icons for the most important functions for editing charts:

Note: Some of the functions are only available if the chart is created as a frame. For more information, see
Inserting charts. Use the command Chart | Convert to convert the chart into a frame.

= New object: This option allows you to insert a new object into the document, and different object types are
available.

= Chart type/Chart subtype: This option allows you to select a chart type. (A subtype is only available for some
chart types.) For more information, see Changing the chart type.

= Edit data: This option allows you to enter and change numeric values for the chart. For more information, see
Entering/editing the data of a chart.

= Chart colors: This option allows you to change the color scheme of the chart.

= Add element: This option allows you to show or hide chart elements such as axis titles, gridlines, legends,
etc. For more information, see Showing/hiding chart elements.

= List of all chart elements contained in the chart. If you click on an element in the list, it will be selected in the
chart — if you select an element in the chart, it will be displayed in the list.

= Edit properties: You click on this option to edit the selected chart element and the corresponding dialog box
opens. For more information, see Editing chart elements.

= Fill color, Line color, Line style, Line thickness: You can use these options to change the fill and border lines of
the selected chart elements. For more information, see Editing chart elements.

= Text wrapping: This option determines how the body text that surrounds the chart frame should behave. For
more information, see Object properties, Layout tab.




= Bring to front, Send to back: These options arrange the order of overlapping object frames. For more
information, see Changing the order of frames.

= Align objects: This option allows you to align or evenly distribute two or more object frames. For more
information, see Aligning and distributing frames.

= Group: This option allows you to combine several selected objects into one unit, which can then be treated
like a single object. For more information, see Grouping frames.

= Duplicate: This option allows you to create an immediate copy of the selected chart.
= Convert: This option converts a chart frame into a chart integrated in the body text and vice versa.

= Width, Height: These options change the size of the chart. For more information, see Changing the size and
margins of objects.

Using the dialog box

Many (but not all) of these functions and some additional options can be found in the Object properties dialog
box that you open via the context menu (entry Chart: Properties).

Alternatively, you can open the dialog box by clicking on the group arrow 4 in the bottom right corner of any
command group of the ribbon tab Chart.

All options of the dialog box are explained in Changing chart properties via the dialog box.

Changing the chart type

The chart type determines how data will be displayed in a chart — for example, as columns, bars, lines, etc.

To change the chart type, proceed as follows:

Directly via the icons of the command group "Type"

Many chart types can be used directly via the icons of the command group Type on the contextual ribbon tab
Chart:

1. Select the chart by clicking on it.
2. Click on the Chart type icon """ on the ribbon tab Chart | group Type.

3. Select the desired Chart type from the dropdown menu (see below for explanations of the different chart
types). You may use the icon below it to select a Chart subtype (only available for certain chart types).

Additional options via the dialog box of the command group "Type"

You will find some more options via the dialog box of the command group Type on the contextual ribbon tab
Chart. Here, you can also survey the possible appearance of the chart in a preview.

1. Select the chart by clicking on it.



2. On the ribbon tab Chart | group Type, click on the group arrow 4 in the bottom right corner.

3. In the dialog box, switch to the ribbon tab Chart type.

4. Select the desired Chart type and Subtype.

Tip: A small preview of the currently selected chart will be shown in the right half of the dialog box. You
can enable or disable this preview at any time using the >> button or the << button.

The following chart types are available:

Column chart

Column charts are a good way to compare values. Each value is represented by a correspondingly high

column.

Bar chart

Bar charts correspond to column charts; however, the values are displayed horizontally rather than vertically.
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Line chart

Line charts display values as points and/or connecting lines.

Area chart

Area charts are line charts where the space between the X axis and the individual lines is filled with color.
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XY scatter chart

XY scatter charts display values as points and/or lines. Unlike line charts, the data area must contain both the
X and Y coordinates of the data points.

Bubble chart

Bubble charts display values as filled circles ("bubbles"). Bubble charts are usually based on data series
containing three values: X coordinate, Y coordinate, and bubble size.



Radar charts display values in a web. The zero point is in the center of the web.

Radar chart

‘ Surface chart

Surface charts display values as a three-dimensional shape. Areas plotted in the same color indicate that they
contain similar values.

The values to be displayed should have the following structure:
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(Z values determine the height.)

. Pie chart

Pie charts are well suited to displaying the percentage of individual values of the total value. The size of each
"pie slice" shows the ratio of the value to the total and to the other values.

Tip: You can highlight values by extracting the related slice of the pie from the pie. Select the slice of the pie
and extract it via the mouse.

O

Doughnut charts, like pie charts, show the percentage of individual values of the total value. Unlike pie charts,
however, they can display any number of data series (rings) and not just a single series.

Doughnut chart

'I ‘ u h J MBA Cylinder, Cone and Pyramid charts

Cylinder, Cone and Pyramid charts correspond to column and bar charts. However, they use cylinders, cones
or pyramids instead of columns/bars to display the values.




Stock chart

Stock charts (also known as general high-low charts) are suitable for displaying the development of stock
prices, among other things. They enable the highest price, lowest price and closing price to be seen at a glance,
for example.

The following subtypes are available:

= Stock chart (High, Low, Close)
This type of chart displays the following values: highest price, lowest price, closing price.
It requires 3 data series in the above order.

An example of the possible structure of the data (with the date added in column A):
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= Stock chart (Open, High, Low, Close)
This type of chart displays the following values: opening price, highest price, lowest price, closing price.

It requires 4 data series in the above order.

= Stock chart (Volume, High, Low, Close)
This type of chart displays the following values: trading volume, highest price, lowest price, closing price.
It requires 4 data series in the above order.

The trading volume is displayed as an additional column with its own value axis.

= Stock chart (Volume, Open, High, Low, Close)

This type of chart displays the following values: trading volume, opening price, highest price, lowest price,
closing price.

It requires 5 data series in the above order.

The trading volume is displayed as an additional column with its own value axis.
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Box plot chart

Box plots (or box and whisker plots) are useful for data analysis in statistics. Detailed explanations relating to
the application of box plots would go beyond the scope of this manual. You can find further information on
them via your preferred Internet search engine.



There are two subtypes: Horizontal and Vertical.

Depending on the number of data series passed to the chart, different variants of box plots will be rendered:

Note: You can display any type of value in a box plot. The following lists show examples only.

= 3-point box plot
This box plot displays, for example, the following values:
Lower quartile (lower border of the box)

Median (position of the line within the box)
Upper quartile (upper border of the box)

This box plot requires exactly 3 data series in the above order.

= 5-point box plot
This box plot displays, for example, the following values:

Lower whisker (line below the box)

Lower quartile (lower border of the box)
Median (position of the line within the box)
Upper quartile (upper border of the box)
Upper whisker (line above the box)

This box plot requires exactly 5 data series in the above order.

= 7-point box plot
This box plot displays, for example, the following values:

Minimum (as a single marker)

Lower whisker (line below the box)

Lower quartile (lower border of the box)
Median (position of the line within the box)
Upper quartile (upper border of the box)
Upper whisker (line above the box)
Maximum (as a single marker)

This box plot requires exactly 7 data series in the above order.

Entering/editing the data of a chart

When you create a new chart, the values 1, 2, 3, and 4 are entered in it by default. These values are just sample
values to ensure that the chart is not completely empty when displayed.

You can use the ribbon command Chart | Edit data to edit these values at any time and enter your own values.
Proceed as follows:

1. Click to select the relevant chart and the contextual ribbon tab Chart will appear.

2. Choose the command Chart | Edit data "= here.

3. The dialog box "Data source" opens. In the Y values column, enter the values to be displayed in the chart.
Don't worry about the other columns and options; they are irrelevant for most chart types.

(For more information on all options in this dialog box, see below.)



4. Confirm with OK.

The chart now updates and displays the values that you have entered.

Alternatively, you can open this dialog box by right-clicking on the chart and selecting Chart: Properties from
the context menu.

In the following dialog box "Object properties", switch to the Series tab, and click on the Edit button there to
open the dialog box "Data source".

Options of the dialog box

The aforementioned dialog box "Data source" has the following options:

Series
Here, you can select which series to display in the dialog box in the case of charts with multiple data series.

Tip: To manage the data series of a chart, right-click on the chart and choose the command Chart:
Properties in the context menu. Switch to the Series tab. On this tab, you can add, delete and edit data
series.

Rename button

This button allows you to rename the data series that is currently selected in the Series list. Tip: This name
is also displayed in the legend of a chart.

The largest part of the dialog box is occupied by a table where you can enter the values:

X values

The left column represents the X values. These values are required only by a few special chart types (for
example, XY scatter charts). For all other chart types, this column is set to Automatic by default (via the
appropriate checkbox above this column).

Y values

The middle column represents the Y values. Here, you usually enter the values to be displayed in the chart.

Bubble sizes
The right column is only to be filled for bubble charts and determines the size of the bubbles.

Insert row button: This option inserts an additional row above the current row.
Append row button: This option appends an additional row below the last row.
Delete row button: This option deletes the current row.

Paste button: This option overwrites the values in the current data series with the values that are currently
on the clipboard.
Copy the desired Y values to the clipboard beforehand. Use a new line for each value.

See also the following notes.



Some notes on the "Paste" button:

= The Paste button can fill only one data series with data at a time. This means that you cannot copy, for
example, a whole table to the clipboard and then paste it as multiple data series.

Tip: However, you can achieve this at any time via a small "detour": Paste the contents of the table into the
PlanMaker spreadsheet application (as table cells), create the chart from it, copy it to the clipboard, and then
paste it into TextMaker. For more information, see also Inserting charts via PlanMaker.

= Ifyou want to insert X and Y values using the Paste button, first disable the Automatic checkbox above the
X values column. The clipboard must, of course, contain two values in each row (X and Y). Separate them
with a tab, a semicolon or the list separator set in your system.

= The same applies to bubble charts. Here, the clipboard can contain up to three values per row: X, Y and the
bubble size.

= Text strings on the clipboard normally return the value 0 (zero). If a text string also contains numbers,
however, the first number is extracted from it.

Some examples:

"Euro" returns the value 0.

"50 Euro" returns the value 50.
"Euro 50" returns the value 50.

"50 Euro, 20 Cent" also returns the value 50. (Only the first number is always taken into account.)

Adding/deleting data series

If you want to add a new data series to the chart or remove an existing data series, right-click on the chart and
choose the command Chart: Properties in the context menu. In the following dialog box "Object properties",
switch to the Series tab.

