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Intro to Mariner Write

In this chapter:

Welcome
+ Welcome
Mariner Write is a powerful yet streamlined word processor solution for the - Hardware & Software Requirements
masses. Boasting an elegant interface, as well as hundreds of intuitive + Technical Support
features such as the ability to read Microsoft Word documents and cus- « Help
tomizable headers, footers, endnotes, and footnotes, you will require little + About this Manual

need for the documentation. Just sit down and write.

Requirements

To use Mariner Write you need:

« Mac OS X 10.7 or newer (including Yosemite)
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Technical Support

If you have a question about using Mariner Write:

(1] Try to find the answers you need in this documentation.

O Find your answer in the FAQ (Frequently Asked Questions) / knowledge base page on our web site. It answers
many frequently asked questions.

View it at http://marinersoftware.com/kb
© i you still can’t find the information you need, try looking through the online discussion forums here:

http://www.marinersoftware.com/forum/

O I none of the other options allow you to find the answer to your question, E-mail: support@marinersoftware.com

For Mariner Write software updates, tips and tricks, information about other Mariner products, user group discount information, and
articles for user group newsletter publication, visit our Web site:

http://www.marinersoftware.com
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Help

Mariner Write supports Tool Tips in Mac OS X. HTML-based Mac help is also available.

About Tool Tips - Mac OS X

I
Pane Control
Displays Tool Tips when you move the cursor over screen elements.

About Mariner Write Help

Both the Help files and this PDF User Guide are
listed in the Help menu.

If these files are not listed in the Help menu, you ke Hglp
may need to reinstall the application. User Guide
Contact Support

_ Online Support Forum
O From the Help menu choose Write Help.

O Clickon a chapter topic to start, links to addi-
tional information appear as blue underlined text.

© Buttons - “Contents” - links to a list of chapter topics. Index - Displays a list of Mariner Write key words ,“Next” and
“Previous” buttons link to the previous / next chapter.
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About This User Guide

Conventions
Before using Mariner Write, you should have a basic knowledge of Mac operation.

You should understand pointing, clicking, double-clicking, dragging, and how to choose menu commands. You should also
know how to operate dialog boxes, resize windows, and use the Clipboard for cut, copy, and paste.

If you aren’t familiar with these or other basic operations or terminology, refer to the Mac® documentation included with
your computer.

Mariner Write uses the following keyboard shortcuts when dialog boxes are displayed:
- Return or Enter to press the OK button.
- Command-period or Escape to press the Cancel button.

- Don’t Save can be enacted in the save dialog by pressing Command-D.
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Working With Documents

i In this chapter:
Creating New Documents n this chapter

» Create new documents and open,

To create a new Mariner Write document: close, save, and manage existing
documents

@ Launch Mariner Write, choose New (Command-N) from the File menu - View your document as pages or

or press the New Document button in the tool bar (if you’ve customized HBELIE PR TRl

your toolbar to add the New Document item). . gﬁ;ﬁgg fﬁ;ii%ﬂ;ﬁggﬁgnp;?::eonnc_es

trol document and text appearance
- Set page margins and page setup
+ Preview and print documents
« User other related document fea-
tures

To display the tool bar, choose Show Toolbar from the ShowlHide menu.
A new untitled document appears.
Note: New documents are titled Untitled 1, Untitled 2, etc.

Each new document is a duplicate of a special Mariner Write document stored in the Mariner Preferences folder. This de-
fault document provides the default settings and content for new documents.

To create a new document using factory defaults, choose New Empty Document from the Preferences sub-menu. The
Preferences sub-menu is located in the Edit menu.

For detailed information about changing the default document, see the Preferences section later in this chapter.
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Creating a Default Document
A default document is a document which contains the settings for all new files.
To create a default Mariner Write document:

@ Choose New (Command-N) from the File menu.

A new untitled document appears.

