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PREFACE

WelCome tO EﬂSemble 2.0! GeoWorks Ensemble 2.0

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

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




ABOUT THIS BOOK

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

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

Included with Ensemble are eight accessory applications that are
designed to you help you in your everyday work. In this book
you'll find information about the basics of GEOS, and these eight
applications. Ensemble also includes four applications that you
can use to create stunning documents. You can read about these
four applications in Using GeoWrite, GeoDraw, GeoCalc, &
GeoFile.

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

The rest of the book is dedicated to the following eight
applications:

e GeoManager. An easy-to-use file and folder manager.

¢ GeoPlanner. A yearly calendar and appointment book.

e GeoDex. A combination address card and automatic dialer.
e Calculator. An on-screen calculator.

e Scrapbook. An electronic scrapbook for storing pictures and
text.

e Text File Editor. An application for editing DOS text files.
e GeoComm. A telecommunications application.
e GeoBanner. A banner-making application.

e Solitaire. An on-screen version of the Klondike solitaire card
game.



Typographical Conventions Used in This Book

The following printing conventions are used throughout this
book:

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

e ALL CAPITALS type indicates file names.

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

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

Conventions for Procedures

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

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

SINGLE-STEP PROCEDURES

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

To start GeoPlanner (All Levels)

Locate the GeoPlanner icon and double-click it.
or

Choose GeoPlanner from the Express menu in any GEOS
application.

MULTI-STEP PROCEDURES

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



ALL LEVELS

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

If the Calendar window isn’'t showing, choose Calendar from the
View menu. The Calendar window appears.

Click to select a day in the Calendar window. The day highlights.

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

User Level Notation

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

To start GeoPlanner (All Levels)
To show empty days (Level 3)

In addition, sections are marked with text similar to the one
shown in the margin at left. This text, because it says “All Levels,”
indicates that the section applies to al/l levels in the application. If
it had said “Level 2,” it would indicate that the section only
applied to Level 2 of the application.

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

Chapters 1 and 2 — which explain procedures common to many
applications — assume you are using a three-level application,
such as GeoDex or GeoPlanner. Not all applications have three
levels, though. In the cases where an application has fewer than
three user levels, some features labeled “level 3” in the common
chapters may actually apply to level 2 in the application itself.

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



CHAPTER |

AppliCatiOﬂ BaSiCS This chapter provides an overview of

the concepts and skills you need to begin using the GEOS

accessories described in this manual. It describes those features
that appear in two or more of the applications. Where a specific
application has unique features, refer to the chapter that covers

the application in detail.




This chapter covers the following topics:

e Starting and exiting the Ensemble accessories.
e Working with windows.

e Working with menus.

e Working with dialog boxes.

¢ Entering and editing text.

e Selecting a user level.

e Setting and Saving options.

e Working with multiple applications.

For information about working with documents, see Chapter 2.

WHAT ARE THE ENSEMBLE ACCESSORIES?

The Ensemble accessories include the following:

e GeoPlanner. A yearly calendar and appointment book
application.

e GeoDex. A combination address card and automatic dialer
application.

e Calculator. An on-screen calculator.

e Scrapbook. An electronic scrapbook for storing pictures and
text.

e GeoBanner. A banner-making application.
e Solitaire. An on-screen version of the Solitaire card game.
¢ Text File Editor. An application for editing DOS text files.

e GeoComm. A telecommunications application.

Like all GEOS applications, the Ensemble accessories use pictures
as well as words to represent actions and choices. This makes the
Ensemble accessories much easier to use than traditional text-
based applications. For example, it'’s much easier to start an
application by clicking a picture of it than by typing a command
or searching through lists.

Another advantage of the GEOS accessories is the consistency
and similarity of features and functions they share amongst
themselves and other GEOS applications. This means that when
you learn to use one GEOS accessory, you're actually learning to
use many of the functions in other GEOS applications. For
example, almost every Ensemble application uses similar



procedures for editing, printing and saving documents. Once
you've learned these functions, you can apply the techniques in
every Ensemble application you use.

LEARNING MOUSE BASICS

In any GEOS application you perform tasks by using either a
mouse or a keyboard. Most tasks, such as selecting, moving,
opening, and copying, are much easier when you use a mouse,
like the one shown on the left.

If you do not have a mouse, you can still accomplish most tasks
in GEOS applications by using the keyboard. However, some
tasks, such as drawing and page layout, are impractical using the
keyboard.

You can use a mouse with either two or three buttons on it. If
you have a two-button mouse, these buttons are called left and
right. If you have a three-button mouse, these buttons are called
left, middle, and right. In Ensemble, you use only the left and
right mouse buttons.

Handling a Mouse

N—- Put the mouse down on the table top with its buttons facing up
& \ and its rolling ball underneath. If you are right-handed, place the
mouse to the right of the keyboard. If you are left-handed, place
the mouse to the left of the keyboard. The mouse cable should
extend from the top of the mouse to the computer. Hold the
~ mouse by the sides with your index finger resting lightly on the
mouse buttons.

Mouse Pointers

As you move the mouse on your desk or table top, its
corresponding arrow-shaped mouse pointer moves around the
screen. For example, if you move the mouse to the right, the
mouse pointer also moves to the right. If you move the mouse
up, the mouse pointer moves up.



As you move the mouse, the mouse pointer changes shape
depending on what is underneath it. Common mouse pointers
include the following:

POINTER

MEANING

®

The arrow pointer is the standard mouse pointer.
You use it to point to things and select them.

[zl

The hourglass pointer indicates that Ensemble is
busy. You must wait until the hourglass pointer
disappears from the screen before you can take
further action.

The I-beam pointer indicates that you can type or
edit text. You also use it to select text and to
choose where the text you type appears.

The do-not pointer indicates that the pointer is not
in an area of the screen where you can take any
action.

The help pointer appears in Ensemble online help.
The pointer indicates that you can jump to the
section of help text shown by the pointer. For
more information about using online help, see
“Using Online Help” in this chapter.

Pointing

Pointing means moving the mouse pointer over something, such
as text, a choice in a list, a picture, or a button. You must point

to something before you can do anything else with the mouse. In

the illustration below, the arrow pointer is pointing to the icon,
or small picture, that represents the Text File Editor application.

Text File Editor




Clicking

Pressing and releasing a button on the mouse is called clicking.
You can click either the left or the right mouse button. In this
manual, when you see the word click, click the left mouse
button. When you see the word right-click, click the right mouse
button. Almost all functions in GEOS applications are performed
using the left mouse button.

Double-clicking

Quickly pressing and releasing the left mouse button twice is
called double-clicking. Double-clicking opens and closes items
and starts applications; it also selects a whole word when
working with text. It's important to hold the mouse steady and
click quickly when you are double-clicking. It may take a little
practice to become comfortable with this technique.

Dragging

Dragging means pointing to something and then pressing and
holding down the mouse button as you move the mouse.
Dragging is used to move, resize, and scroll windows, to select a
range of text, and to move cards in the Solitaire game. Dragging
is also one way to browse through menus and make menu
choices.

In GEOS applications, you sometimes drag with the left mouse
button and sometimes with the right mouse button. If dragging
requires the right mouse button, you will be instructed to use it.
If the instructions do not specify which mouse button to press,
use the left mouse button.

USING ONLINE HELP

ALL LEVELS

One way to get quick answers to your Ensemble questions is to
use the Ensemble online help. Help is often just a single click
away — just click a help button, like the one pictured at the left.
When you are in a dialog box, you will see a button like this
one. When you click it, you see help text about that particular
dialog box.

At the top of application windows, you will see another type of

help button. Click this button to see help about the application.
When you click either type of button, the Help window appears:



Weicome fo Help!

Thisis a brief explanation of the Help system. To return to where you just were,
click the Go Back button

The Help window

Matice the scroll bar on the right side of the window. You can click
the down arrow at the bottom of the scroll bar to scroll through the
text in the window

You can move the Help window around on the screen by placing the
mouse pointer on the title bar ithat's the horizontal bar at the top of
the window that has the word "Help" centered in it), holding the
mouse button down and dragging the window.

To make the Help window go away, pressthe Esc key.

The Table of Contents, and the Contents button

When the Help window is open, it remains the front-most
window until you exit Help. Nevertheless, even with the Help
window open, you can perform actions in other windows and
dialog boxes by clicking in them. If the Help window is
obscuring something you want to see, move the Help window
out of the way by dragging its title bar. You can also uncover
other screen items by reducing the size of the Help window. See
“Making a Window Larger or Smaller” in this chapter for more
about resizing windows.

Often not all the help text for a topic fits in the Help window. To
see more help text, scroll through the text using the scroll bars
on in the Help window. For more information about scrolling
through windows, see “Scrolling Through a Window” in this
chapter. You can also increase the size of the Help window to
see more help text.