Click on the Add button here to add a data series. The new data series then appears in the list on the upper left
of this dialog box. Then press the Edit button, and enter the values to be displayed in the following dialog box
"Data source", as described above.

To remove a data series, select it in the list on the upper left of the dialog box "Object Properties", and click on
the Delete button.

Showing/hiding chart elements

Certain elements of the chart can be shown or hidden if necessary. Some of them are shown automatically when
you create the chart, for example, the axes and the legend.

Tip: See Editing chart elements for an illustration of the most important chart elements.

The following elements can be shown/hidden:

= Axes and axis titles




= Chart title

= Data_labels
= Error bars
= Gridlines
= Legend

= Lines

= Trendline

= Up/down bars

For more information, see the following sections.

Showing/hiding axes and axis titles

The horizontal X axis of a chart is also known as the category axis.
The vertical Y axis of a chart is also known as the value axis.
The Z axis of a chart is also known as the series axis. It is only available for certain three-dimensional chart

types.

Note: The X axis and Y axis are shown automatically when the chart is created.

To show or hide an axis, proceed as follows:

Via the "Add chart element" icon

You can use the Add chart element icon on the contextual ribbon tab Chart to show or hide the X axis
and/or Y axis (the Z axis only in the dialog box, see below).

To do so, select the chart and use the ribbon command Add chart element "+ to select the entry Axis. In the
following submenu, you can use the entry Primary horizontal to show or hide the X axis and Primary vertical
to show or hide the Y axis.

The entry More takes you to a dialog box with additional options (see below).

Axis title: To add, change or remove axis titles, proceed as follows:

= Adding axis title

If you want to add an axis title to the axis, choose the ribbon command Add chart element and then select
the entry Axis title. Primary horizontal shows an axis title for the X axis, while Primary vertical shows it
for the Y axis.

The entry More also takes you to the dialog box here (see below).



= Changing an axis title

To rename an axis, double-click on the axis title and switch to the Text tab in the following dialog box.
Enter the desired text here.

= Removing an axis title

To remove an axis title, hide it again via the command Add chart element or select it directly in the chart
and press the Del key.

Via the dialog box
For additional axis options (for example, the Z axis or secondary axes), choose the path via the dialog box:
1. Select the chart by clicking on it.

2. Use the ribbon command Chart | Add chart element "+ to choose the entry Axis (or Axis title) and select
More in the following submenu to open the dialog box.

Alternatively: Right-click to open the context menu and select the entry Chart: Properties.

3. Switch to the Elements tab.
Axes: The checkbox in front of each axis can be used to enable/disable the display of the relevant axis.
Axis title: To the right of the axis, you can give it a name. This will then be displayed below/next to the

axis.

For more information on the options of the "Elements" tab, see Chart properties, Elements tab.

Editing axes and axis titles

For more information on editing the properties of axes, see Category axis (X axis), Value axis (Y axis) and
Series axis (Z axis).

For information on editing the properties of the axis fitle, see Axis title.

Showing/hiding chart titles

You can show or hide a chart title for the chart. The title will then be displayed above the chart.

To do so, proceed as follows:

Via the "Add chart element" icon

Select the chart and use the ribbon command Chart | Add chart element "+ to choose the entry Chart title. In
the following submenu, select Above chart to add a chart title. If you select None, the chart title will be
removed.

If you select More, you will be taken to the dialog box (see below) where you can rename the chart title.

Alternatively: Double-click on the chart title and you can then rename the title on the Text tab.



To remove a chart title, select it and press the Del key.

Via the dialog box
To show or hide the chart title via the dialog box, proceed as follows:
1. Select the chart by clicking on it.

2. Use the ribbon command Chart | Add chart element "+ to choose the entry Chart title and select More in
the following submenu to open the dialog box.

Alternatively: Right-click to open the context menu and select the entry Chart: Properties.
3. On the Elements tab, you will find an input field for the Chart title at the top. Type the desired title here.

To delete the chart title, simply remove the text from this input field.

For more information on the options of the "Elements" tab, see Chart properties, Elements tab.

For information on editing the properties of the chart title, see Chart title.

Showing/hiding data labels

The data points of a chart can be labeled. This allows you to display the exact value of the data points in the
chart.

To show or hide data labels, proceed as follows:

Via the "Add chart element" icon

Select the chart and use the ribbon command Chart | Add chart element "+ to choose the entry Data labels.
In the following submenu, you can choose between different options for positioning the data label (left,
centered, above, etc.). A check mark in front of it indicates the setting which is currently enabled.

If you choose the entry None, the data labels will be removed.
Tip: To remove a single label, select it and press the Del key.

The entry More takes you to the dialog box with additional options (see below).

Via the dialog box
For additional options for data labeling, choose the path via the dialog box:
1. Select the chart by clicking on it.

2. Use the ribbon command Chart | Add chart element "+ to choose the entry Data labels and select More
in the following submenu to open the dialog box.



Alternatively: Select the desired data series and right-click to open the context menu and select the entry
Series: Properties.

3. Switch to the Data labels tab and make the desired settings here.

For more information on the options of the dialog box, see Data series and data points, "Data labels" tab.

Showing/hiding error bars

Note: This chart element is only available for certain two-dimensional chart types, such as column, bar and
line charts.

You can draw error bars for the data points of a data series. Error bars display the possible/tolerable error of
the values in the form of a line with a short dash at the end.

To show or hide error bars, proceed as follows:

Via the "Add chart element" icon

Select the chart and use the ribbon command Chart | Add chart element "+ to choose the entry Error bars.
In the following submenu, you can choose from a predefined selection for displaying the values. A check mark
in front of it indicates the setting which is currently enabled.

If you choose the entry None, the data labels will be removed.

The entry More takes you to the dialog box with additional options (see below).

Via the dialog box

Additional options for error bars can be found via the dialog box:
1. Select the chart by clicking on it.

2. Use the ribbon command Chart | Add chart element "+ to choose the entry Error bars and select More in
the following submenu to open the dialog box.

Alternatively: Select the desired data series and right-click to open the context menu and select the entry
Series: Properties.

3. Switch to the Error bar tab and select the desired settings here.

For more information on the options of the dialog box, see Data series and data points, "Error bar" tab.

Showing/hiding gridlines

Showing gridlines in a chart can improve the legibility of its values. Gridlines are a network of lines that extend
across the plot area, starting from one of the axes of the chart.

The following types of gridlines are available:



= Major gridlines are indicated at every major tick mark on the axis.

= Minor gridlines subdivide the major grid into an even finer grid if necessary.

You can enable gridlines separately for each axis.

To show or hide gridlines, proceed as follows:

Via the "Add chart element" icon

Select the chart and use the ribbon command Chart | Add chart element "+ to choose the entry Gridlines. In
the following submenu, you can enable or disable horizontal (for the Y axis) and vertical (for the X axis) major
gridlines and minor gridlines for the primary axis. A check mark in front of them indicates the gridlines which
are currently enabled.

The entry More takes you to the dialog box with additional options (see below).

Via the dialog box

For additional options (for example, gridlines for secondary axes), choose the path via the dialog box:
1. Select the chart by clicking on it.

2. Use the ribbon command Chart | Add chart element "+ to choose the entry Gridlines and select More in
the following submenu to open the dialog box.

Alternatively: Right-click to open the context menu and select the entry Chart: Properties.

3. Switch to the Elements tab and enable the option Major grid and/or Minor grid for the desired axes.

For more information on editing gridlines, see Gridlines.

Showing/hiding the legend

If desired, you can show (or hide) a /egend in the chart. A legend is a small box that shows which data series
are displayed in which color/pattern.

To do so, proceed as follows:

Via the "Add chart element" icon

Select the chart and use the ribbon command Chart | Add chart element "+ to choose the entry Legend. In
the following submenu, you can specify where to position the legend. A check mark in front of it indicates the
option which is currently enabled.

You can hide the legend by selecting the entry None.

The entry More takes you to the dialog box with additional options (see below).

Via the dialog box

For additional options, choose the path via the dialog box:



1. Select the chart by clicking on it.

2. Use the ribbon command Chart | Add chart element "+ to choose the entry Legend and select More in the
following submenu to open the dialog box.

Alternatively: Select the legend and right-click to open the context menu and select the entry Legend:
Properties.

3. On the Legend tab, specify where the legend should be positioned. If you select the option Custom, the
legend can be moved to any position (using the mouse). If you select the option None, the legend will not be
displayed.

Tip: If you choose the entry Chart: Properties via the context menu, the main dialog box for charts
opens. You will find the option Legend here also on the Elements tab.

For more information on editing the properties of a legend, see Legend.

Showing/hiding lines

Note: This option can only be used for line charts and area charts.

You can use the options for /ines, for example, to illustrate the spacing between the individual data series in a
line chart.

The following types of lines are available:
= Drop lines are lines displayed from the data points to the horizontal axis.

= High-low lines are lines displayed between the highest and lowest data points (for two or more data series).

To show/hide drop lines or high-low lines, proceed as follows:

Via the "Add chart element" icon

Select the chart and use the ribbon command Chart | Add chart element "+ to choose the entry Lines. In the
following submenu, you can choose between Drop lines and High-low lines. A check mark in front of it
indicates the option which is currently enabled.

You can hide the lines by selecting the entry None.

The entry More takes you to the dialog box with additional options (see below).

Via the dialog box
For additional options, choose the path via the dialog box:
1. Select the chart by clicking on it.

2. Use the ribbon command Chart | Add chart element "+ to choose the entry Lines and select More in the
following submenu to open the dialog box.



Alternatively: Select the desired data series and right-click to open the context menu and select the entry
Series: Properties.

3. Switch to the Options tab and enable the desired settings.

For more information on the options of the dialog box, see Data series and data points, "Options" tab.

Showing/hiding the trendline

Note: Trendlines are available only for certain chart types (including two-dimensional column, bar, and line
charts). Other limitation: They are not available for stacked chart types.
If desired, you can add trendlines to the data series of a chart.

Trendlines can be used to graphically display the trend of a data series (i.e., to what extent the data series
rises/falls on average). Trendlines can also be extended beyond the given data points, so that they display a
forecast for future values.

A statistical technique called regression analysis is used to calculate trendlines.

To show/hide trendlines, proceed as follows:

Via the "Add chart element" icon
Select the desired data series to which you want to add a trendline.