9 Edit the document, set font, size, tables, even add a header or footer, etc.

9 From the File menu choose Save as Default File

The file is saved and anytime you create a “new” document in Mariner Write it will have the settings of the file you saved
as default

Note: for more information about default document settings and overriding them, see the preferences chapter’s page 37
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Opening Files

To open a Mariner Write document:

@ choose Open (Command-O) from the File menu or press the Open button in the tool bar. u

To display the toolbar, choose Show Toolbar from the ShowlHide menu.

O select and open the Mariner Write document in the open dialog.

You can also double-click a Mariner Write document icon to open the file.

Note: you can open multiple files at the same time by command-clicking on more than one file from the open dialog.
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Opening Recent Documents

The Open Recent sub- ite Edit View Format Insert Font Size Style Windo
menu lists the last eight
files you opened. New &N
Simply click on a file to Open... #0 N
open it again. -
Note: If the file has moved to Close Word 97 bma.ry file format.mwd
a different place on your hard o . word comparlson.mwd
T Save A oxs | Kerning How to.mwe
: ave AS...

such a case an error message labelsheet_Avery_8163b.mwd
will appear. Save a Copy As... Moving sale2.mwd

Revert

, Clear Menu
New Empty File
Chriin me Mafaiile Mila
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Opening Other File Types

Choosing the Open command displays a
dialog to choose files to open. You can
open multiple files by holding the com-
mand key down and clicking on additional
selections.

You can open and view the contents of
any file. Mariner Write allows you to open
any document it doesn’t recognize, as
text.

Open documents saved in the following
formats:

Text (.txt)

Files exported from word
processor programs in text (ASCII)
format. For example, XML, plists,
csy, .tab, .html, etc..

Word (.doc)

"0 8

Open: Mariner Write

'« » ! '=im) [ Work Files

o

|+J Q search

@ iDisk -~
% Network
4 Macintosh HD
=4 Untitled

[ Desktop
% clohnson
& Applications
| & Documents
& Movies I
& Music
[ Pictures
1 Personal
U Installers
| Screenplays

C
2
¥ LItiIiFies _ X

New Folder

——

| [t [ g [

—— —

o e o

| what is t...tClipping o B action item listmwd [
" windemo.exe
v

Files exported from Microsoft® Word version 6 and later.

Rich Text Format (.rtf)

- Winjournal Stuff

b
Work Files I
Write a film 2
write a film 01.png
Write a fi...cters.png
Write a Fi...acter.png
write a fil... ugly.png
Write a Film Stuff  »
Write a fi...opsis.png

0

v

| write a fil... ugly.png
| Write a fi...ogue.png
| Writea Fi... view.png |,

Bi ultra_uL...anual.pdf
B unspelle...ords.mwd

IC Cancel :) H )

Documents exported from word processor programs in RTF (Rich Text Format).

PICT, EPS, GIF, JPEG, BMP, TIFF, PNG

Graphic format files.
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Inserting Files (Importing)
You can insert a graphic or the contents of another file into the current document.
To insert a document into the current document:

© Position the insertion point where you want to insert the document.
® Choose File/Graphic from the Insert menu.
Note: When inserting a Mariner Write file into the current document:

* The contents of the header and footer are ignored when inserting a file.

+ Graphic-based objects are ignored.
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Inserting Graphics
Picture Paste

To import a graphic into your document, choose

File/graphic from the Insert Menu. Insert Graphic As:

Once the file is selected in the dialog, a second ® In-Line Graphic (0 Object

S:ra;‘;gaﬁ’]rgrggft you to insert the graphic as in-liné  Ap jn_line graphic Text wraps around an
Ject behaves like a text object graphic. Drag it to

In-line graphics are inserted in-line with the doc- character. change the position.

ument text and can be selected in the same

manner as a text character (See Example Be- —

low) ( Cancel ) € OK )

| | | | | |
@ Here is a paragraph of text
This is an inline graphic: that wraps m m saround the picture
It behaves as if it was a text since the picture is an
character. ﬂ'bjECT.. [ ] [ ] lﬁrﬂﬂhiﬂﬂ float
above the text layer, but affect the
text layer so that no text will appear

underneath the graphic.