Help screens are organized by topic. Most of the topics are
centered around common questions about Ensemble. Online
Help is not an online manual. It is not designed to be read from
beginning to end, like a novel. It is designed so that you can
easily jump from topic to topic. This way you can quickly find
answers to your questions. The buttons at the top of the Help
window help you move easily between topics.

To see Help

Click a Help button, like those pictured above.



1.

To get belp on how to use the Help window
Click the Help button in the title bar of the Help window.

To jump to another topic

Move the pointer over any text that is underlined and blue (on
color systems). The pointer changes to the help pointer, pictured
at the left.

Click the underlined text. Information specific to that topic
appears in the help screen. You can go back to the previous
screen by clicking Go Back.

To see the major topics for an application

Click the Contents button. The Table of Contents help screen
appears.

To jump to one of the topics listed in the Table of Contents
screen, click the underlined text for that topic.

To return to the previous help screen

Click the Go Back button. The previous help screen appears.

To jump back to an earlier help screen

Click the History button. A drop-down list with your last ten help
screens appears.

Click the topic you would like to see. The help screen for that
topic appears.

To move the Help window

Drag the title bar of the Help window.

To exit Help
Click the Exit Help button. The Help window disappears.

STARTING AND EXITING THE ENSEMBLE ACCESSORIES

ALL LEVELS

Before you can use a Ensemble accessory, you must start it.
There are two ways to start an application: You can start an
application by opening it directly, or you can start an application
by opening a document that was created with the application.
When you start an application, its window appears ready for use.



Geolex

ALL LEVELS

When you are done using an application, you exit it. Exiting an
application closes its window and frees up system resources.

Starting an Application by Opening it Directly

The most common way to start an application is to open it
directly from its icon. When you start an application from its icon,
you can use any of the following techniques:

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

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

The icons for the GEOS applications are available in the WORLD
folder in GeoManager.

To start an application from its icon (All Levels)

Locate the icon representing the application you want to start and
double-click it. The application opens and is ready for use.

or

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

Either way, the application opens and appears in a window. If
the application has a default document (GeoDex, GeoPlanner,
and Scrapbook), it opens with that document ready.

Starting an Application by Opening a Document

If you know the document you want to work with before you
start the application, you can start that application by opening the
document icon instead of the application icon. For example, you
can start GeoDex by double-clicking the GeoDex document with
which you want to work.

To open the document of a DOS program, you need to first open
the program. A DOS text file which has a .TXT extension as part
of it its file name is an exception; opening one of these
documents will open the Text File Editor.



To start an application by opening one of its documents (All
Levels)

Locate the icon representing the document you want to open and
double-click it. The application starts and automatically opens the
document.

GeoManager

0 O O OO 1 <A

Graphics Letters Papers Presentations Schedules Default Scrapbook

? | el
HlFirst Adbiress Book My Schedule
|

' Double-click here to start GeoDex
and open this document.

or

Click to select the icon of the document you want to open, then
choose Open from the File menu.

With whichever method you use, the application opens with the
selected document ready for use.



Starting an Application from the Express Menu

You can start an application from within the current application
using the Express menu. The Express menu appears when you
click the Express button at the top of any Ensemble application
window.

Click the Express button to see
the Express menu.

r: ‘. Scrapbook - Default Scrapbook rt—r:—rl::—

Express menu

To start an application from the Express menu (All Levels)
Click the Express button. The Express menu appears.

Click Start an Application. A submenu appears with a list of
applications and a list of application folders.

Click the name of application you would like to start.
or

Click one of the folder choices (these have a little arrow next to
the name). A submenu appears. Choose the name of the
application from in the submenu.

The application opens and appears in a window.

Application Windows

When you start a GEOS application, it appears in a window, a
boxed area of the screen in which you work.



All GEOS applications open as windows that take up a portion of
the screen. You can move them around the screen; place them
on top of and behind other windows; and minimize them if
desired. You can use more than one application at a time, and
each application you open appears as its own separate, moveable
window.

GeoPlanner window
Text File Editor window

Folder window

ELEMENTS OF A WINDOW

This section describes the basic topics which pertain to windows.
For additional information on windows, see “Working With
Windows” in this chapter.



This illustration shows a typical GEOS application window:

| Window Control button Maximize-Restore button

Express button Hide button

| Title bar ke Bkt 1

Menu bar

Window : Window border

Scroll bar

The following elements are common to many GEOS windows:

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

e Express button. Click to open the Express menu.
e Title bar. Use to move a window.

e Menu bar. Click a name to open its menu.

e Help button. Use to get online help.

e Minimize button. Click to minimize the window (reduce the
window to the size of an icon and put it at the bottom of the
screen). For more information, see “Changing the Size of a
Window” in this chapter.

e Maximize-Restore button. Click to make a window full-
screen, or to restore it to its normal size. See “Changing the Size
of a Window” in this chapter.



Exiting an Application

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

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

Click Exit on the menu. The application closes.

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

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

or

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

Click Close on the menu. The application closes.

WORKING WITH MENUS

ALL LEVELS

An application menu, like a restaurant menu, contains a list of
choices. When you select a choice from a menu, the application
initiates a corresponding action. For example, to print a
document, you choose Print from the File menu.

This is an example of a typical menu:

— Menu Choices




Every GEOS application has its own set of menus. The names of
each menu appear on the menu bar. For example, in GeoDex at
Level 1, the menu names are as follows:

e File
e Edit
e Options

i Menu Names

Menu Bar

You do not see the menu itself until you click on the menu
name. This is called opening a menu.

Many GEOS applications share basic features such as opening,
saving, copying, and printing documents. Applications often have
similar menus because shared features work the same way in
each application. Almost every GEOS application has a File, Edit,
View, and Options menu. Once you know how to use choices
from these menus in one application, you know how to use
them in other GEOS applications.



Choosing From Menus

When you open a menu, it appears on your screen, and you
select from it. Menu choices that are not currently available
appear dimmed; if you select a dimmed menu choice, nothing
happens. For example, in GeoDex, Copy Record is dimmed until
you first view an existing record.

These menu choices are
currently available.

If you select these choices,
nothing happens because they
are dimmed.

There are two basic ways to select menu choices in GEOS
applications: the clicking method and the dragging method.
These two methods are covered here. For information on using
the keyboard to select from a menu, see “Using Shortcut Keys”
and “Using the Keyboard to Select any Menu Choice” in this
chapter.

To choose from a menu by clicking (All Levels)
Click the name of a menu on the menu bar and its menu
appears.

If the choice you want is not on this menu, click the name of
another menu. The first menu closes and the second appears.
Continue clicking menu names until you see the choice you
want.

Click the choice you want. As long as you select an undimmed
choice, a corresponding action is initiated and the menu closes.

or

Close the menu without making a choice by clicking anywhere
outside the menu.

To choose from a menu by dragging (All Levels)
Position the pointer over the name of a menu on the menu bar.

Press and hold down the left mouse button and the menu
appears. Continue to hold down the mouse button as you drag



the pointer left or right across the menu bar. The menu for each
menu name appears.

When the menu appears with the choice you want, pause, but do
not release the mouse button.

Drag the mouse pointer down the list of menu choices in the
open menu. As you drag through the choices, each choice in
turn is highlighted.

— The Copy choice is highlighted.

When the choice you want is highlighted, release the mouse
button. A corresponding task is initiated and the menu closes (as
long as you selected an undimmed choice).

or

Close the menu without making a choice by dragging the mouse
pointer outside the menu and releasing the mouse button.

Using Menu Choices Followed by an Ellipsis

Some menu choices are followed by an ellipsis (...). If you select
a menu choice followed by an ellipsis, a dialog box appears so
you can provide information required for the operation.

This menu choice has an ellipsis.

Selecting Menu Choices With Check Boxes or Radio Buttons

Some menu choices can be turned either on or off. When one of
these choices is turned on, a small button next to the choice is
darkened. When a choice is turned off, the button is not
darkened. There are two types of buttons that can appear in a
menu: check boxes and radio buttons. Radio buttons come in



groups of two or more, and only one button in the group can be
on at any given time. Check boxes can come in any number, and
any number can be on at a given time. For more about check
boxes and radio buttons see “Responding to a Dialog Box” in
this Chapter.

1o select from a group of radio buttons (All Levels)

From a group of radio buttons, choose one which is not
darkened. The menu choice is turned on and the button darkens;
the previously selected menu item is turned off.

\
| Click here to turn this choice on...

..and turn this choice off.

To turn on or off a check box choice (All Levels)

Select the menu choice. If the menu choice was off, then it is
now on (darkened). If the menu choice was on, then it is now
off.

Click here to turn this choice on or off.