Use the ribbon command Chart | Add chart element "+ to choose the entry Add trendline. In the following
submenu, select one of the predefined trendline types.

The entry Remove all removes all trendlines (select the chart for this purpose). To remove individual
trendlines, select the desired trendline and then choose Remove all or simply press the Del key.

The entry More takes you to the dialog box with additional options (see below).

Via the dialog box
You will find more trendline types and additional options via the dialog box:
1. Select the chart by clicking on it.

2. Use the ribbon command Chart | Add chart element "+ to choose the entry Add trendline and select
More in the following submenu to open the dialog box.

Alternatively: Select the desired data series and right-click to open the context menu and select the entry
Add trendline.

3. Switch to the Trend tab and enable the desired settings.

For more information on the options of the dialog box, see Trendlines.



Showing/hiding up/down bars

Note: This option can only be used for line charts.

You can use the option Up/down bars to display bars between the first and last data series, for example, in a
line chart with two or more data series.

To do so, proceed as follows:

Via the "Add chart element" icon

Select the chart and use the ribbon command Chart | Add chart element to choose the entry Up/down
bars. In the following submenu, select the same entry.

You can use the entry None to remove the up/down bars.

The entry More takes you to the dialog box (see below) where you can also set the spacing between the bars.

Via the dialog box
Choose the path via the dialog box to make further settings:
1. Select the chart by clicking on it.

2. Use the ribbon command Chart | Add chart element "+ to choose the entry Up/down bars and select
More in the following submenu to open the dialog box.

Alternatively: Select any data series and right-click to open the context menu and select the entry Series:
Properties.

3. Switch to the Options tab and enable the checkbox in front of Show up/down bars with gap. In the input
field below, you can set the gap between the bars.

For more information on the options of the dialog box, see Data series and data points, "Options" tab.




Editing chart elements

Charts consist of several components. In addition to the data series themselves, for example, there are axes, a
legend, etc. These individual components of a chart are called the chart elements.

The following figure shows the most important chart elements:
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Series 1, Series 2, etc. represent the chart's data series.

Three-dimensional chart types contain some additional chart elements (floor, walls, etc.), which will also be
described on the following pages.

Each of these chart elements can be selected at the click of a mouse and then edited.

Selecting chart elements

To select a chart element, first click on the chart itself to select it and then click on the desired chart element.
To select a data series, for example, click on any value within this series.

Note: To select a single value within a data series, first click on the data series and then click on the desired
single value.

Tip: Alternatively, you can select chart elements by expanding the list of elements on the ribbon tab Chart |

group Chart elements and selecting the desired element from it. Here, you can always see which chart
element is currently selected.
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Chart elements



Changing the position and size of chart elements

The position and size of some chart elements (for example, the legend) can be changed. To move an element,
select it and then drag it to the desired position. To change its size, drag one of the handles surrounding the
element.

Changing the fill and borders of chart elements

The fill color and border lines of chart elements can be applied directly with the buttons of the command group
Chart elements on the ribbon tab Chart. To do so, select a chart element and make the desired adjustments
using the buttons Fill color, Line color, Line style and Line thickness.
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Note: In the case of the buttons Fill color and Line color, the last color that you used will be applied again when you click directly on the
icon itself. By clicking on the icon's arrow, you open the color palette.

Only for the Fill color button: If you click on the icon's arrow, you can use the entry More Fills to also apply more complex fills. For
more information, see Object properties, Fill tab. By clicking on the entry More colors, you reach a dialog box with color definitions,
which you use according to the descriptions of the section Document properties, Colors tab.

You will also find fill and border settings via the dialog box of the chart elements (see next paragraph). You can
also change other properties here, depending on the type of chart element.

Changing properties of chart elements

In addition to changing the properties of the chart itself, as described later in Changing chart properties via the
dialog box, you can also edit the properties of individual chart elements.

To change the properties of a chart's legend, for example, proceed as follows:
1. Select the chart by clicking on it.
2. Right-click on the legend to open its context menu.

Android/i0S: In these versions, you can also open the context menu with your finger: Just tap on the screen
and hold your finger there for about a second.

3. In the context menu, choose the command Legend: Properties (o0t the command Chart: Properties).

A dialog box will now appear in which you can make the desired settings.

Tip: Alternatively, you open the dialog box via the ribbon command Edit properties 0.
Even faster: Open the dialog box by double-clicking on the desired element.

The properties that you can change in this dialog box depend on the type of chart element for which you opened
it. The following sections provide more information about all available chart elements and their respective
properties:

= Chart area



Plot area

Walls (three-dimensional charts only)

Floor (three-dimensional charts only)

Corners (three-dimensional charts only)

Data series and data points

Trendlines

Category axis (X axis)

Value axis (Y axis)

Series axis (Z axis)
Axis title
Chart title

Gridlines

Legend

Chart area

The chart area is the entire area of a chart frame.

Edit properties: To change the properties of the chart area, select it, right-click to open the context menu and
choose the command Chart area: Properties.

Tip: Alternatively, you can choose this command via the Edit properties icon "' on the ribbon tab Chart |
group Chart elements. The other alternative is to simply double-click on the chart area.

You can make the following settings:

Format tab

Tip: Borders and fill can also be conveniently adjusted directly via the buttons of the ribbon tab Chart |
group Chart elements. For more information, see Editing chart elements.

Border section

Here, you can add a border to the entire chart. Auto gives the chart a thin gray standard line as a border.
None removes the border. The option Custom lets you customize the line style.

If you enable the option Shadow, the chart frame will also be highlighted with a shadow. The Adjust button
opens additional settings for the appearance of the shadow effect.

Fill section

Here, you can change the fill of the chart area. Auto gives the chart area a white fill area. The fill will be
transparent if you use the option None. You can use the option Color to customize the color for the fill.



If you select the fill type Effects and click on the Customize button, the program will display a dialog box
that will allow you to also apply more complex fills (such as a color gradient). The use of this dialog box is
described in Object properties, Fill tab.

Font tab
Here, you can change the text formatting for a// chart elements.

To do so, select the desired font, font size, alignment, etc.

Important: Changes will affect all chart elements, even if they were previously formatted in a different font.

Plot area
The plot area of a chart is the area where the data series, axes and gridlines are drawn.

Changing properties: To change the properties of the plot area, select it, right-click it and choose the command
Plot area: Properties from the context menu.

Tip: Alternatively, you can choose this command via the Edit properties icon "' on the ribbon tab Chart |
group Chart elements. The other alternative is to double-click on the plot area.

You can make the following settings:
Format tab

Tip: Borders and fill can also be conveniently adjusted directly via the buttons of the ribbon tab Chart |
group Chart elements. For more information, see Editing chart elements.

= Border section
Here, you can add a border to the plot area. To do so, use the option Custom to select the desired line style.
The option None removes the border.

= Fill section

Here, you can change the fill of the plot area. To do so, use the option Color to select the desired fill color.
The fill will be transparent if you use the option None.

If you select the fill type Effects and click on the Customize button, the program will display a dialog box
that will allow you to also apply more complex fills (such as a color gradient). The use of this dialog box is
described in Object properties, Fill tab.




Walls (three-dimensional charts only)
Walls are the back walls of charts that use a three-dimensional chart type.

Changing properties: To change the properties of the walls, select one of the walls, right-click it and choose the
command Walls: Properties from the context menu.

Tip: Alternatively, you can choose this command via the Edit properties icon "' on the ribbon tab Chart |
group Chart elements. The other alternative is to double-click on the walls.

You can make the following settings:
Format tab

Tip: Borders and fill can also be conveniently adjusted directly via the buttons of the ribbon tab Chart |
group Chart elements. For more information, see Editing chart elements.

= Border section

Here, you can add a border to the walls. To do so, use the option Custom to select the desired line style. The
option None removes the border.

= Fill section

Here, you can change the fill of the walls. To do so, use the option Celor to select the desired fill color. The
fill will be transparent if you use the option None.

If you select the fill type Effects and click on the Customize button, the program will display a dialog box
that will allow you to also apply more complex fills (such as a color gradient). The use of this dialog box is
described in Object properties, Fill tab.

3D view tab

Here, you can set the 3D effect for the entire chart. For more information, see Chart properties, 3D view tab.

Floor (three-dimensional charts only)

Floors are only present in three-dimensional chart types.

Changing properties: To change the properties of the floor, select it, right-click it and choose the command
Floor: Properties from the context menu.

Tip: Alternatively, you can choose this command via the Edit properties icon '@ on the ribbon tab Chart |
group Chart elements. The other alternative is to double-click on the floor.

You can make the following settings:



Format tab

Tip: Borders and fill can also be conveniently adjusted directly via the buttons of the ribbon tab Chart |
group Chart elements. For more information, see Editing chart elements.

= Border section

Here, you can add a border to the floor. To do so, use the option Custom to select the desired line style. The
option None removes the border.

= Fill section

Here, you can change the fill of the floor. To do so, use the option Color to select the desired fill color. The
fill will be transparent if you use the option None.

If you select the fill type Effects and click on the Customize button, the program will display a dialog box
that will allow you to also apply more complex fills (such as a color gradient). The use of this dialog box is
described in Object properties, Fill tab.

3D view tab

Here, you can set the 3D effect for the entire chart. For more information, see Chart properties, 3D view tab.

Corners (three-dimensional charts only)

Corners are only present in three-dimensional chart types.

Changing properties: To change the properties of the corners, select one of them, right-click it and choose the
command Corners: Properties from the context menu.

Tip: Alternatively, you can choose this command via the Edit properties icon '@ on the ribbon tab Chart |
group Chart elements.

You can make the following settings:

3D view tab

Here, you can set the 3D effect for the entire chart. For more information, see Chart properties, 3D view tab.

Data series and data points

Data series are the most important chart elements. They represent the data to be evaluated — in the form of
columns, bars, lines, pie segments, etc., depending on the chart type selected.

A data series is the graphical representation of a column or row of cell values on which the chart is based. Each
data series, in turn, consists of multiple data points, thus the individual cell values.



Changing properties: To change the properties of data series or single data points, proceed as follows:

= Ifyou click on any of the data points of a data series, the entire data series will be selected. You can now
edit the properties of this data series by right-clicking on it to open the context menu and then choosing the
command Series: Properties.

= Ifyou click on the same data point once again, only this single data point will be selected. The command in
the context menu is then called Point: Properties.