In-line Graphic Object Graphic

Object-based graphics float above, but don’t obscure document text... Instead, the document text “wraps” around the
graphic (See example above). If you add text, making the document re-paginate, you will need to adjust the placement of
any object graphics For detailed information about editing graphics, see the Working with Graphics section in Chapter 3,
Entering and Editing.
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Closing Documents

To close a Mariner Write document:

« Choose Close Window from the Window menu.

-or-

- Click the close box in the upper left-hand corner of the document window.

If you close your document but have made changes since it was last saved, an alert dialog asks if you want to save your
changes.

Click the Save button to save your changes. Click the Don’t Save button to close the document without saving changes.
Click the Cancel button to return to your document without closing.

Note: Closing the Header, Footer, Footnote does not close the document. To close the entire document, close the main document
window or use the Close command in the File menu.
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Saving Documents

To save a Mariner Write document:

© Choose Save (Command-S) from the File menu or press the Save button in the tool bar. @

A dialog appears if the document hasn’t been
previously saved.

O select the location where you want to save
your file and enter a name for it.

© Click the Save button when you are finished.

Once you save a document, choosing Save from
the File menu saves your changes without dis-
playing the Save dialog.

See the following two sections, The Save As Com-
mand and The Save a Copy As Command for informa-
tion on saving your document with a different name, to
a different location, or in a different format.

Save As: Untitled 1.mwd @
(« » (22 =|m) (@& Documents i @
DEVICES (1.1.1b2)...ead Me.rtf m
& TheCeejBook 2nd Neat...ary.nrmlib
Il iDisk 3D_Warehouse.kmz
-—_; Macintosh HD 6145612...m.mailloc
Address ...-23.abbu

=1 Back f TheCe... &
= RO E T AirPort E...aseconfig

(=4 BooTCAMP (] akosma-...8db51721 |
SHARED (| Applescript

£ MacDaddy Time Capsule (] Applewor...ple Files
Mel BACKUP_TW3.fp7

- (] BlackBerry Backups
PLACES Bookmarks.plist

B4 Desktop (] ChartSmi...ocuments
&Y carp3tshark chris@pa...m.mailloc
/A Applications + | [ Chronos

[D’f] Documents v cian@afte...ie.mailloc I
Use Format:' Mariner Write =

MAppend file extension

——————

(" New Folder ) (" Cancel

) C Save ) ;
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Saving As...

The Save As command lets you save your document with a different name, to a different location, or in a different format.
The file created using the Save As command becomes the current document.

To use the Save As command:

0 Choose Save As from the File menu.

(2 Enter a different name for the file, and/or, choose a dif-
ferent location to save the file.

© To save the file in a different format, make the appropri-
ate selection from the file format pop-up menu.

—Save Az
(1) If wou're (21 .andwou
warking an.., - SEVE S et
file 1 file 2
(21, wvou're nowe (] 5 stored on
wearking with _—Tthe disk,
file 2 file 2

O Click the Save button to save the file or the Cancel button to return to the document without saving.
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Save a Copy As...

The Save a Copy As command also lets you save your current document with a different name, or to a different location,

or in a different format.

Note: When you use the Save a Copy As command, you're still working with the original document-the file name doesn’t change.

Use the Save a Copy As command when you’re finished working with the current document and want to save it under a
different name. Use the Save As command when you want to save the current document under a new name and continue

working with that document.

To save a copy of the current file:
@ choose Save a Copy As from the File menu.

0 Enter a different name for the file, and/or, choose a dif-

ferent location to save the file. Enter a new name for the
file in the space provided.

9 If you want to save the file in a different format, make
the appropriate selection from the pop-up menu.

—Save a Copy &z

(11 If wou're [Z) andwol &
whorking an.., S %ave a ;
Copy As,
file 1 file 2
(21, vou're still s I N 5 stored on
weorking wwith y The disk,
. T
file 1 file 2

O Click the Save button to save the file or the Cancel button to return to the file without saving.
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Exporting

To save files in formats other applications can read, choose a file format other than Mariner Write in the Use Format pop-
up in the Save, Save As, or Save a Copy As dialogs.