While dragging to
select, hold down the
mouse button until
you are done with
the entire procedure.

[

Using Submenus

Some menu choices have a right arrow next to them. Selecting
one of these choices reveals another menu with additional
choices. This secondary menu is called a submenu. Some
submenus themselves have submenus; these submenus can also
have submenus, and so on. You make a choice from a submenu
in much the same way you do from other menus.

Menu Right arrows

Submenu Second document submenu

To choose from a submenu by clicking (All Levels)
Open a menu from the menu bar as you normally would.
Select a menu choice that has a right arrow. The submenu opens.

Select the choice you want from the submenu. The submenu
closes.

or

Close the submenu without making a choice by clicking
anywhere outside the menu.

To choose from a submenu by dragging (All Levels)
Drag to open a menu as you normally would.

Drag the pointer down the open menu to a choice that has a
right arrow. When the pointer is in the vicinity of the right arrow,
the submenu opens.



3. Drag the pointer off of the first menu and onto the submenu.

4. Drag the pointer down the submenu to the choice you want and
release the mouse button. Both menus close.

or

Close the menu without making a choice by dragging the pointer
outside the menu and releasing the mouse button.

Pinning Menus

You can keep menus from closing after you make a choice. If
T Jfouﬁ”d yourself you want to keep a menu open so that you can make a series of
s Bkl selections from it, you can pin the menu, the same way you
menu (or submenit) . : ;
o would pin a piece of paper to a wall. A pinned menu stays open
over and over, pin it . - .
: : until you close it. You use a pinned menu the same way you
to keep it out in the ) } ] :
open would use a window. If a pinned menu is on top of something
you want to see, you can move the pinned menu to another
location by dragging its title bar. Pinned menus have a Window
Control button and menu which you can use to close a pinned

menu.

Click here to pin the edit menu.

To open and close a pinned menu (All Levels)
Only menus with push-pins at the top can be pinned open.
1. Open a menu as you normally would.

2. Choose the push-pin at the top of the menu. The menu stays
open.



Click here to display a pinned menu's Window Control
menu, or double-click to close the pinned window.

Drag here to move a pinned menu.

To close the pinned menu, double-click the Window Control
button. The menu closes.

Using Shortcut Keys

If you are familiar with using a keyboard, you may find that
using shortcut keys speeds up your work. A shortcut key is a
single keystroke you can use to select a menu choice. Using a
shortcut key has the same effect as pulling down a menu and
selecting a menu choice.

Only the most commonly used menu choices have shortcut keys.
If a menu choice has a shortcut key, it appears to the right of the
choice. For example, in the following menu, Shift+Delete is the
shortcut key for opening the File menu and choosing Cut.
Ctrl+Insert is the shortcut key for opening the File menu and
choosing Copy.

— To choose Cut, hold down the
Shift key and press Delete.

To choose Copy, hold down the
Control key and press Insert.

Most shortcut keys require you to hold down the Ctrl key while
pressing one or more other keys. Some shortcut keys use the
Shift key instead of the Ctrl key.



You can use any
combination of
arrow keys and
mmnemonics to select
menu choices using
the keyboard.

2.

To select a menu choice by using a shortcut key (All Levels)

Open the menu to see if the choice you want has a shortcut key.
Close the menu.

Press the shortcut key shown on the menu. This has the same
effect as selecting a menu choice using the mouse.

After a while you will learn the shortcut keys that you use most
often, and you will not have to open a menu to see what they
are.

Using the Keyboard to Select Any Menu Choice

At times, it may be easier and quicker for you to use the
keyboard rather than the mouse to select menu choices. To
navigate through menus using the keyboard, you can use the
arrow keys and mnemonics. Mnemonics is a method of using a
single letter or number to make a menu choice. With arrow keys
and mnemonics you can use the keyboard to select any menu
choice.

To select from a menu using the arrow keys (All Levels)

Press and release the Alt key. The name of the first menu on the
menu bar is highlighted.

If this menu is not the one you want, press the Left Arrow key
or Right Arrow key to move across the menu bar, highlighting
each name as you move across.

Press the Down Arrow, Spacebar, or Enter key to display the
menu for the highlighted name. If the choice you want is not on
the menu, use the Left Arrow and Right Arrow keys to move
through the other menus.

When the menu you want is displayed, use the Up Arrow and
Down Arrow keys to highlight your menu choice.

If your choice has a submenu (indicated by a right arrow next to
the menu item), you can open it by pressing the Right Arrow.
When the submenu is open, use the Up Arrow and Down
Arrow keys to highlight the choice you want. If you want to
close the submenu without making a choice, press the Left
Arrow.

When the choice you want is highlighted, press the Spacebar.
This selects the choice and closes the menu.

or

Close the menu without making a choice by pressing Esc.



To select from a menu using mnemonics (All Levels)

The name of each menu and menu choice has an underlined
letter. This is typically the first letter of the choice, unless several
choices on a menu share the same first letter. The underlined
letter is the one you use to select from a menu using mnemonics.

Hold down the Alt key and press the underlined key in the
menu name you want. For example, if you want to open the File
menu, hold down Alt and press the F key. The File menu opens.

Once the menu is open, press the mnemonic of the choice you
want. For example, to choose Save As from the File menu, press
the A key.

— Choose Save As by pressing A.

or

Close the menu without making a choice by pressing Esc.

NOTE

It is often convenient to memorize a mnemonic sequence for a
common menu choice. For instance, you might want to memorize
Alt+F,0,D which quickly discards changes in the Text File Editor
(that is, holding down Alt, then pressing F followed by O, then D will
open the File menu, open the Other submenu, and choose Discard
Changes).



The Window Control Menu

The Window Control menu is a special menu that gives you
control over a window. From this menu you can perform tasks,
such as closing or maximizing windows. The Window Control
menu appears when you click the Window Control button in the
upper-left corner of a window.

Window Control button

To use the Window Control menu (All Levels)

Click the Window Control button. The Window Control menu
appears. For example, the GeoDex Window Control menu is
shown below.

Click here to display the Window Control menu.

GeoDex Window Control menu

L& [HoME_]|
il

Click the choice you want from the Window Control menu. The
corresponding action is initiated and the Window Control menu
closes.

or

Close the menu without making a choice by clicking anywhere
outside the Window Control menu.

As with other menus in GEOS, if a choice is dimmed you cannot
select it.



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

Double-click the Window Control button. The application closes.

WORKING WITH WINDOWS

ALL LEVELS

“Starting and Exiting Applications” at the beginning of this
chapter explains the how to open and close GEOS windows by
starting and exiting applications. This section provides
information about working with windows, including how to
scroll, resize, and move them.

Changing the Size of a Window

You can change the size of windows in different ways. You can
maximize a window, restore it, minimize it, or make it larger or

smaller by dragging its edges. You can use these features to do

the following:

e See a window or document more clearly.
e Reduce clutter on your screen.

e Move something out of the way temporarily.

MAXIMIZING AND RESTORING A WINDOW

To maximize a window means to make it full-screen. You use
the Maximize-Restore button to maximize a window, or to restore
it to its original size once it has been maximized. The Maximize-
Restore button’s appearance changes depending on whether or
not the window is maximized.

You can also use the Maximize and Restore choices on the
Window Control menu to maximize and then restore a window.

To maximize a window (All Levels)

The Maximize-Restore button must look like the one shown on
the left if you want to maximize a window. Windows without a
Maximize-Restore button cannot be maximized.

Click the Maximize-Restore button in the upper-right corner of a
window.
or

Choose Maximize from the Window Control menu.



The window enlarges to fill the screen.

To restore a window after maximizing it (All Levels)

You can restore a window only after you have maximized it. The
Maximize-Restore button must look like the one shown on the
left if you want to restore a window.

W Click the Maximize-Restore button in the upper-right corner of a
window.

or

Choose Restore from the Window Control menu.

The window is restored to the size it was before it was
maximized.

To minimize a window

Click the Minimize button.

or

Choose Minimize from the Window Control menu.

The window reduces to an icon, and is placed at the bottom of
the screen.
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To restore a minimized window

B Double-click the window's icon.



MAKING A WINDOW LARGER OR SMALLER

The following procedure allows you to resize a window to the
exact size you want. You can make a window larger or smaller
by dragging its borders or its corners. Maximized windows
cannot be resized.

To make a window larger or smaller (All Levels)

1. Point to a border or corner of the window you want to resize. If
you're pointing to a border, the pointer changes to the move
| border pointer, like the one shown on the left. If you're pointing
to a corner, the pointer changes to the move corner pointer, like
E the one shown on the left, below the move border pointer. If the
pointer does not change to either of these shapes, you cannot
resize the window.