Tip: Alternatively, you can choose these commands via the Edit properties icon '@ on the ribbon tab
Chart | group Chart elements after you have selected the data series (or the data point).

You can make the following settings:

Format tab

Tip: Borders and fill can also be conveniently adjusted directly via the buttons of the ribbon tab Chart |
group Chart elements. For more information, see Editing chart elements.

= Border section (or Line section)

Here, you can change the line style used to draw the graph. To do so, use the option Custom to select the
desired line style. The option None removes the line.

If you enable the option Shadow, the graph will also be highlighted with a shadow. You can use the Adjust
button to make other settings for the appearance of the shadow effect. (For some chart types, the option
Smooth line appears here instead, which enables you to give the graph a smoother gradient.)

= Fill section

Here, you can change the fill of the data series/data points. Auto gives the fill area a standard color. The fill
will be transparent if you use the option None. You can use the option Color to customize the color for the
fill. The color for negative values can be assigned a different color for certain chart types.

If you select the fill type Effects and click on the Customize button, the program will display a dialog box
that will allow you to also apply more complex fills (such as a color gradient). The use of this dialog box is
described in Object properties, Fill tab.

= Marker section (available only for certain chart types)

Some chart types (for example, certain types of line charts) draw markers for each data point. Here, you can
customize the appearance of such markers.

3D format tab
Note: The options on this tab are available only for certain chart types.

Use this tab to add a light effect or bevels to the data points to be displayed.

= Material

Here, you can select the material that should be simulated to display the data points.



= Light

Here, you can select the type of light that should be simulated.
= Angle

Here, you can change the angle of the light source.

Tip: The above effects usually look better if you also use the following option to add bevels to the data
points.

= Bevels section

Here, you can add a bevel effect to the graphical representation of the data points. If you apply these options
to a bar chart, for example, the edges of the bars will be rounded. The larger the value, the rounder the edges
will be displayed.

Data labels tab

Use this tab to add labels to the selected data points. This is useful, for example, if you want to have the exact
values displayed for each data point.

= Display section

Here, you can specify the type of label to be displayed. The default option is Don't show, thus no label is
displayed. If, for example, you select the option Show value, the value of the relevant data point will be
displayed, while the option Show data point will display its name, etc.

= Display legend key in label

If you enable this option, the legend keys of the relevant data points will be displayed before the labels. The
legend key is a small square in the same color as the data point.

= Placement section

Here, you specify where the label should be placed (relative to the respective data point).

Note: 1f you label data points, you can also click on these labels in the chart. Thus, you can change their
properties by selecting a different font or changing the text you want to display, for example.

The following program response also applies here: Clicking once selects all labels of a data series, while
clicking again selects a single label.

Error bar Y tab

Note: This tab is available only for certain two-dimensional chart types (including column, bar and line
charts).

You can use this tab to add error bars to the data points of the selected data series. Error bars display the
possible/tolerable error of the values in the form of a line with a short dash at the end.
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Chart with "Plus" and "Minus" error bars

To add error bars, select the desired type of error bar in the Display section: Plus only displays a positive error
bar, Minus only displays a negative error bar, Plus and minus displays both error bars.

The option Show as lets you determine the appearance of the error bars: with or without short dashes at the
ends.

In the Value section, you can change the length of the indicator line. If, for example, you select the option
Fixed, the line will always have the specified length, while if you select the option Percent, the length will
correspond to the specified percentage of the respective Y value, etc.

Error bar X tab

Note: This tab is only available for XY scatter charts and bubble charts.

This tab is identical to the Error bar Y tab (see above), except that it displays error bars for the X values instead
of the Y values.

Helper lines tab

Note: This tab is available only for certain two-dimensional chart types (including column, bar and line
charts).

You can use this tab to display various guides in the chart. If, for example, you enable the option Average, a
dashed line indicating the average value of the selected data series will be displayed in the chart.

You can enable guides for Average, Minimum/maximum, Standard deviation, and Linear approximation
(linear trend).

Tip: You can use the ribbon command Chart | Add chart element | Add trendline to show other types of
trendlines in the chart if necessary. For more information, see Trendlines.

Options tab

This tab shows different settings for displaying the data series/data points, depending on the chart type, for
greater clarification of the results.

For a line chart, for example, you will find the following settings:



Note: For other chart types, you will find different settings on the Options tab.

= Displaying drop lines
If you enable this option, lines will be drawn from the data points to the horizontal axis.
= Displaying high-low lines

If you enable this option, lines will be displayed between the highest and lowest data points (for two or more
data series).

= Up/down bars with gap

You can use this option to display bars between the first and last data series, for example, in a line chart with
two or more data series. In the input field below, you can also set the gap between the bars.

For the above options, you can choose between different settings of the display in the section Empty cells are
... in case individual data points are missing.

If you select the option Vary color for each data point, the data points will be automatically colored with
different colors (not available if there are multiple data series).

Tip: You can also format these chart elements, if enabled, by selecting them and right-clicking to open the
context menu where you choose the relevant entry (Drop lines, High-low lines, Up/down bars):
Properties.

Trendlines

Note: Trendlines are available only for certain chart types (including two-dimensional column, bar, and line
charts). Furthermore, they should not be stacked.

If desired, you can have a trendline shown for each data series of the chart. For more information, see
Showing/hiding the trendline.

Trendlines can be used to graphically display the frend of a data series (i.e., to what extent the data series
rises/falls on average). Trendlines can also be extended beyond the given data points, so that they display a
forecast for future values.

A statistical technique called regression analysis is used to calculate trendlines.

Changing properties: To change the properties of a trendline, select it, right-click it and choose the command
Trendline: Properties from the context menu.

Tip: Alternatively, you can choose this command via the Edit properties icon "' on the ribbon tab Chart |
group Chart elements. The other alternative is to simply double-click on the trendline.

You can make the following settings:



Format tab

Line section

Here, you can change the appearance of the trendline. Auto uses a thick black standard line. None removes
the line. The option Custom lets you customize the line style.

Trendline tab

Type section

Here, you can select the type of trendline to be displayed. In addition to linear trendlines (i.e. simple best-fit
lines), trendlines such as exponential or polynomial trendlines can also be displayed.

The available types of trendlines are based on the following formulas:

Linear: y=ax+b

Polynomial: y=b+cx+c,x2+ x>+ ..+ e x’
Exponential: y =ce® (e = Euler's number)
Logarithmic: y=clIn(x)+b

Potential: y=cx?

Moving average: fx) =X+ x ¥X, +..+x,,)/n

Based on series

Here, you can specify the data series for which the trendline is to be displayed.

Forecast section
Here, you can extend the trendline beyond the existing data points.

If, for example, there are 3 data points (for example, the sales results for the 1st, 2nd and 3rd year), you can
enter a 1 for Forward. The line is then extended by an additional period (1 data point), thus displaying a
forecast for sales in the 4th year.

Crossing point

Here, you can force the trendline to intersect the Y axis at a specific Y coordinate. This option is available
only for certain types of trendlines.

Show formula in chart

If this option is enabled, the formula used to calculate the trendline will be displayed in the chart.

Show correlation in chart

If this option is enabled, the correlation coefficient R? of the data series will be displayed in the chart.



= Name section

Here, you can change the name of the trendline if desired. This name is displayed in the legend. To do so,
select the option Custom and enter the desired name.

Category axis (X axis)

The X axis of a chart is also called the category axis.

Tip: For more information on showing or hiding axes, see Showing/hiding axes and axis titles.

Changing properties: To change the properties of the category axis, select it, right-click it and choose the
command Category axis: Properties from the context menu.

Tip: Alternatively, you can choose this command via the Edit properties icon '@ on the ribbon tab Chart |
group Chart elements. The other alternative is to simply double-click on the axis.

You can make the following settings:

Format tab

Tip: Lines can also be conveniently adjusted directly via the buttons of the ribbon tab Chart | group Chart
elements. For more information, see Editing chart elements.

= Line section

Here, you can change the line style used to draw the axis. Auto uses a thin gray standard line. None removes
the line. The option Custom lets you customize the line style.

= Major ticks and Minor ticks sections

Here, you can determine whether small tick marks should be displayed to divide the axis and specify their
appearance.

= Tick labels section

Here, you can determine whether labels should be displayed for the tick marks and where to place them.

Scale tab

You can use this tab to change the scale of the axis.

Note: If the category axis contains date values, other settings appear here that are similar to the scaling
options of the value axis (Y axis). For more information, see the descriptions in the next section Value axis

(Y axis), "Scale tab".

= AXxis ends... section

This option allows you to determine where to end the visible part of the axis: In categories or Between
categories.



Explanation: The first, second, third, etc., data point of all data series is called the category of a chart.

= Number of categories between... section

By default, TextMaker makes a tick mark on the axis for each category and labels it. You can change these
intervals via the following options:

The option Tick marks determines which categories are marked with a tick mark. Enter 1, and a tick mark
is set for every category. Enter 2, and a tick mark is set for every second category, etc.

The option Tick labels determines which tick marks to label. Enter 1, and each tick mark is labeled. Enter 2,
and every second tick mark is labeled, etc.

= Intersection between X and Y axis section

You can use this option to determine where the X axis (category axis) should intersect the Y axis (value
axis): At low end (where the category axis begins), At high end (where the category axis ends) or at the
specified category number.

= Invert axis direction

If this option is enabled, the direction of the axis is reversed. The order of the categories is also reversed
accordingly; the chart thus starts with the last category and ends with the first category.

Font tab
Use this tab to change the formatting of the axis labels.

In addition to font, font size, and text styles, you can also set the alignment, rotate the labels and change the
numeric format.

Value axis (Y axis)

The Y axis of a chart is also called the value axis.

Tip: For more information on showing or hiding axes, see Showing/hiding axes and axis titles.

Changing properties: To change the properties of the value axis, select it, right-click it and choose the command
Value axis: Properties from the context menu.

Tip: Alternatively, you can choose this command via the Edit properties icon '@ on the ribbon tab Chart |
group Chart elements. The other alternative is to double-click on the axis.

You can make the following settings:

Format tab

Tip: Lines can also be conveniently adjusted directly via the buttons of the ribbon tab Chart | group Chart
elements. For more information, see Editing chart elements.




Line section

Here, you can change the line style used to draw the axis. Auto uses a thin gray standard line. None removes
the line. The option Custom lets you customize the line style.