See the previous sections for detailed information about using the Save, Save As, or Save a Copy As commands.

Note: Graphics existing as objects in Mariner Write documents are not exported. The graphic must be re-inserted as a character. For
detailed information about importing graphics, see the Importing Graphics section earlier in this chapter.

Reverting

Choose Revert from the File menu to open the last saved copy of the current document.
Any changes since the document was last saved are lost.

Saving a Default Document

Each new Mariner Write document you create is actually a duplicate of a special Mariner Write document stored in the
Mariner folder in the System’s Preferences Folder. This default document provides the default settings and content for
new documents.

Note: Other applications perform a similar function by use of a “stationery note” feature. You can bypass this feature by checking the
Apply To New Documents checkbox in the Preference dialog. In this case, new documents use the default setting.

To save the current document as the new default document, choose Save As Default File from the File menu. To create a
new document with default settings, choose New Empty File from the File menu.

Quitting

To quit the Mariner Write application, choose Quit from the Write menu. If there are any changes to your documents since
you last saved, you will be prompted to save your changes for each document.
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Preferences

In this chapter:

Preferences control many aspects of the Mariner Write application. - Display Preferences
Edit Preferences

To open the preferences: Default Document preferences
Ruler Preferences

@ cChoose Preferences under the Write menu item. Language Preferences
Files Preferences

A dialog appears. Keyboard Shortcut Preferences

Open Options Preferences

© Click on the tabs listed across the top of the dialog to change the cate-
gory.

© Press OK to accept the changes you’ve made or Cancel to nullify any
changes you’ve made.
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Display

Framing Text
Fields

Selecting Frame
Text Fields draws
a small rectangle
around non-ed-
itable text fields
(such as footnote
index numbers,
page numbers
and updating date
entries). This
makes them eas-
ier to see when
quickly scanning
a page.

Note: With a small
font size, the text
may not be easily
readable with this
option on.

Show Merge For-
mulas

Preferences

[Display | Edit  Default Ruler

Language Files Keys Openj

Fields:
[Z! Frame Text Fields
™ Show Merge Formulas

Color:

Invisibles Color: { IE
Ribbon Color: I
Back Color: T

__| Gray Header Text

Ceneral:

_IBold Cursor ]
@Accelerate Scroll
@ Hot Help

Font Menu:

™ WYSIWYG Font Menu
[Y] Hierarchical Font Menu
[Z] Only Roman Fonts

\l
.’\Cancelj. ( OK )

Enable to display merge formulas in the document fields, otherwise the fields display as “Merge Field”.
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Setting Colors:

Setting Invisible Characters Color
Selecting Show Invisible Characters in the ShowlHide menu to displays non-printing characters such as Tab, Re-
turn, Linefeed, page break, space, etc...

To make invisible characters easier to see, change their color with the Invisibles pop-up menu. The default color is
dark blue.

Setting Ribbon Color
Changes the color of the text and icons displayed in the style ribbon.

Setting the Background Color
This sets the color of the background behind the page. The default color is a medium blue

Setting the Header text to Gray
Enable the Gray Header Text check box to display headers, footers, footnotes and endnotes using gray text.

General:

Bold Cursor
Small graphics, such as the cursor and text insertion points, are sometimes difficult to see. Select the Bold Cursors
check box to display thicker versions of the Mariner Write cursor and insertion point.

Regular Cursor Bold Cursor

Regular Cursors can Bold cursors are easier to
be harder to visually locate]  |visually locate]

I Bold Insertion Point
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Accelerated Scrolling
In many word processors, pressing one of the scroll arrows changes the docu-
ment view at one steady speed.

m ~—— Scroll Thumb
If you select the Accelerated Scrolling check box, your document scrolls faster
and faster as you hold down the scroll arrow.

Hot Help
To see help message tags, enable the Hot Help check box.

ol
i Scroll Arrows

4| » ﬁ
I—
Font Menu: : m Size Style Window Help
WYSIWYG Font Menu Font Options »
When the WYSIWYG Font Menu
check box is selected, fonts are dis- Abadi MT Condensed Exira Bold

played using the actual typeface.