2. Drag the border or the corner in the desired direction until the
window becomes the size you want. If you drag a border, the
window size changes only on the side of the border you drag. If
you drag a corner, the two adjoining sides that form the corner
move at the same time.

[ Original window position
| Use the move border pointer to change the size of the window.

| New location of window

3. Release the mouse button. The window is resized.



NOTE

Each window has a minimum allowable size. If you try to make a
window smaller than it can go, it will automatically resize itself to its
minimum size.

USING THE KEYBOARD TO CHANGE THE SIZE OF A WINDOW
You can also use the keyboard to change the size of a window.

To maximize a window using the keyboard (All Levels)

If the window is an application window, press Alt+F10. (If the
window is a document window, such as those in Text File Editor,
press Ctrl+F10.)

The window enlarges to fill the screen.

To minimize a window using the keyboard (All Levels)

If the window is an application window, press Alt+F9. (You
cannot minimize document windows.)

The window shrinks to an icon.

To restore a window using the keyboard (All Levels)

If the window is an application window, press Alt+F5. (If the
window is a document window, such as those in Text File Editor,
press Ctrl+F5.)

The window restores to its original size.

To make a window larger or smaller using the keyboard (All
Levels)

If the window is an application window, press Alt+F8. (If the
window is a document window, such as those in Text File Editor,
press Ctrl+F8.)

The resize border of the window highlights.

Select the border you want to resize by pressing an arrow key.
For example, press Right Arrow to resize the right border or
press Up Arrow to resize the top border. A move border pointer
appears on the border you selected.

Press any of the arrow keys to resize the selected border in the
corresponding direction. Hold down the Ctrl key while pressing
the arrow keys to resize in smaller increments.

When the selected border is at the size you want, press Enter.
The window is resized.



Moving a Window

You can move most GEOS windows. Typically, you move a
window because it's obscuring all or part of another window you
need to see. You cannot move a maximized (full-screen)
window.

To move a window (All Levels)

Position the pointer over the title bar of the window you want to
move.

Press and hold down either the left mouse button. The pointer
changes to a multi-directional arrow, like the one shown on the
left. A rectangular outline of the window appears.

If the pointer does not change to a multi-directional pointer, you
cannot move this window.

Drag the window outline to another location on the screen.

Multi-directional arrow
over title bar

Original window position

New location of window

Release the mouse button. The window appears at the new
location.

To move a window using the keyboard (All Levels)
You can also move a window using the keyboard.

If the window is an application window, press Alt+F7. (If the
window is a document window, such as those in Text File Editor,
press Ctrl+F7.)



The border of the window highlights and a multi-directional
arrow pointer appears in the center of the window.

Press any of the arrow keys to move the window border in the
corresponding direction. Hold down the Ctrl key while pressing
the arrow keys to move in smaller increments.

When the window is at the position you want, press Enter. The
window is moved.

Scrolling Through a Window

Sometimes a document has more information than can fit in its
window. For example, a full year calendar in GeoPlanner cannot
completely fit in one window. Scroll bars on both the right side
and bottom of a window allow you to view more of its contents.
Using these scroll bars is called scrolling. The vertical scroll bar at
the right lets you scroll to portions of a document above and
below the displayed contents. The horizontal scroll bar across the
bottom lets you scroll to portions of a document to the right and
left of the displayed contents.

— Vertical scroll bar

Horizontal scroll bar

A scroll bar includes scroll arrows, paging areas, and a slider.
Using these elements, you can view the entire contents of a
window in several different ways.



— Scroll arrow
— Slider

— Paging area

Vertical and horizontal scroll bars work the same way. You are
much more likely to work with vertical scroll bars than horizontal
scroll bars. Therefore, the remainder of this section uses a vertical
scroll bar as an example.

There are several different ways to scroll through a window. You
can scroll one line at a time or one window at a time. You can
also scroll to any relative position in the document.

The parts of a scroll bar let you view the entire contents of a
document are as follows:

e Scroll arrows. Click a scroll arrow to move the contents of a
window up or down one line at a time.

e Slider. Drag the slider up or down the scroll bar to see another
part of the document.

The length of the scroll bar represents the length of the entire
document. The length of the slider represents the portion of the
document that appears in the window.

The slider also shows you where you are in the document. For
example, if the slider is at the top of the scroll bar, you are
looking at the beginning of the document. If you drag the
slider to the middle of the scroll bar, you are looking at the
middle of the document. If the slider fills the scroll bar, the
entire document appears in the window.

e Paging areas. Click in a paging area to move the document
one window up or down at a time. The paging areas represent
the portion of the document that is not visible.

To scroll one line at a time (All Levels)

Click a scroll arrow in the direction you want the window to
scroll. The contents of the window scroll one line at a time in the
direction of the arrow.

To scroll continuously (All Levels)

Point to the scroll arrow for the direction you want the window
to scroll.

With the pointer over the scroll arrow, press and hold down the
mouse button. The window scrolls in the direction of the arrow
until you release the mouse button.



To scroll one window at a time (All Levels)

B Click in the paging area above or below the slider in the
direction you want to scroll. The document scrolls one window
at a time in the direction you chose.

To scroll to a relative position (All Levels)

B Drag the slider to the relative position on the scroll bar you want
to view. For example, to move to the end of a document, drag
the slider to the bottom of the scroll bar.

To scroll a window using the keyboard (All Levels)
You can also use the keyboard to scroll a window.

B Press Page Up or Page Down to scroll the window up or down.

Press Ctrl+Page Up or Ctrl+Page Down to scroll the window
left or right.

USING THE EXPRESS MENU

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

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

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

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

e Printer Control Panel opens the Printer Control Panel dialog
box where you can see what documents you have currently



printing or waiting to print. You can also cancel the printing of
any document.

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

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

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

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

To start an application

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

Choose the application from the submenu.
or

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

The menu disappears and the application starts.

To monitor your printing

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

To return to GeoManager

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

To exit directly to DOS

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



WORKING WITH DIALOG BOXES

ALL LEVELS

When an application needs more information from you or needs
to alert you to something, a dialog box appears. There are two
major types of dialog boxes.

The first type of dialog box functions like other windows. This
type has a title bar, which you can use to move the dialog box, a
Window Control button, and a Window Control menu. You can
keep this type of dialog box open and switch between it and
other windows. An example of this type of dialog box is the
dialog box that appears after you choose Page Size from the File
menu.

Window Control button Title bar

The second type of dialog box requires a response from you
before you can continue. These dialog boxes have a thick solid
border, and the mouse pointer changes to a do-not pointer if you
move it outside the dialog box. An example of this type of dialog
box is the one that appears after you close a document that you
have not saved. You cannot take any other action until you
respond to this dialog box.

[\

Do-not pointer

There are various ways for you to enter information and make
choices in dialog boxes. Some of these include:

e Radio buttons. Use radio buttons to select one choice from a
group of choices.



e Check boxes. Use check boxes to turn choices on or off.

o Text entry boxes. Use text entry boxes to type in the
appropriate text.

e Value selectors. Use value selectors to change a value.

e Lists. Use lists to select one or more items.

Responding to a Dialog Box

To respond to a dialog box, you select options and type text in
text entry boxes. When you have finished, you click one of the
buttons at the bottom of the dialog box to apply what you have
set or chosen and continue.

To select a radio button (All Levels)

Radio buttons appear in groups of two or more. Like the buttons
on an old car radio, one — and only one — button in a group of
radio buttons can be selected. Clicking one radio button turns on
that button and turns off any other buttons in the group.

Click one radio button in a group. The radio button darkens to
show it’s selected. If you make a mistake, simply click the correct
radio button.

To select or deselect a check box (All Levels)

A check box allows you to select and deselect an option. When a
check box is darkened, the item is selected and on; otherwise it
is deselected and off. Check boxes are like light switches;
clicking a check box switches the box from on to off or from off
to on. Unlike radio buttons, you can select more than one check
box in a group.

Click an empty check box. The check box darkens, indicating
that the item is selected. Click the check box again to turn it off.

To enter text in a text entry box (All Levels)

You enter text in a text entry box by typing. For information
about entering and editing text, see “Working With Text” in this
chapter.

If the insertion point (a blinking vertical line) is not blinking in
the text entry box or if the name in the box is not highlighted,
move the mouse pointer to the text entry box and click. The
insertion point appears in the box.



Type text in the box. If you make a mistake, use the Backspace
key to erase as many characters as necessary and then type the
correct text.

To change a value in a value selector (All Levels)

A value selector has up arrow and down arrow buttons for
moving through options or increasing or decreasing a value (a
number).

Click the up arrow button to move to the next item or increase
the value. Click the down arrow button to move to the previous
item or decrease the value.

or

If the insertion point is blinking in the value selector, type the
appropriate value in the box. If the insertion point is not in the
box, move the pointer to it and click. Then, type the appropriate
value. If you make a mistake, press Backspace to erase the
number, and then type the correct value.