Major ticks and Minor ticks sections

Here, you can determine whether small tick marks should be displayed to divide the axis and specify their
appearance.

Tick labels section

Here, you can determine whether axis labels should be displayed and where to place them.

Scale tab

You can use this tab to change the scale of the axis.

Lowest value and Highest value sections

These options determine where the visible part of the axis should begin and where it should end. Select
either the option Auto, which results in TextMaker automatically determining the most appropriate values,
or select Custom and enter the desired value yourself.

Intersection between X and Y axis section

You can use this option to determine where the X axis (category axis) should intersect the Y axis (value
axis):

If Auto is selected, TextMaker automatically determines the most appropriate value, and if Maximum value
is selected, the X axis is positioned at the end of the Y axis. You specify your own Y value if you select
Custom value.

Major step value section

Here, you can set the interval for the tick marks and labels on the axis. If you select the option Auto,
TextMaker automatically determines the most appropriate values.

Minor step value section

Here, you can set the interval between minor tick marks on the axis. If you select the option Auto,
TextMaker automatically determines the most appropriate values.

Invert axis direction

If this option is enabled, the direction of the axis is reversed. In a column chart, for example, the columns are
no longer drawn from bottom to top, but from top to bottom.

Logarithmic scale

If this option is enabled, the axis will use a logarithmic scale (for example, 10, 100, 1000, etc.) rather than a
linear scale.

Font tab

You can use this tab to change the formatting of the axis labels.



In addition to font, font size, and text styles, you can also set the alignment, rotate the labels and change the
numeric format.

Series axis (Z axis)

The Z axis of a chart is also called the series axis. It is only available for certain three-dimensional chart types.

Tip: For more information on showing or hiding axes, see Showing/hiding axes and axis titles.

Changing properties: To change the properties of the series axis, select it, right-click it and choose the command
Series Axis: Properties from the context menu.

Tip: Alternatively, you can choose this command via the Edit properties icon "' on the ribbon tab Chart |
group Chart elements. The other alternative is to double-click on the axis.

You can make the following settings:

Format tab

Tip: Lines can also be conveniently adjusted directly via the buttons of the ribbon tab Chart | group Chart
elements. For more information, see Editing chart elements.

= Line section

Here, you can change the line style used to draw the axis. Auto uses a thin gray standard line. None removes
the line. The option Custom lets you customize the line style.

= Major ticks and Minor ticks sections

Here, you can determine whether small tick marks should be displayed to divide the axis and specify their
appearance.

= Tick labels section

Here, you can determine whether labels should be displayed for the tick marks and where to place them.

Scale tab
You can use this tab to change the scale of the axis.

= Number of series between... section

By default, TextMaker makes a tick mark on the axis for each data series and labels it. You can change these
intervals via the following options:

The option Tick marks determines which data series are marked with a tick mark. Enter 1, and a tick mark
will be set for every data series. Enter 2, and a tick mark will be set for every second data series, etc.

The option Tick labels determines which tick marks to label. Enter 1, and each tick mark will be labeled.
Enter 2, and every second tick mark will be labeled, etc.



= Invert axis direction

If this option is enabled, the direction of the axis will be reversed. The order of the data series will also be
reversed accordingly; the chart will thus start with the last series and end with the first series.

Font tab
You can use this tab to change the formatting of the axis labels.

In addition to font, font size, and text styles, you can also set the alignment, rotate the labels and change the
numeric format.

Axis title

You can name each axis. This will then be displayed below/next to the axis. For more information, see
Showing/hiding axes and axis titles.

Edit properties: To change the properties of the axis title, select it and right-click to open the context menu and
choose the command (Category/Value) axis title: Properties.

Tip: Alternatively, you can choose this command via the Edit properties icon '@ on the ribbon tab Chart |
group Chart elements. The other alternative is to double-click on the axis title.

You can make the following settings:

Format tab

Tip: Borders and fill can also be conveniently adjusted directly via the buttons of the ribbon tab Chart |
group Chart elements. For more information, see Editing chart elements.

= Border section

Here, you can change the line style for the border of the axis title. To do so, use the option Custom to select
the desired line style. The option None removes the border.

If you enable the option Shadow, the axis title will also be highlighted with a shadow.

= Fill section

Here, you can change the fill of the axis title. To do so, use the option Color to select the desired fill color.
The fill will be transparent if you use the option None.

If you select the fill type Effects and click on the Customize button, the program will display a dialog box
that will allow you to also apply more complex fills (such as a color gradient). The use of this dialog box is
described in Object properties, Fill tab.




Text tab

Here, enter the desired axis title. If you delete the text completely from the input field, the axis title, as a chart
element, will be removed.

Font tab
On this tab, you can change the formatting of the axis title.

In addition to font, font size, and text styles, you can also set the alignment, rotate the labels and change the
numeric format.

Chart title

Here, you can enter a title for the chart. This is then displayed above the chart. For more information, see
Showing/hiding chart titles.

Edit properties: To change the properties of the chart title, select it and right-click to open the context menu and
choose the command Chart title: Properties.

Tip: Alternatively, you can choose this command via the Edit properties icon '@ on the ribbon tab Chart |
group Chart elements. The other alternative is to double-click on the chart title.

You can make the following settings:

Format tab

Tip: Borders and fill can also be conveniently adjusted directly via the buttons of the ribbon tab Chart |
group Chart elements. For more information, see Editing chart elements.

= Border section

Here, you can change the line style for the border of the chart title. To do so, use the option Custom to
select the desired line style. The option None removes the border.

If you enable the option Shadow, you can also highlight the chart title with a shadow.

= Fill section

Here, you can change the fill of the chart title. To do so, use the option Color to select the desired fill color.
The fill will be transparent if you use the option None.

If you select the fill type Effects and click on the Customize button, the program will display a dialog box
that will allow you to also apply more complex fills (such as a color gradient). The use of this dialog box is
described in Object properties, Fill tab.




Text tab

Here, enter the desired title of the chart. If you delete the text completely from the input field, the chart title, as
a chart element, will be removed.

Font tab
On this tab, you can change the formatting of the chart title.

In addition to font, font size, and text styles, you can also set the alignment, rotate the labels and change the
numeric format.

Gridlines

You can show gridlines to make the values in a chart easier to read. (For more information, see Showing/hiding
gridlines.)

Gridlines are a network of lines that extend across the plot area, starting from one of the axes of the chart.
The following types of gridlines are available:
= Major gridlines are indicated at every major tick mark on the axis.

= Minor gridlines subdivide the major grid into an even finer grid if necessary.

Changing properties: To change the properties of the major grid of the value axis, for example, select one of its
gridlines, right-click on it and choose the command Value axis major gridlines: Properties from the context
menu.

Tip: Alternatively, you can chose this command via the Edit properties icon '@ on the ribbon tab Chart.

You can make the following settings:

Format tab

Tip: The appearance of the lines can also be conveniently adjusted directly via the buttons of the ribbon tab
Chart | group Chart elements. For more information, see Editing chart elements.

= Line section

Here, you can change the line style used to draw the gridlines. Auto uses thin gray standard lines. None
removes the lines. The option Custom lets you customize the line style.

Changing the scale of gridlines

To change the distances between the gridlines, select the corresponding axis, choose its properties and make the
desired changes on the Scale tab.



Legend

If desired, you can show a /egend in the chart. For more information, see Showing/hiding the legend.

A legend is a small box that shows which data series are displayed in which color/pattern.

Changing properties: To change the properties of the legend, select it, right-click it and choose the command
Legend: Properties from the context menu.

Tip: Alternatively, you can choose this command via the Edit properties icon "' on the ribbon tab Chart |
group Chart elements. The other alternative is to double-click on the legend.

Note: If you only want to edit a single /egend entry (you can also apply a formatting to it that differs from that of the legend as a whole),
then click again in the area of the desired legend entry after selecting the legend. You can now choose the command Legend entry:
Properties via the context menu.

You can make the following settings:

Format tab

Tip: Borders and fill can also be conveniently adjusted directly via the buttons of the ribbon tab Chart |
group Chart elements. For more information, see Editing chart elements.

= Border section

Here, you can change the line style of the legend's border. To do so, use the option Custom to select the
desired line style. The option None removes the border.

If you enable the option Shadow, the legend will also be highlighted with a shadow.

= Fill section

Here, you can change the fill of the legend. To do so, use the option Color to select the desired fill color.
The fill will be transparent if you use the option None.

If you select the fill type Effects and click on the Customize button, the program will display a dialog box
that will allow you to also apply more complex fills (such as a color gradient). The use of this dialog box is
described in Object properties, Fill tab.

Font tab

You can use this tab to change the character format (font, font size, text styles, etc.) of the legend.

Legend tab
Here, you can specify where the legend should be displayed.
If you select the option Custom, the legend can be moved to any position (using the mouse).

If you select None, the legend will be hidden.



Changing chart properties via the dialog box

The previous sections discussed how to edit the properties of specific chart elements. This section discusses the
properties of the chart itself.

To change the properties of a chart, click to select the chart and right-click to open the context menu. Select the

entry Chart: Properties.

Tip: Alternatively, you can open the dialog box by clicking on the group arrow 4 in the bottom right corner
of any command group of the ribbon tab Chart.

The following settings can be made in this dialog box:

Layout tab

On the Layout tab, you can change the chart's wrap margins. For chart frames, you can also change the position
and the text wrapping.

For more information, see Object properties, Layout tab.

Format tab
You can use this tab to change the size of the chart.

For more information, see Object properties, Format tab.

Properties tab
Here, you can change the general settings of the chart.

For more information, see Object properties, Properties tab.

Chart type tab
Here, you can change the chart type:

First, select the desired Chart type on the left and then the desired Subtype on the right. For more information
on the available chart types, see Changing the chart type.

Color palette: You can change the color scheme of the chart here.

Reset all settings in chart: This option restores any changes you made to the properties of the chart back to
their original state.

On the right side of the dialog box, a Preview shows the result of your customizations. If necessary, use the
button ** to open the preview.

Series tab

Data series are the most important chart elements. They represent the data to be evaluated — in the form of
columns, bars, lines, etc., depending on the chart type selected.



The Series tab allows you to make settings for each data series of a chart. Here, you can also enter and change
the numeric values that you want to display in the chart (via the Edit button).