Abadi MT Condensed Light
Hierarchical Font Menu -
When the Hierarchical Font Menu Academy Engraved LET

check box is selected, fonts are sepa- American Typewriter g
rated and displayed by font family. Andale Mono

Only Roman Fonts Apnle Chanc
When the Only Roman Fonts check ‘F‘P y
box is selected, non Roman fonts are Arial P
removed from the font menu. Arial Black
Arial Narrow [
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Edit

Preferences

Drag and Drop
You can move or ' Display | Edit | Default Ruler Language Files Keys Open
copy text by drag-
ging and dropping |
text instead of cut- ™ Drag & Drop Date:  10/27/09 ' 3J
ting, copying, and ™ “Curly Quotes” S—
pasting. Select the s ZC 2 Past Indent In/Out: 0.50 in
Drag and Drop con- L omart Cut & Faste B
trol to enable Drag __| Diamond Keys Bullet In: 0.25 in
and Drop. For com- — 11 .
plete details about —_ Inline Graphics Only Superscript and‘ 3 pt
dragging and drop- ™ Drag Selects § Subscript Offset:

ing, see the Dra | :
zn(?Drop section?n Undo Levels: 3 |5 ' ™ Show style change dialog
Chapter 3.

Curly Quotes

When you press the

quote key, a

"straight" quote is

typed. Most type- ( Cancel )
faces also support D
a more elegant an-
gled or “curly” quote.

“Curly Quotes” vs. "Standard Quotes"

Note: Selecting Curly Quotes doesn’t change the style of existing quotes — only the quotes you type after enabling Curly Quotes. Use
the commands in the Modify menu to change existing quotes.
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Select the “Curly Quotes” check box to automatically type a curly quote instead of a regular quote. Mariner Write knows to
type a leading quote at the beginning of a word and a trailing curly quote at the end of a word. See Power User note in
Chapter 6 - Custom Menus.

Tip!  You can create a left curly quote by typing Option + Left Bracket, and a right curly quote by typing Option - Shift - Left Bracket.

Example:

Then Lou says, “What’s the name of the guy on third base?”

Smart Cut and Paste
Smart Cut and Paste keeps track of the spaces between words so you don’t have to worry about inserting or deleting ex-
tra spaces when you cut/paste or Drag & Drop. See Power User note in Chapter 6 - Custom Menus.

o Copy Smart Cut and Paste is pretty cool. It allows me to not worry about whether or
ek vt mrmma e calner i cmoaen claracrrar Bafaen e afrar e calaoeriae
Smart Cut and Paste is pretty cool. It allows me to not worry about whether or
O select not you properly select the space character before or after my selection.
Smart Cut and Paste is pretty cool. Smart Cut and Paﬁtelallc:-WE me 1o not wWorry
O Paste about whether or not you properly select the space character before or after my

selection.

The extra space is automatically inserted afterwards and intelligently not added before “Smart Cut and Paste”.

31 of 165



Diamond Keys
Diamond keys let you use the Control Key for advanced navigating and editing keyboard shortcuts.

Mariner Write supports the following diamond keys:

Control E Moves Cursor Up
Control X Moves cursor Down
Control S Moves cursor to the Left
Control D Moves cursor to the Right
Control A Moves cursor to the top of the document
Control F Moves cursor to the bottom of the document
Control C Moves cursor to the top of the next page
Control R Moves cursor to the bottom of the previous page
Control Q Moves cursor to the beginning of the next line
Control Z Moves cursor to the beginning of the previous line
Control T Scrolls to the top of the document
Control V Scrolls to the bottom of the document

Control | Types a tab character

Control M Types a carriage return

Note: Turn off Diamond keys if you wish to type characters requiring the Control key.
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Inline Graphics Only
When importing or pasting a graphic, Mariner Write normally displays a dialog allowing you to choose between an object
or character element. Select this check box control to always enter graphics as inline characters (graphic flows with text).