To select an item from a scrolling list (All Levels)

In dialog boxes, you often need to select an item from a list.
There are two types of lists in dialog boxes: scrolling lists and
drop-down lists. A scrolling list is already open when the dialog
box appears.

Click the item you want to select. The selected item is
highlighted. If the list contains more items than can fit in the
window, click the scroll arrow buttons to display other portions
of the list, then make your selection.

To select an item from a drop-down list (All Levels)

A drop-down list looks like a regular button with a horizontal
mark on the right side of the button. The current selection in the
list is shown on the button. To choose a new selection, click the
button to see the list.

Click the drop-down list button. The list drops down so that you
can make a different selection.

Select the item you want from the list. The item is selected, and
the drop-down list closes.

To initiate an action by clicking buttons (All Levels)

Every dialog box has buttons that initiate actions when you click
them. If a button label is followed by an ellipsis (...), clicking it



leads to another dialog box. Common dialog box buttons include
the following:

e Apply. Applies the current settings but leaves the dialog box
open so you can continue to adjust the settings.

e Close. Closes the dialog box. The current settings are applied
only if you have previously used the Apply button.

® Reset. Resets the box to its original settings, undoing any
changes you have made.

e OK. Applies the current settings and closes the dialog box.
e Cancel. Closes the dialog box without applying your changes.

e Stop. Ends the task in progress at the next possible stopping
place.

e Yes. Answers yes to the question in the dialog box. The dialog
box closes.

e No. Answers no to the question in the dialog box. The dialog
box closes.

Using the Keyboard to Respond to a Dialog Box

You can use the keyboard to respond to a dialog box. When you
do this, you move a dotted selection cursor to different items and
select them.

To use the keyboard to respond to a dialog box (All Levels)

To move from one group of options to another group, press the
Tab key. To move backward, hold down the Shift key and press
the Tab key. When the selection cursor is in a group, use the
arrow keys on the keyboard to move from item to item.

To select or deselect a check box, move the selection cursor to
the item and press the Spacebar.

When you finish setting items, select one of the buttons at the
bottom of the dialog box.

One button has a thick border around it. If this is the button you
want to select, press Enter.

or

Either press Tab or Shift+Tab until the button you want to select
is surrounded by a thick border. Then press Enter.



NOTE

Items in dialog boxes often have mnemonics. Pressing a mnemonic
highlights a group or selects an item. If typing would enter characters
into the text entry box, hold down the Alt key and type the
mnemonic.

WORKING WITH TEXT

ALL LEVELS

When you use most GEOS applications, you enter text. The
whole document may be based on text, such as in Text File
Editor, or you may simply enter text in text entry boxes, such as
in GeoDex. The techniques for using text are the same no matter
which application you use. Once you have entered text, you can
make changes to it.

Entering Text

Whatever letters, numbers, and symbols you type at the keyboard
appear in the document with which you are working.

TEXT ENTRY BOXES

In some text entry boxes, such as the Index area in GeoDex, the
words scroll on the left when they extend beyond the limit of the
box.

[nd Mrs. Ralph Thomas Md

You can move to the right or left in a text entry box by pressing
either the Right Arrow or Left Arrow. You can move to the
beginning or end of a text entry box by pressing the Home or
End key respectively.

TEXT AREAS

When you type in text window areas, such as in Text File Editor,
the words that go beyond the end of a line automatically wrap
down and continue on the next line. This feature is called word
wrap. Word wrap means that you do not have to press the Enter
key to start a new line of text. This keeps the lines and sentences
together in the same paragraph. When you are ready to begin a
new paragraph, press the Enter key.



If there is no text in
the text area, you
cannot move the
insertion point.

Be sure that Num
Lock is off (the Num
Lock light on the
keyboard is not lit) if
you want to use the
numeric keypad to
move the insertion
point.

Positioning the Insertion Point

The insertion point is the blinking vertical line that indicates
where the characters you type appear on the screen. While you
are typing, the insertion point moves to the right, appearing after
the last character, and any characters already on the line move to
the right also, to make room for the new characters. When you
need to make changes to something you have already typed, you
can move the insertion point anywhere in the text.

To move the insertion point with the mouse (All Levels)

Move the mouse pointer to the location where you want to start
inserting text.

Click the mouse button. The insertion point moves to the new
location.

Address|

To move the insertion point with the keyboard (All Levels)

You can press keyboard keys to move the insertion point. For
example, pressing the Left Arrow key moves the insertion point
one character to the left. Pressing the Home key moves the
insertion point to the beginning of the current line. The
following table shows the key combinations for moving the
insertion point.
e Home. Moves the insertion point to the beginning of the
current line.

e Ctrl+Home. Move the insertion point to the beginning of the
document.

e End. Moves the insertion point to the end of the current line.
e Ctrl+End. Moves the insertion point to the end of document.

e Arrow Keys. Moves the insertion point one character or line in
the direction of the arrow.

e Ctrl+Arrow Keys. Moves the insertion point to the next
beginning or ending of a word in the direction of the arrow.

Entering Characters

Once the insertion point is where you want it, you simply type
and the characters appear on the screen. Press the Enter key
when you want to start the next paragraph or when you finish
entering text in a text entry box. When you add or delete words



Not every application
supports all special
characters. If a
particular character
cannot be typed in
an application, the
application will beep.

to existing text, the text in the remainder of the paragraph
readjusts automatically.

Deleting Text As You Type

If you make a mistake while typing a word, you can press the
Backspace key to erase characters to the left of the insertion
point. You can also press the Delete key to erase characters to
the right of the insertion point.

Typing Numbers

You can use either the alphanumeric part (the main part) of the
keyboard or the numeric keypad to type numbers. If you are
using the numeric keypad, be sure that Num Lock is on (the
light on the keyboard is lit) so that you can enter numbers rather
than move the insertion point in the direction of the arrows.

Typing Special Characters

You can type special characters such as a bullet (o) and an em
dash (—) with special key sequences. You can also type foreign
accents such as é.

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

To type an em dash (All Levels)
Hold down the Shift, Ctrl, and Alt keys and type a hyphen (-).

To type an é (All Levels)

Hold down the Ctrl and Alt keys and type an e twice.

For a complete list of the key sequences for special characters,
see Appendix B.

Working in Insert or Overstrike Mode

The method for entering text described in this manual is called
insert mode. That is, the characters you type appear at the
insertion point, pushing all existing characters to the right to
make room for the new characters. You can use the Look & Feel
section of Preferences to enable overstrike mode, where the
characters you type replace the characters to the right of the
insertion point. This feature is normally disabled, but if you



enable it with Preferences, you can use the Insert key to switch
between insert and overstrike modes. For more information on
enabling the Insert key to switch between insert and overstrike
modes, see Appendix A.

Selecting Text

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

When you want to make changes, for example
rewording a santence in GeoWrite or changing an
address in GeoDex, first you must select the text

ou want to change . Selected text appears

You can use a mouse or a keyboard to select text.

To select text with a mouse (All Levels)

Move the mouse pointer to the word, line, or paragraph you
want to select.

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

or

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

or

Position the pointer over the text you want to select and quickly
click the appropriate number of times:

2 Clicks Selects a word, but not the space after the word
3 Clicks Selects a line

4 Clicks Selects a paragraph

5 Clicks Selects the entire document

The text you want to delete, replace, or change is selected.

On the last click, if you continue holding down the mouse
button rather than immediately releasing it, you can drag to select
additional words, lines, or paragraphs at a time.



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

To extend or reduce the selection (All Levels)
You may want to change the amount of text you have selected.

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

Click where you want to extend or reduce the selection.

Shift-click at this location to extend the selection. |

Position the RIS EaL= @l 141541 you want/to select
and quickly click the appropriate number of times.

1o use the keyboard to select text (All Levels)

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

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

text by using two or more keys at the same time. You can use
these keys in any combination to extend or reduce a selection
you have already made.

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

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

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

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

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

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

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

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

Canceling a Selection

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



Replacing Text

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

Select the word or words you want to replace.

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

Cutting, Copying, and Pasting

You can move text around within your document, as if you were
cutting and pasting with scissors and glue.

When you select text, you can cut it to move it elsewhere or
copy it to paste a replica of it in another place. The selection you
copy or cut is placed on the clipboard, an electronic holding
space. When you choose Paste from the Edit menu, the contents
of the clipboard are pasted into the active document. The active
document can be the document that contains the original
selection, another document in the same application, or another
document in another application.

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

To move a selection (All Levels)

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

Select the item or text you want to move.

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

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

Choose Paste from the Edit menu. The contents of the clipboard
are inserted into the document, and the pasted text appears at
the insertion point.