In the Series list, select the series you want to change. Then make the desired settings:

= Series
The Series list contains a list of all data series currently included in the chart.
You can use the arrow buttons to the right of the list to change the order of the data series.
Use the Add and Delete buttons to add or remove data series.

The Edit button can be used to edit the numeric values contained in the selected data series. For more
information, see also Entering/editing the data of a chart.

= Data sources section

Here, you can specify which data should represent the selected data series.
The fields in this section are filled in automatically, and there is usually no need to change them.
Note: Do not manually edit the fields in this section. Use the Edit button instead (located below the

Series list). It opens a dialog box where you can enter/edit these values in a more convenient manner. For
more information on this dialog box, see Entering/editing the data of a chart.

The following fields can be found here:

Name: The name of the data series. This field can also be left empty, whereupon the data series receives an
automatically generated name (for example, "Series 1", "Series 2", etc.).

Y values: The Y values for each data point of the data series. To edit these values, it is best to use the Edit
button (located below the Series list).

Explanation: For most chart types, the Y values are the values that should be displayed in the chart. For example, the Y values
determine the height of the columns in a column chart.

X values: The X values of the data series. To edit these values, also use the Edit button (located below the
Series list).

Explanation: For most chart types, the X values are irrelevant and are set to "Auto" (i.e. automatic) because they are only used to
label the category axis (X axis). XY scatter charts and bubble charts are the exception, however, as the X and Y values determine
the coordinates of the data points in these charts.

Bubble sizes: For bubble charts, there is a third parameter in addition to X and Y values: the size of the
bubbles for each data point. You should use the Edit button to edit the values here also.

= Display this series as section

Here, you can specify how the selected data series is displayed in the chart. If, for example, you have
selected a column chart as the chart type, but want a particular series to appear as a line chart, you select the
option Lines for this data series.

= Use secondary axis for this series

If you enable this option, a secondary value axis (Y axis) will be added to the chart for this data series.
Secondary value axes can have a different scale to primary value axes.

Explanation: It is useful to represent specific data series on a secondary axis if these data series require an axis with a completely
different scale because they contain significantly larger values than the other data series.



Elements tab

On the Elements tab, you can show/hide and label the various chart elements:

= Chart title
Here, you can enter a title for the chart. The title will then be displayed above the chart.

= Primary axes section

Here, you can make settings for the primary axes:
You can use the checkbox in front of each axis to enable/disable the display of this axis.

To the right of the checkbox, you can give the axis a name. This will then be displayed below/next to the
axis as an axis title.

The Major grid and Minor grid options determine whether gridlines should be displayed in the background
of the chart. These grids make it easier to read the values.

= Secondary axes section

If the chart has secondary axes, you can configure them here, similar to the primary axes (see above).

* Legend

Here, you can specify the position of the legend. A legend is a small box that shows which data series are
displayed in which color/pattern.

3D view tab
Note: This tab is only available for three-dimensional chart types.

On the 3D view tab, you can change the 3D effect for the chart (for three-dimensional chart types).

= Rotation angle and Elevation angle

Here, you can set the viewing angle (in degrees) from which the viewer sees the chart. Rotation angle
rotates the chart around the vertical axis, while Elevation angle rotates the chart around the horizontal axis.

= Perspective

If this option is enabled, the chart will be distorted in perspective. You can also specify the amount of
distortion (from 0 to 100%).

= Height and Depth
Here, you can change the height and depth of the chart (as a percentage of its original size).

Radar tab
Note: This tab is only available for radar charts.

On the Radar tab, you can make additional settings for displaying the chart (for radar charts).



Starting angle

This option allows you to rotate the chart by the specified angle.

Orientation

This option specifies whether the values should be arranged clockwise or counterclockwise.

Round radar chart

If this option is enabled, pie segments are drawn between the axes instead of lines.

Polar coordinates

If this option is enabled, polar coordinates are used instead of Cartesian coordinates. The polar coordinates
are only available if Round radar chart is enabled.

If Angle between axes is set to x, an axis will be plotted every x degrees.

If Angle between axis descriptions is set to x, an axis label will be plotted every x degrees.

Limit plot area to radar

If this option is enabled, only the area inside the radar will be filled. If it is disabled, the entire rectangle
surrounding the radar will also be filled.

Saving charts as pictures

You can save an image of a chart as a picture file at any time. This makes it easier to share the chart with others
or to insert it into a web page or any other document.

To do so, proceed as follows:

1.

2

Click to select the desired chart.
Right-click on the chart and choose the command Save as picture from the context menu.

In the Save as type list, select the desired picture format.

Tip: The PNG format is always a good choice here since it offers good and completely lossless compression.
Enter the file name under which you want to save the picture and confirm with OK.

Another dialog box appears. Select the desired resolution for the picture or manually enter your own values
for the width and height. Then confirm with OK.

TextMaker now creates a corresponding picture file with an image of the chart.




OLE objects

OLE objects

Note: The use of OLE objects is only possible with the Windows version of TextMaker.

With TextMaker for Windows, you can embed objects created with other applications (drawings, pictures, etc.)
in your document.

Example: You can use the ribbon command Insert | OLE object frame (click directly on the icon itself) to
start the Windows Paint program from TextMaker and draw something in it. If you exit Paint, the drawing will
appear in the TextMaker document. It is now embedded in the document.

Advantage: You only have to double-click the drawing in the TextMaker document and Paint will then be
restarted automatically. If you now edit the drawing in it and exit Paint again, your changes will be imported by
TextMaker.

For this to work, the application that you choose must support OLE. OLE stands for Object Linking and
Embedding. The object that is imported from the other application into TextMaker is called an OLE object.

In this chapter, you will learn everything you need to know about OLE objects. The information covers the
following topics:

= Inserting OLE objects

= Editing OLE objects

= Editing links to OLE objects

= Changing position and size of OLE objects
= Changing OLE object properties via the ribbon tab

= Changing OLE object properties via the dialog box
= Using the SoftMaker Equation Editor

See the following pages for more information.

Inserting OLE objects

Note: The use of OLE objects is only possible with the Windows version of TextMaker.

By choosing the ribbon command Insert | OLE object frame e (click directly on the icon itself), you can
embed an object that you have created with another application into a TextMaker document. After embedding
such an object, you can still edit it with the application that you originally used to create it.



OLE objects

The command opens a dialog box with a list of all applications that can provide OLE objects. The entries which
are displayed here depend on the OLE-enabled programs that are installed on your system.

If you select "Paintbrush Picture", for example, a window from Window’s Paint program (called Paintbrush in
some versions of Windows) will open. Create a picture in it and then exit Paint. The picture is now embedded
in your document. It can be edited again at any time — simply double-click on the picture in the document.

To insert an OLE object into a document, proceed as follows:

1. Position the text cursor where you want to insert the object in the document.

2. Choose the ribbon command Insert | group Objects | OLE object frame e . To do so, click directly on the
icon itself.

3. A dialog box appears. From the list Object Type, select the source application from which you want
TextMaker to receive the OLE object.

4. When you confirm with OK, TextMaker will start the application that corresponds to the selected object
type.

5. Create the object in the application.
6. Exit the application.

7. The application may now ask if you want to update the object in the TextMaker document. Confirm this
with "Yes".

The OLE object created in the other application is now created in the TextMaker document as an OLE object
frame.

Tip: If you click on the icon's arrow under Insert | OLE object frame instead of on the icon itself, you will
find a small selection of useful applications for quick access: PlanMaker worksheet object, PlanMaker chart
object and Presentations object. For other applications, select More to access the dialog box described
above.

Converting OLE object frame into an OLE object (without frame)

OLE objects are automatically inserted in TextMaker as fixed OLE object frames on the page. To convert the
OLE object frame into an OLE object included in the body text without a frame, proceed as follows:

Select the object after inserting it and choose the command Convert on the ribbon tab OLE object (in the
group Objects) or select the entry Convert to embedded object via the context menu.

To differentiate: An OLE object inserted into the text without a frame is treated by TextMaker as if it were a
letter in the middle of the text. Thus, it is integrated into the body text. In contrast, OLE object frames are
anchored at fixed positions on the page by default — thus they do not change their position when you insert or
delete text above the picture. Of course, you can also move OLE object frames at any time. For more
information, see Changing position and size of OLE objects.

Creating an OLE object from a file

If you don't want to create a new OLE object, but want to embed an existing file from another application as an
OLE object, you still choose the ribbon command Insert | OLE object frame, but you select the option Create
from File in this case.



OLE objects

The appearance of the dialog box changes: Instead of the list Object Type, the File input field is displayed.
Here, enter the full file name or click on the Browse button to open a dialog box that will enable you to search
your hard disk for the file.

If you specify a file and confirm with OK, the file will be inserted as an OLE object.

In doing so, Windows checks the file name extension to see if it is associated with a program that can be started
and it responds accordingly. If the file name extension is not registered, only an icon will appear for the
embedded file. If, on the other hand, Windows can associate the name extension with an OLE-enabled program,
the content of the embedded file will be displayed.

Creating a link to the original file

For the option Create from File in the aforementioned dialog box, you can also select whether the file to be
inserted should be embedded or linked. If you leave the option Link disabled, TextMaker will insert a copy of
the file into the document as an OLE object and save this copy in the document — thus the object will be
embedded in the usual way.

If, on the other hand, you enable the option Link, TextMaker will insert the OLE object in the form of a link to
the original file. This does not change anything in terms of use. If you subsequently change the original file of
the OLE object with another program and reopen the TextMaker document, however, the OLE object will have
also changed accordingly — the OLE object will thus be /inked to the original file.

Editing OLE objects

Existing OLE objects can be edited as follows:

Select the OLE object and click on the OLE object icon [ on the contextual ribbon tab OLE object. Select
Edit from the dropdown menu.

Tip: Alternatively, simply double-click on the OLE object to edit it. The object will be opened immediately
in the associated application, where it can be edited.

Another alternative: You can also use the context menu to edit an OLE object. Proceed as follows:

1. Click on the OLE object to select it.

2. Right-click on the OLE object to open the context menu and select the menu item with the object name (for
example, Bitmap object). Selecting this menu item opens a submenu containing all OLE commands that are
available for this object. There is a command Edit for editing the object. Choose this command.

3. The source application associated with the OLE object will now start. Make the desired changes.

To return to TextMaker, simply exit the object's source application. When exiting some applications, you will
be asked if you want to update the object in the TextMaker document. Answer "Yes" — your changes will be
discarded otherwise.
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Editing links to OLE objects

If you have created an OLE object from a file and enabled the option Link, you can edit this link to the source
file. To do so, right-click on the OLE object to open the context menu and choose the command Link.

Alternatively, simply click on the Edit link icon == on the contextual ribbon tab OLE object.

The program will display a dialog box which lists all links in the current document. When you select a link, the
file name and type of the associated source file are displayed in the lower part of the dialog box.

The buttons of the dialog box allow you to perform the following actions:

Button Function

Update now This button updates the OLE object. Use this button if the source file has been changed by
another program and the changes are not visible in the TextMaker document.

Open source This button starts the application associated with the OLE object and lets you edit the object in
it. Tip: Double-clicking on the object has the same effect.

Change source This button lets you select a different file as the source for the OLE object.
Break link/ This severs the link to the source file. The object is then embedded permanently in the
Remove TextMaker document. Changes to the source file no longer have any effect on the document.

However, the object can still be edited by double-clicking on it.

Update: If you have selected the option Automatic, changes that you make to the source file using the
Automatic or Open Source button are always updated automatically for the OLE object. If Manual is
Manual selected, changes to the source file are not updated for the OLE object until you click on the

Update Now button.

Changing position and size of OLE objects

The position of an OLE object can be changed via either of the following two methods:

= Cut and Paste

You can cut and paste embedded OLE objects exactly like sections of text: Select the object and cut it using
the ribbon command Home | Cut. Then set the text cursor to the desired target position and paste the object
there using the ribbon command Home | Paste.

= Using the mouse

Alternatively, you can use the mouse to move an embedded OLE object: Select the object with a (single!)
mouse click and drag it to the desired target position (with the mouse button still held down).

The size of an OLE object can be changed via the following methods:
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= Dragging the handles on the selection frame

Click on the object to select it. The object will then be surrounded by a blue selection frame which also
contains some round "handles". When you drag one of these handles with the mouse, the size of the object is
changed accordingly.

= Using the dialog box

You can also resize an OLE object via the dialog box. Right-click on the object to open the context menu
and select the entry OLE object properties. On the Format tab, these settings can be specified exactly in
numeric values. For more information on this dialog box, see Object properties, Format tab.

= Via the ribbon tab

If you have selected the OLE object, you will also find input fields for the Width and Height of the object
in the group Resize on the far right of the contextual ribbon tab OLE object. Type the desired values here or
increase/reduce the values with the small arrow keys next to the input field.

If the option Keep aspect ratio is enabled, changes in height automatically have a proportional effect on
width (and vice versa).

If the option Keep scaling is enabled, changes to the size of an OLE object within its source application will
automatically affect the object in TextMaker. If it is disabled, the object will always remain the same size in
TextMaker. (Note: Not all OLE source applications support this feature.)

Changing OLE object properties via the ribbon tab

Numerous properties of OLE objects can be changed directly via the buttons of the contextual ribbon tab OLE

object.
File. Home Insert Layout References Mailings Review  View OLE object
|—| oL Brightness: O + G D 21 Fill color
— ‘2 ) _ Contrast:  _ O + L&’ Line color =
Insert OLE Size Adjust p Format g

The contextual ribbon tab "OLE object", left section

i Fill color ~ L_||_—| DD Sroup Width |197in 2 Keep aspect ratio

L&’ Line color = i_il Duplicate

_ Wrappin Bringto Sendto Align Height [1.97; & i

= Linethickness « mopdpe _g fanEtlv ke obec v | L Convert g 147 in Keep scaling
Format / Paosition 4 Objects Resize

The contextual ribbon tab "OLE object"”, right section

This ribbon tab appears automatically when you select an OLE object. It contains the following buttons (from
left to right):

= New object: This option allows you to insert a new object into the document and different object types are
available.
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= OLE object: You can Edit, Open or permanently Convert the selected object here.

= Edit link: If you have created an OLE object from a file and enabled the option Link, you can edit this link to
the source file. For more information, see Editing links to OLE objects.

= Cropping: You can enable/disable crop mode via this button. In this mode, additional handles appear on the
borders of the object. Drag these handles with the mouse to crop the object accordingly. To exit the mode,
click on the button again. You can also use the button's small arrow to select a cropping from different
shapes or to remove the cropping.

See also the next section ("Picture tab" in the dialog box).

= Brightness, Contrast, Saturation: Drag the slider or click on + and — to change the respective values for
the object. For more information, see also the next section ("Picture tab").

= Recolor picture: This option provides a list of predefined variations of the object — for example, other color
modes (grayscale, black/white, etc.) and variations where the object was colored. For more information, see
also the next section ("Picture tab").

= AutoShape effects: Here, you can apply effects such as shadows, reflections, etc. This option largely
corresponds to the options of the tabs Shadow, 3D and Effects of the dialog box "Object properties". For
more information, see next section.

= Fill color: The fill can be changed here. For more information, see Object properties, Fill tab. However, this
function is not supported by all OLE applications.

= Line color, Line thickness: These options allow you to apply border lines. For more information, see Object
properties, Lines tab.

= Text wrapping: This option determines how the body text that surrounds the object should behave. For more
information, see Object properties, Layout tab.

= Bring to front, Send to back: These options arrange the order of overlapping object frames. For more
information, see Changing the order of frames.

= Align objects: This option allows you to align or evenly distribute two or more object frames. For more
information, see Aligning and distributing frames.

= Group: This option allows you to combine several selected objects into one unit, which can then be treated
like a single object. For more information, see Grouping frames.

= Duplicate: This option creates an immediate copy of the selected object.
= Convert: This option converts an object frame into an object included in the body text and vice versa.

= Width, Height: These options change the size of the object. For more information, see Changing position and
size of OLE objects.

Many (but not all) of these functions and some additional options can be found in the dialog box Object
properties, which you can access, for example, via the context menu. For more information, see the next
section.
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Changing OLE object properties via the dialog box

The properties of an object can be edited centrally using the Object properties dialog box. An object's
properties include, for example, its size, margins and numerous other settings options.

To edit the properties of an OLE object, first click on it to select it. Then open the dialog box by clicking on the
group arrow 4 in the bottom right corner of any command group on the contextual ribbon tab OLE object.

Alternatively: Right-click on the OLE object to open the context menu and select the entry OLE object
properties.

The following settings can be made in this dialog box:

Layout, Format, Fill tabs, etc.
These tabs are available for almost all object types. They allow you to change the following settings:
= Layout: On this tab, you can set the wrap margins of the OLE object. In the case of frames, you can also

change the position and the text wrapping of the object. For more information, see Object properties, Layout
tab.

= Format: You can change the size of the OLE object here. For more information, see Object properties,
Format tab.

= Fill: This option allows you to change the fill. However, this function is not supported by all OLE
applications. For more information, see Object properties, Fill tab.

= Lines: This option allows you to apply border lines. For more information, see Object properties, Lines tab.

= Shadow: This option allows you to apply a shadow. For more information, see Object properties, Shadow
tab.

= Effects: This option allows you to apply different effects. For more information, see Object properties,
Effects tab.

= Properties: This option allows you to change general settings. For more information, see Object properties,
Properties tab.

= AutoShapes: Here, you can assign a different shape from AutoShapes to the object. For more information,
see Object properties, AutoShapes tab.

In the case of OLE objects, there is an additional tab with further options:

Picture tab

On the Picture tab, you can make settings that affect the graphical representation of the OLE object.

Note: Depending on the type of OLE object, some of these options may not have a function.

Available options:
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Variants

This list offers some predefined variations — for example, different color modes (grayscale, black & white,
etc.) as well as colored variants of the object.

Simply click on the desired variant. The options in the dialog box are then automatically set to the
corresponding settings.
Options section

Here, you can change brightness, contrast, saturation and gamma (an alternative way to change brightness).

More button
This button opens a dialog box with additional settings:
If you enable the option Mix with color and select a color below it, the object will be colored accordingly.

The options in the Cropping section can be used to crop the object. This is useful if you only need a section
of the object. If, for example, you want the upper quarter of the object to be truncated, first select Use
relative values and enter "25" (percent) for Top.

If you select Use absolute values, the entries will be truncated in absolute units of length rather than as a
percentage. If you enter negative values, the areas of the object will not be truncated, but will be extended
with a frame instead.

Using the SoftMaker Equation Editor

Note: The SoftMaker Equation Editor is available only for Windows and is not included in all versions of
TextMaker.

The SoftMaker Equation Editor allows you to graphically display mathematical and technical equations.

TextMaker communicates with the Equation Editor via OLE, as described in the previous sections. In order to
add a graphical representation of an equation to your document, insert an OLE object that uses the Equation
Editor as the source application.

To do so, proceed as follows:

1.

2

Move the text cursor to the desired position in the document.

In TextMaker, choose the ribbon command Insert | OLE object frame. To do so, click directly on the icon
itself.

. In the list Object Type of the dialog box, select SoftMaker Equation Editor.

. Confirm with OK to start the Equation Editor.

Tip: You can insert an equation even faster via the ribbon command Insert | Equation Im|,

. Create the desired equation.

. When the equation is complete, simply exit the Equation Editor.
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The equation is now embedded in the TextMaker document as an OLE object.

You can subsequently edit objects created with the Equation Editor at any time by double-clicking on them.
The Equation Editor is then restarted and opens the equation. Make the desired changes and then simply exit
the Equation Editor again.

You can also change the properties of the Equation Editor object by right-clicking on the Equation Editor
object, opening the context menu, and choosing the command OLE object properties.

Information from the creators of the Equation Editor

The SoftMaker Equation Editor is a special version of the MathType program from Maths for More (WIRIS). If you frequently use equations in your
documents, you might find that MathType itself is even better suited to your needs than the SoftMaker Equation Editor.

While just as easy to use as the Equation Editor, MathType has a number of additional functions that can help you to become more productive and create
more complex equations.

MathType is available in English, German and other languages. For information about how to purchase MathType, contact your software vendor or
WIRIS directly.

Maths for More, S.L.
Calle Roger de Flor, 223
08025 Barcelona

Spain

Phone WIRIS Europe: +34 932 804 805
Phone WIRIS America: +1 562 432 2920
E-Mail: sales@wiris.com

Website: WWW.Wiris.com
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Frames and drawings

In the previous chapters, you learned how to insert pictures and other objects directly into the body text.
Otherwise, pictures and other objects can also be inserted in the form of frames.