To copy a selection (All Levels)

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

Select the item or text you want to copy.



Since drag and drop

doesn’t use the
clipboard, the
contents of the

clipboard remain

intact.

*

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

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

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

NOTE

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

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

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

Select the block of text you want to replace.

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

Dragging and Dropping
The drag and drop feature provides a quick way to move or copy
text without using the clipboard.

To move or copy a selection with drag and drop (All Levels)
Select the text you want to move or copy.
Move the mouse pointer over the selected text.

Press and hold down the right mouse button. The pointer
changes to the drag and drop pointer.

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

Release the right mouse button. The selected text is moved or
copied to the new location.

NOTE

Normally, you just let GEOS decide whether the drag and drop
should be a move or a copy, depending on whether you drag the
pointer to somewhere in the same document or to somewhere in a



different document. As you drag, the square at the tail end of the
pointer indicates whether the drag and drop will be a move or a copy:
If the square is hollow, it will be a move; if the square is filled, it will
be a copy.

You can always change a move to a copy or a copy to a move by
holding down either the Ctrl or the Alt key while performing the
drag and drop:

e Press and hold down the Ctrl key to force a copy. The square
at the end of the pointer is filled to indicate the selection will
be copied.

e Press and hold down the Alt key to force a move. The square
at the end of the pointer is hollow to indicate the selection will
be moved.

Do not release the Ctrl or the Alt key until after you have released
the right mouse button.

Deleting Text

You can delete text from any document.

To delete items (All Levels)

Select the text you want to delete.
Press the Backspace or Delete key.
or

Choose Cut from the Edit menu.

or

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

The selection is deleted.

NOTE

Those methods that delete items by cutting place the selection on the
clipboard. You can paste the selection from the clipboard to another
location as long as you haven’t cut or copied another item to the
clipboard.

To delete text by using the keyboard (All Levels)

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

e Backspace. Character to the left.
¢ Delete. Character to the right.



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

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

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

Using Undo

Sometimes you may delete some text or change the way it looks
and immediately decide that it was not what you wanted. If you
have not done anything else, you can choose Undo from the Edit
menu to restore the text to its last condition. Undo undoes the
last editing you did.

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

Not all applications include Undo, and not all operations can be
undone.

To undo your last editing operation (All Levels)
Choose Undo from the Edit menu. If the item is dimmed, then
your last operation cannot be undone.

The text you are working on reverts to the way it was before
your last editing operation.

NOTE

Undo does not restore any changes to the clipboard. For instance,
choosing Cut from the Edit menu will replace the contents of the
clipboard so that even Undo will not bring them back.



USER LEVELS

Using Keyboard Shortcuts for Editing

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

EDIT FEATURE KEY SEQUENCE
Undo Alt+Backspace
Cut Shift+Delete
Copy Ctrl+Insert
Paste Shift+Insert
Delete Delete

You can make many of the GEOS applications as simple or
sophisticated as you want. Typically, the more functions an
application has, the more difficult it is to learn. In GEOS
applications you can start using an application at a simple, basic
level. As you gain experience and are comfortable with it, you
can add more functions by changing the user level.

Each GEOS application has a number of levels appropriate to its
size. Applications such as GeoDex have three user levels; simpler
applications such as the Scrapbook have two user levels.
Applications used for a specific task, like Calculator or
GeoComm, have no user levels at all.

The following is a general description of each user level:

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

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

e Level 3, Intermediate Level. Level 3 is for users familiar with
basic operations who want to learn a few complex functions
and procedures. Level 3 includes as much functionality as



possible without seeming overwhelming. None of the
applications in this manual have more than three user levels.

e Level 4, Advanced Level. Level 4 is for people who use an
application every day. It includes all the application’s functions
and features as well as advanced shortcuts to complete
common tasks. Level 4 is the most powerful and complex level.
None of the applications in this manual have a fourth level.

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

If you are using an application with fewer than three user levels,
the highest level of an application may include a common task
which is listed as being at a higher level in this chapter and
Chapter 2. For example, a common task available at Level 3 in
GeoPlanner would be available at Level 2 in Scrapbook, because
Scrapbook only has two levels.

Differences From Level to Level

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

NOTE

The same function may be available at different user levels in different
applications. For example, the ability to discard changes in a GeoDex
document does not appear until Level 3 of GeoDex. However,
because Scrapbook only has two user levels, the ability to discard
changes appears at Level 2.

Verifying, Changing, and Saving Your User Level

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



ALL LEVELS

To verify or change your user level (All Levels)

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

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

1 Change‘ User Level

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

or

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

If you always want the application to start at the user level you
have just selected, choose Save Configurations from the Options
menu. (If the New/Open dialog box is on screen, you will need
to close the dialog box before you can choose from the Options
menu.)

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

Fine Tuning Your User Level

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



fewest fine tune features turned on; Level 4 has the most features
turned on.

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

To fine tune a user level (All Levels)

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

The Change User Level dialog box appears.

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

Fine Tune

- Features that are on

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

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

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



SETTING OPTIONS AND SAVING YOUR CONFIGURATION

ALL LEVELS

Some applications
have Save Options
rather than Save
Configuration.

You can use the Options menu to configure a GEOS application
the way you want it. For example, you can use the Options
menu to set the user level and any application-specific options.

After you have changed options in an application, you can save
that configuration so that it is in effect each time you start the
application. If you want to change the options in an application
back to their original settings, you can reset the configuration.

Consult the chapters for specific applications to learn about the
unique features available on the Options menu.

To save the application configuration (All Levels)
Set the options you want on the Options menu.

Choose Save Configuration from the Options menu (or, in some
applications, choose Save Options). All options you have set are
saved so that they will be in effect each time you start the
application.

To reset the configuration (All Levels)

If you want change the options in an application back to their
original settings, choose Reset Configuration from the Options
menu.

WORKING WITH MULTIPLE APPLICATIONS

ALL LEVELS

As you become more familiar with GEOS applications, you may
want to use more than one application at a time. For example,
you might be using the Text File Editor to write a note and need
to use GeoDex to look up an address. You could then start
GeoDex without closing the Text File Editor.



Application windows “stack” up with the active one on top. The
title bar of the active window is highlighted.

GeoDex - First Addr Boo

You can resize the application windows so that you can see
edges of each open application. Then, you can move between
documents and applications by clicking the window.

You can also use the Desk Accessories folder (in the WORLD
directory) to make some applications always remain in front of
others.

NOTE

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



To work with multiple applications (All Levels)

1. Open the first application. The application opens, partially filling
the screen.

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

It is not necessary to resize windows to switch between them.
You can switch between open applications using the Express
menu. See "Using the Express Menu" in this chapter.

To work with multiple applications using the Express menu (All
Levels)

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

Click the Express button, which is located next to the Window
Control button on the left side of the title bar of the current
application. The Express menu appears.

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

You can switch between an application and any other application
you can see on the screen by clicking the desired window. You
can also switch to an application by selecting its name from the
Express menu.



To make an application always remain in front of others

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

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

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






CHAPTER 2

DOCU meﬂt BaSiCS Some GEOS applications work with

documents, others do not. This chapter provides an overview of
the concepts and skills you need to begin using documents with

the GEOS accessory applications.




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

e Create and save new documents.

e Open and close existing documents.

e Use standard file selectors.

e Print documents.

e Back up and restore documents.

e Manage documents.

For more specific information about working with documents in
a particular application, refer to the chapter that covers that
application.

This chapter assumes you are familiar with the information
covered in Chapter 1, which provides an overview of the skills
you need to use any GEOS application.

WHAT ARE DOCUMENTS?

]l

MEMOZ. THT

A document is a holding place for information. For example, you
can use GeoDex to organize your names and addresses, which
will be stored in a GeoDex document, or you can use
GeoPlanner to track your appointments, which will be placed in
a GeoPlanner document. Documents appear as icons like the one
at the left, usually in your DOCUMENT folder, although you may
put them in other places, such as in a class folder or on a floppy
disk.

GeoDex, GeoPlanner, and Scrapbook have startup documents. A
startup document opens automatically when you start the
application. When you start these applications you see the
application’s default startup document. The name of the default
startup document varies, depending on the application. In
GeoDex the default startup document is called “First Address
Book”; in GeoPlanner it is called “My Schedule”; and in
Scrapbook it is called “Default Scrapbook”.

Text File Editor edits DOS text files. A DOS text file is a type of
DOS data file used and created by DOS applications and
courseware. It contains only text. You can identify DOS text files
by the blank document icon and a ‘TXT extension that is often
part of their file names. Examples of DOS text files with which
you may be familiar include the following:



e A report you create and save with the Reports function on a
class folder in Ensemble.

e A text file you save from a communications program, such as
GeoComm.

e A DOS batch file.

e A GeoComm script file.