The difference:

Frames occupy fixed positions on the page by default. Of course, you can move a frame at any time; but unless
you do so deliberately, it will retain its fixed position on the page. This means that a frame does not move if you
add or delete text above it.

Running text

Thus frames are useful in all documents in which, for example, a text box or a picture should always remain at
a specific position on the page.

Incidentally, a frame may easily be inserted over existing body text. The text is then automatically rewrapped so
that it "flows around" the frame.

In this chapter, you will learn everything you need to know about the general use of frames and drawings:

= Frames — basic functions

Here, you will learn about basic functions such as inserting, selecting and editing frames and other objects.
You will also learn about more unusual options, such as how to hide objects, group them, etc. The other
settings that you will find in the dialog box Object properties will also be explained in a separate section.

There will then be a detailed presentation of the individual types of frames:
= Text frames contain a text box with text.
= Picture frames contain a picture.

= Drawings are frames that contain drawing objects such as lines, rectangles or other shapes.
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= Forms (see Form objects in detail)

= QR codes/barcodes are codes that are generated for scanning and are inserted as picture frames.

= Chart frames and OLE object frames are not listed separately in this chapter because TextMaker inserts
these objects as frames by default when creating them. They are already described in Charts and OLE
objects based on frames. Of course, the general descriptions of frames in the following sections also apply to
these objects.

Frames - basic functions

In this section, you will find basic functions for working with frames, drawings and other objects:

= Inserting frames

= Selecting objects

= Object mode
= Changing the position, size and margins of objects

= Rotating and flipping objects

= Changing the order of frames

= Duplicating objects

= Changing the names of objects

Other, less frequently used functions for working with frames, drawings and other objects will be covered in the
following sections:

= Converting between frame and embedded object

= Aligning and distributing frames

= Grouping frames

= Hiding objects
= Changing the AutoShape of frames
= Combining shapes

= Editing shapes retroactively

The options of the dialog box Object properties will then be explained:

= Changing object properties via the dialog box
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Inserting frames

As you learned in the introduction to this chapter, pictures and other objects can be inserted both directly into
the body text as well as in the form of frames. Thus, you can also use picture frames, for example, in addition to
pictures.

The difference:

A frame occupies a fixed position on the page. As long as you don't deliberately move it, it will always remain
in its fixed position on the page. A frame does not move even if you enter or delete text above it.

To insert a picture frame, for example, perform the following steps:

1. On the ribbon tab Insert | group Objects | Picture D, click on the arrow of the icon. In the dropdown
menu, enable the checkbox Insert as frame.

2. A dialog box appears. Select the desired picture file and confirm with OK.

3. The picture frame is now inserted.
You can then move or resize the frame:

To move it, click on the picture frame with the mouse, and then drag it (while still holding down the mouse
button) to the desired position.

To adjust its size, drag one of the round handles surrounding the frame.
The process for inserting other types of frames is similar.
Note: As soon as you have inserted an object, an additional contextual ribbon tab Object (or picture, chart,

etc.) will appear on the far right and will enable you to conveniently edit the object properties via the
corresponding buttons.

For more information on the different types of frames and how to adjust their properties, see Text frames,
Picture frames, etc.

Selecting objects

If you want to edit an object, you must first select it. For most types of objects, it is sufficient to simply click on
the desired object. A frame will then appear around the object to indicate that it is now selected.

Note: This does not work with text fields, text frames and other objects that have transparent fills. To select
such an object, click on its border or switch to object mode (see next section), where all types of objects can
be easily selected by clicking on them.

Once an object has been selected, you can no longer change the normal text, but only edit the selected object. If
you want to continue working on the text, simply click with the mouse on the desired position in the text. This
will deselect the object.
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Object mode

Object mode provides the easiest way to work with frames, drawings and all other objects.
Normally, you work with TextMaker in edit mode. In this mode, text can be entered, edited, formated, etc.

If you switch to object mode, you will no longer be able to edit the text. However, this mode offers many
functions that make working with objects easier. In object mode, for example, you can select all types of
objects with a click of the mouse.

Note: As long as you are in object mode, you only have functions for creating and editing objects. You can
no longer enter text, and most of the commands are unavailable.

Switching between edit mode and object mode
There are several ways to switch between edit mode and object mode:

= Choose the ribbon command View | Object mode 1+ to access object mode. Choose the command again to
return to edit mode.

= Click on the icon " in the Quick access toolbar to switch between edit and object mode.

= You can also right-click anywhere in the document. This will open a context menu in which you can choose
the command Object mode or Exit object mode.

= The quickest method is to hover over any free position within the document and double-click on it with the
right mouse button to switch between edit and object mode.

= You can also return to edit mode from object mode at any time by double-clicking anywhere in the text
where no object is located.

Selecting objects in object mode

In object mode, you can select any type of object simply by clicking on it with the mouse.

This is especially useful for objects with transparent fills (for example, text frames) because such objects can
only be selected in edit mode by a targeted mouse click on the margin of the object. In object mode, however,
you can simply click on such objects anywhere to select them.

In the case of frames or drawings, you can also select several objects at once. To do so, drag a frame around the
desired objects with the mouse. Alternatively, you can click successively on several objects while holding down
the Shift keyt to select them together.

Tip: Use the ribbon command Home | Select all 1 to select all objects.

Jumping from object to object

In object mode, you can also "jump back and forth" between objects using the following buttons:
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Key Function
Tab Select next object
Shift+Tab Select previous object

Changing the position, size and margins of objects

On the following pages, you will learn how to change the position, size and wrap margins of objects.

Changing the position of objects

Objects can be moved as desired. Simply click on the object to select it, and then proceed using one of the
following methods:

= With the mouse: While holding down the mouse button, drag the selected object to the desired position.

You will also find such a handle “+* on frames and drawings for moving the object with the mouse. This
makes it easier for you to handle small objects.

= With the keyboard: For frames and drawings, you can alternatively use the arrow keys to move the
currently selected object.

= Via the dialog box: For frames and drawings, right-click on the object to open the context menu and select
the last entry Properties. In the dialog box, switch to the Layout tab. You can specify the exact position
there.

Tip: This tab also gives you access to a number of advanced options: You can set the position of the frame relative to the page
margin, for example. For more information, see Object properties, Layout tab.

Note: The "anchor" of an object determines on which page it is displayed
Note: This section applies only to frames and drawings.
When you insert a frame or drawing, you will notice that an anchor is displayed to the left of the paragraph:

i’ Lorem ipsum dolot sit —met, consectetuer adipis-

citig elit, sed diatm fofmey
nibh euis- tod tineidunt
ut laoreet dolore magna
aliguatn erat wolutpat.
Dolor sit amet, consecte-
tuer adipis- citg elit, sed

diam nonmmy nibh evizmod tincidunt ut laoreet
dolore magha aligquam erat volutpat.

The anchor for the selected object is displayed at the top left.

An object's anchor determines the page on which the object is displayed. More specifically:
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Important: A frame or drawing that is anchored to a paragraph always appears on the page on which the
corresponding paragraph is located.

If you insert so much text above this paragraph that the paragraph ends up on the next page, the anchored object
will also move to the next page.

An object's anchor can be moved at any time. To do so, select the object and then drag the anchor to another
paragraph while holding down the mouse button.

Setting an anchor on a fixed page

You can also disable the aforementioned behavior for any object to ensure that the object will always remain on
a specific page:

Select the object, right-click on it to access the context menu and then select the last entry Properties to open
the dialog box. Switch to the Layout tab and set the option Object to Fix on page. Then enter the number of
the page on which you want the object to appear.

The object is then no longer anchored to a paragraph and will always remain on the specified page. When you
select the object, an anchor will no longer appear to the left of a paragraph because a non-movable anchor will
appear in the upper left corner of the page instead.

For information on what the other anchor options in this dialog box mean, see Object properties, Layout tab.

Changing the size and margins of objects

You can change the size and margins of objects via the following methods:

Dragging the handles on the selection frame

= Click on the object to select it. The object will then be surrounded by a blue selection frame which also
contains some round "handles". When you drag one of these handles with the mouse, the size of the object is
changed accordingly.

= In the case of frames and drawings, you can also change the wrap margins:

1=

The inside (solid) lines of the selection frame represent the object's size.
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The outside (dashed) lines represent the object's wrap margins. If you drag one of these lines, the
corresponding wrap margin will be enlarged or reduced.

Via the dialog box

You can also resize objects via the dialog box. To do so, right-click on the object to open the context menu and
select the last entry Properties. On the Format tab, these settings can be specified exactly in numeric values.
For more information on this dialog box, see Object properties, Format tab.

Via the ribbon tab

If you have selected an object, you will also find input fields for the Width and Height in the group Resize on
the far right of the object-specific ribbon tab. Type the desired values here or increase/reduce the values with
the small arrow keys next to the input field.

If the option Keep aspect ratio is enabled, changes in height automatically have a proportional effect on width
(and vice versa).

For OLE objects, an additional option named Keep scaling is available. If it is enabled, any changes made to
the object's size within its source application will automatically affect the object in TextMaker. If it is disabled,
the object will always remain the same size in TextMaker. (Note: Not all OLE source applications support this
feature.)

Preventing changes in an object's position and size

By locking an object, you can prevent it from being moved or resized with the mouse or the arrow keys on the
keyboard.

Select the object, right-click on it to access the context menu and then select the last entry Properties to open
the dialog box. On the Properties tab, enable the option Locked.

Now the object can no longer be moved with the mouse, and it cannot be resized by dragging its boundary lines.
The object also cannot be moved with the arrow keys of the keyboard. The position and size can only be
changed by entering values in the dialog box.

If you disable the option Locked again, the position and size of the object can also be changed with the mouse.

Rotating and flipping objects

Note: Only drawings and pictures can be rotated and flipped; this is not possible for other types of objects.

When you select an object that can be rotated, an additional green handle will appear on one of its borders. If
you drag this handle with the mouse, the object will rotate.

Tip: If you hold down the Shift key, the rotation occurs at exactly 22.5° angles.
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+ Drag here to rotate
the object

Furthermore, there are the following ways in which you can also flip (mirror) drawings and pictures in addition
to rotating them:

* You can use the Rotate object button = on the object-specific ribbon tab.

Note: An object-specific ribbon tab appears on the far right as an additional tab when you select an object.
= You can do so via the context menu (right-click on the object) by selecting the entry