GEOS applications that do not work with documents include the
Calculator, GeoComm, Solitaire, and GeoBanner. For example,

when you use the Calculator you perform numeric calculations,
but you don’t create a document for saving those calculations.

CREATING AND OPENING DOCUMENTS

ALL LEVELS

You can create new documents and open existing ones using
choices on the File menu. Creating a new document is like
starting with a blank piece of paper or an empty address book or
day planner. You can create new documents whenever the need
arises. Once you've created additional documents and saved
them, you can open them at any time to view or edit the
information they contain.

The New/Open Dialog Box

Whenever you want to create a new document or open an
existing one, you see a variation of the New/Open dialog box.
The New/Open dialog box is the dialog box which lets you
create and open documents from within an application. Each
application may have a different New/Open dialog box, but in
every application they function in similar ways.

When working with an application that has a startup document,
such as GeoDex or GeoPlanner, you do not normally see the
New/Open dialog box. You must first close the current
document without closing the application or choose New/Open
from the File menu.



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

This is the New/Open dialog box in GeoPlanner:

New/0pen :

new, empty document.

Click here to open the
default document.

Click here to open an

— { Click here to open a
l existing document.

Click here to view or
change your user level.

Click here to exit an application.

The New/Open dialog box appears whenever there is no
document open in an application or when you choose
New/Open from the file menu. It provides buttons for creating
and opening documents. A New/Open dialog box may have any
of the following buttons:

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

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

e Open Startup. In an application which has a startup document,
click Open Startup to open the startup document. For more
information on startup documents, see “Opening the Startup
Document” later in this section.

e Import. Click the Import button to create a new document by
reading in information from another application, such as a DOS
word processor. Of the applications in described in this manual,
only GeoDex has an Import button on its New/Open dialog
box. For more information, see “Importing and Exporting” in
this chapter.

e Change User Level. Click the Change User Level button to
change the application user level directly from the New/Open
dialog box. This is the same as choosing Change User Level
from the Options menu. by changing user levels you specify
how simple or complex you want the application to be. For
more information, see “User Levels” in Chapter 1.



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

NOTE

In GeoDex, GeoPlanner, and Scrapbook you only work with one
document at a time. Therefore, you must first close the current
document before working with a new one.

Text File Editor allows you to work with more than one document at
a time; you do not need to close the current document before
opening or creating a new one. You can switch between the open
documents using functions on the Window menu. For more
information, see “Working With DOS Text Files” and “Working
With Multiple Documents” in Chapter 8.

Creating a New Document

When you want to create a new, empty document, you use the
New/Open choice on the File menu.

To create a new document (All Levels)

This procedure works in GeoDex, GeoPlanner, and Scrapbook;
you can also use it in Text File Editor for working with one
document at a time.

Choose Close from the File menu. If you have unsaved changes
in the current document, you will be asked if you want to save
or discard them.

The New/Open dialog box appears.
Click the New button. A new document appears.

The new document is labeled “Untitled” (or “BLANK” in the case
of Text File Editor). You will need to give it a name when you
save it. See “Saving Documents” in this chapter for more
information on saving documents.

Opening an Existing Document

An existing document is one that you have previously created
and saved. You can open an existing document at any time to
view or change the information it contains.

Throughout GEOS applications you will encounter variations of a
particular dialog box, called the standard file selector. This dialog



Double-click the
name to open it
immediately.

3.

box appears whenever you need to open, locate, save, copy, or
move documents.

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

To open an existing document (All Levels)

This procedure works in GeoDex, GeoPlanner, and Scrapbook;
you can also use it in Text File Editor for working with one
document at a time.

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

; New/0Open ‘

— Click here to open a new,
empty document.

— Click here to open an
existing document.

Click here to exit the application.

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

Select the name of the document you want to open. If the
document has document notes, they appear in the Notes field.

Click the Open button.
The dialog box closes and the selected document appears.

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

a password, see “Setting and Removing a Document Password” in
this chapter.

THE NOTES FIELD

When opening a document in Level 3 of an application, a Notes
field appears at the bottom of the file selector. When you select a



This procedure does
not apply to Text File
Editor, which does
not have a startup
document.

document in the list, its notes appear in the Notes field. Not all
documents have document notes. For information on setting and
changing document notes, see “Editing Document Notes” in this
chapter.

THE TYPE INDICATOR AND THE FOR EDITING OPTION

When opening a document in Level 3 of an application, a type
indicator and a For Editing option appear below the list of files.
When you select a document in the list, the type indicator shows
the type of document selected. The status of the For Editing
option updates, depending on the type of document selected:

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

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

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

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

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

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

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

Click Open. The document opens.

Opening the Startup document

GeoDex, GeoPlanner, and Scrapbook have startup documents
which open automatically when you start the application. If you
close the startup document without closing the application, the
New/Open dialog box appears. The New/Open dialog box for
these applications has an Open Default button which can open
the startup document.



To open the startup document (All levels)

When the New/Open dialog box appears, click the Open Startup
button. The startup document opens.

In GeoDex, the default startup document is First Address Book;
in GeoPlanner, it is My Schedule; and in Scrapbook, it is Default
Scrapbook. You can change which document to open as the
default. For more information on changing the startup document,
see “Setting the Startup Document” in this chapter.

Opening a Document by Its lcon

You can open a document by opening its icon. That is, you can
locate a document’s icon and double-click it. Double-clicking a
document icon opens the appropriate application with the
document ready for use. For example, you can start GeoDex by
double-clicking a GeoDex document with which you want to
work. Documents are normally stored in your DOCUMENT
folder, but this technique works no matter where a document is
stored.

To open a document by its icon (All Levels)

Locate the icon representing the document you want to open and
double-click it. The application starts and automatically opens the
document.

LETTERS NOTES Board Mtg Motes
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, Default Scrapbook First Address Book  Presentation

Double-click here to start
GeoDex, and open this
' document.
or

Click to select the icon of the document you want to open, then
click Open Item at the bottom of the window.

or

Right-click the icon of the document you want to open. When
the pop-up menu appears, choose Open.



With whichever method you use, the application opens with the
selected document ready for use.

SAVING DOCUMENTS

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

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

Typically, when you're finished working on a document, you
save it, and then you close the document. If you want to work
on another document using that application, you can open a
different document. Otherwise, you close the application. For
more information on closing documents and applications, see
“Exiting an Application” in this chapter.

The first time you save a document, you have to name it. The
best way to name a document is to describe its contents so that
you can recognize the document by its name. For example, a
letter you write to your friend Karen might be named “Karen
1/11/92”. A Christmas card you designed might be named
“Christmas Card 1991.”

Naming a Document

The first time you save a document, you must name it. Some
applications, such as the Text File Editor, can create DOS
documents; these documents must have a DOS file name. If you
need to use a DOS name, the application you're using will



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

specify this. However, most documents use GEOS document
names, which are more flexible.

NAMING A GEOS DOCUMENT

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

NAMING A DOS FILE

There are also rules to follow when you name a DOS file. DOS
files can be up to eight characters long, optionally followed by a
period and three more characters. The optional three characters
following a DOS file name are called the extension. The
extension usually indicates the type of data the file contains.
While no standard is enforced, a DOS text file, for instance, such
as one created with Text File Editor, should be given a .TXT
extension to be consistent with other DOS files of the same type.

DOS file names can only contain the letters A through Z, the
numbers 0 through 9, and the following special characters:

underscore caret A
dollar sign $ tilde ~
exclamation point | ! number sign | #
percentage sign % ampersand

hyphen - braces {1
parentheses (©) at sign @

grave accent

apostrophe 7

No other special characters are permitted.

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

The following are examples of valid DOS names:
¢ TO_DO

e RACHELL.TXT

e ASSIGNMT.DOC



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

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

Using Save

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

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

Many documents you work with will already have a name. For
instance, the startup documents you use in GeoDex, GeoPlanner,
and Scrapbook already have a name. To save any changes to one
of these documents, you simply choose Save from the File menu.

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

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

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

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

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



LEVEL 3

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

£5JDOCUMENT

: Your document will be saved
My Schedule | in the folder listed here.
Cancel | 21

Type the new name here.

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

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

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

Using Save As

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

Save As serves many useful purposes. For example, suppose you
wrote a resume last year and named it “Resume 1992”. This year
you want to revise the information, but you also want to keep
the original intact so you can refer to it. You could open
“Resume 1992” and immediately save it as “Resume 1993”. The
original document, “Resume 1992” is preserved on disk and
“Resume 1993 appears in the document window so that you can
change it appropriately to emphasize your new ideas for the
class.

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



ALL LEVELS

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

3)

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

5

Your document will be saved
in the folder listed here.

Type the new name here.

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

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

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

Safeguarding a Document

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

If something happens and you are afraid you've lost work (you
accidentally turn off your computer before logging out, for
instance), document safeguarding may have protected your work.

To get your work back, you don’t need to do anything special.
Simply open the document you were working on. If there are
unsaved changes in the document, and document safeguarding
was able to protect them, a dialog box will appear letting you



know the document has unsaved changes. Respond to the dialog
box and then choose Save from the File menu to make the
changes permanent.

If you want to change how often your documents are
safeguarded, or if you want to turn off document safeguarding
altogether, you can do so with settings in Preferences. For more
information, see Appendix A.

NOTE

Document safeguarding only applies to GEOS documents. If you're
working with a DOS files, such as those created with the Text File
Editor, it is a good idea to save your document with the Save choice
every 10 minutes or so.

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

CLOSING DOCUMENTS

ALL LEVELS

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

It is safest and best to save a document before closing it. This
way you are guaranteed that all your changes have been saved.
Fortunately, if you forget to save your document before closing
it, you will get one last chance to save your changes before the
document closes. For more information about saving a
document, see “Saving Documents” in this chapter.

To close a document (All Levels)

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

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



WORKING WITH STANDARD FILE SELECTORS

ALL LEVELS

ALL LEVELS

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

Simple Procedure

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

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

Complex Procedure

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



The following illustration shows the Open file selector in Text
File Editor, which is a example of the standard file selector:
Path drop-down list
Go To Document button

‘ ‘ Path arrow button

Open folder

Folder and file list

The buttons in a standard file selector are as follows:

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

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

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

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

e Drives drop-down list. Use this drop-down list to change
from one disk drive to another. The button always shows the
name and drive letter of the disk containing the current folder.



THE PATH DROP-DOWN LIST

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

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

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

MOVING THROUGH FOLDERS

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

e Open a folder.

e Close a folder.

e Move to the DOCUMENT folder.

e Move to another folder.

e Change to another drive and display its contents.

To open a folder (All Levels)

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

Double-click the name of the folder.

or



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

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

To close a folder (All Levels)

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

Double-click the name of the open folder.
or

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

To move directly to your DOCUMENT folder (All Levels)

Click the Go To Document button. The DOCUMENT folder
appears at the top of the Folder and File list. Its available
contents appear beneath its name in this list.

To change to another drive (All Levels)
Click the Drives button to display its drop-down list. The list
shows all the disk drives available on your computer.

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

From this list select the drive that you want to access.

The contents of the disk appear in the Folder and File list.

To move to anotber folder in the path (All Levels)
Click the Path button to display its drop-down list. A list of
folders appears.

Click the name of the folder you want to access. The path list
closes and the name of the selected folder appears at the top of
the Folder and File list; its contents appear beneath it.



PRINTING DOCUMENTS

ALL LEVELS

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

Printing With Standard Settings

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

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

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

Printing With Customized Settings

The Print dialog box allows you to set various printing options
before you print a document. The available settings vary by
application and by printer. Following is a typical Print dialog box
with some common options:

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



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

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

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

CHANGING DOCUMENT OPTIONS

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

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

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

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

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

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

Collate. If you are printing multiple copies and you want them
collated, check collate. When you collate copies of a document,
one copy of the entire document is printed before the second
copy is printed. Collating a document may require more time
than not collating it. If you do not collate multiple copies, all
copies of page 1 print before all copies of page 2, and so on.

Click Print if you're ready to print the document with the new
settings. If you want to change Printer Options before you print,
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see “Changing Printer Options” in this chapter. If your Print
dialog box includes other options, see the chapters for the
application you're using.

CHANGING PRINTER OPTIONS

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

The printer options must always reflect the actual physical setup of
your printer. That is, regardless of the size of your document, if
your printer is set up with 8.5" by 11" paper, the paper size in
Printer Options must be 8.5" by 11". You can use the Page Size
from the File menu to specify the size of your spreadsheet.

The four following procedures explain how to print to a different
printer, change paper options, change the paper source, and
print to a file. As long as you understand these procedures, you
can change these options if necessary. You should, however,
consult with your computer system manager if you need to
change printer options you do not understand.

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

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

HP Laserdet il on LPT1

You need to have previously added this printer to your list using
Preferences. For more information an Preferences, see Appendix
A.

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

To change paper options (All Levels)

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



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

Portrait
layout

Landscape
layout

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

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

] Options i

4. Fill in the dialog box, changing the options you want, as follows:

Type of Paper. Change the paper type if it is incorrect.

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

Width and Height. If you want to use a custom paper size that is
not included in the paper size list, use the Width and Height

value selectors to enter the width and height of the paper you
want to use.

Paper Feed. Select either portrait or landscape paper feed,
depending on the direction of the paper in the paper tray — not
the layout that you have selected in the application. (In other
words, if you set up your document with a landscape orientation,
you do not need to alter the Paper Feed option; this option
should only be changed if the paper feeds into the printer in an
unusual manner.) Portrait layout is a page printed so that, as you
read it, the width of the page is less than its height. A horizontal
layout is called landscape.

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



or

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

You return to the Print dialog box.

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

NOTE

You should only change the printer settings in the Options dialog box
when they do not match the physical settings on your printer.

To change the paper source (All Levels)

You can also use Printer Options to change more advanced
options, such as printing to a file and changing the paper source.
If you want to change other advanced options, consult your
computer system manager.

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



With some printers,
the Paper Source
options appear as
radio buttons.

4.

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

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

Select the paper source from
the drop-down list.

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

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

or

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

You return to the Print dialog box.

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

To print to a file (All Levels)

Printing a document to a file creates a DOS file with all of the
information that would have been sent to the printer, including



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

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

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

You need to have previously added this printer to your list using
Preferences. For instance, if you want to create a file for a
PostScript printer, you will need to first install a PostScript printer
selection using Preferences even if you don’t have that printer
physically attached to your computer. For more information on
Preferences, see Appendix A.

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

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

‘ Select to print to a printer or file.

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

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

You return to the Print dialog box.



6.

7

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

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

: Print To File

Enter DOS file name here.

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

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

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

TIPS FOR USERS OF COLOR PRINTERS

None of the applications in this manual support color printing,
although other GEOS applications do, which is why all the color
printing options are preserved. If you have a color printer that
you are using with Ensemble, and you have configured it to print
in color using Preferences, you may want to install the black and
white printer selection for that printer using Preferences.

You can tell that a printer is configured for color by looking at
the name that appears on the Printer drop-down list in the Printer
Options section of the Print dialog box. If it has the word “color”
in parentheses at the end of its name, then it is it is a color
printer configured to print in color. If it has “b/w” in parentheses,
then it is a color printer configured to print in black and white. If
it has neither, then it is not recognized as a color printer.

You can set up both the b/w and color versions of the printer
selection and simply choose which one you want from the pop-
down list. When printing black and white documents, it is much
faster to use the b/w version of the printer selection.

For more information on selecting and installing printers, see
Appendix A.



Checking and Canceling Printing Documents

If you want to check the list of your print jobs or cancel a print
job, choose Printer Control Panel from the Express menu.

Ensemble keeps track of all the requests you make to print
documents in a list called the print queue. Documents that you
send to the printer are called jobs. You can send any number of
jobs to a printer as you like. You do not need to wait for one job
to finish printing before you send another. As soon as the printer
assigned to you by your computer system manager is finished
printing one document, it starts printing the next document in
the list.

You can easily check the status of files in the print queue. To see
a list of files being sent to a local printer (one that is directly
connected to your workstation by a cable), use the Printer
Control Panel. To see a list of files being sent to a network printer
(one that is shared by many users across a network), use the
software supplied with the network.

NOTE

When a file is sent to a network printer, it briefly appears in the local
print queue while it is being transferred to the network print queue.
When checking the print status of a document, you may want to look
in both queues.

To see the print queue for your local printer

Choose Printer Control Panel from the Express menu. The Printer
Control Panel list appears:

To move a document to the front of the local print quete

Choose Printer Control Panel from the Express menu. The Printer
Control Panel list appears.

Select the document you want to print after any documents that
are currently printing.



Click Make Next. The document you selected moves up the list
to the next available spot.

To move a document to the end of the local print queue

Choose Printer Control Panel from the Express menu. The Printer
Control Panel list appears.

Select the document you want to print after all others.

Click Make Last. The document you selected moves to the end of
the list.

To remove a document from the local print queue

Choose Printer Control Panel from the Express menu. The Printer
Control Panel list appears.

Select the document you want to remove.

Click Cancel Document. If it is not already printing, the
document you selected is removed from the list.

BACKING UP AND RESTORING DOCUMENTS

LEVELS 2-3

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

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