Note: This is helpful if you plan to export the file since many export file formats don't allow graphics to be stored as objects.

Drag Selects
Select this control to select control characters (CR, Soft Return, Page Break, etc) when you drag the mouse past them.

Number of Undos
The Undo Levels pop-up lets you select the number of undo levels—up to 10.

For detailed information about using Undo and Redo, see the Undo section in Chapter 3, Entering and Editing.

Date
Use the Date pop up menu to specify which format to use when using the “Date” menu command in the Insert menu.

Indent In/Out

Use the edit field to specify how much space to offset the paragraph left and first indent when using the Indent In and In-
dent Out commands. The Indent commands are located in the Justify menu (style ribbon), and also as buttons in the tool
bar.

Bulleted List
Use the edit field to specify how much space to move the paragraph left indent when using the Bullet command. The Bul-
let command is located in the Justify menu (style ribbon), the Format menu and also as a button in the tool bar.

Superscript and Subscript Offset
Use this field to specify how many points of offset to apply when using the script commands in the Style menu. Custom
offsets can be applied by using the Character command in the Format menu.
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Show Style Change Dialog
Enabling this checkbox presents a dialog when applying a style to a character range or paragraph that previously was as-
signed a style.

When you attempt to Apply the new style over
an existing style the Apply Style sheet dialog

appears. Apply Style Sheet
The name of the style is displayed next to Style Name: Footnote Style

Style Name:

The options are: (®) Reapply the style to the selection

) Appl | in r es
Reapply the style to the selection () Apply style saving user chang

) 1 . . '/ -\‘
Apply style saving user changes __ Don't show this dialog  ( Cancel ) ( OK )

Don’t show this dialog - Sets the default
behavior to Reapply the style to the selection without displaying this dialog.

Click OK to apply the style.

Note: If you apply a style over an existing style, or modify a text range with a style, the name of the style will appear with a “+” plus
symbol to denote that it is the assigned style ‘plus’ some other change(s).
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Default

For New Documents

Select either Use Preferences
These Settings to apply
the settings of this
pane to New Docu-

For N ments:
ments or Use Default or New Documents

) = Use the settings in this pane for all new documents {don't
Document to use a () Use These Settings use the Default Document feature).
copy of your default

(®) Use Default Document Use the settings in this pane when importing files. (Use

" Display Edit | Default | Ruler Language Files Keys Openj

.

document for a new the Default Document for new)
document. e
Margins:
Font:' Helvetica (= ] Size: | 12 - ——
For more information on R Left: 1.00 in
making a Default Docu- Units:' Inches . :] —_—
ment, see Chapter Work- - Top: 1.00 in
ing with Documents _
} . Right: .00 1in
Attributes [ﬂ Show Ribbon [Z] Page Layout View . &
M Show Ruler M Show Page Guides Bottom:  1.00in

The remaining items
on the Default Panel
are document attribut-
es, used when import- \
ing text documents, ( Cancel ) ok )
creating a New Empty
Document, or for all
new documents (see Apply to New Documents above).

Font, Size, Units, Show Ribbon, Page Layout View, Show Ruler, Show Page Guides, Margins (Left, Top, Right, Bottom)
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Ruler

Preferences

Ruler Zero Mark

" Display  Edit Default | Ruler | Language Files Keys  Open

The ruler’s zero mark can be

eLIigned Wgh the left edgﬁ of Ruler Zero Mark at: @ Snap to Grid

the printable area. But this ~ - it Chi

can make it difficult to posi- b4 Palper Edge | :li“ttogsghlleftplize?:rﬁne
tion a tab or margin relative @ Print Edge —

to the page edge. Align the
ruler zero mark to the page
edge or left edge of the print-
able area. To align the ruler
zero mark to the page edge,
select the Paper Edge radio
button. To align the ruler zero
mark to the left page margin,
select the Print Edge radio
button.

. { Y
Snap To Grid ( Cancel ) (0K )

Forces ruler elements (tabs
or indents) to 1/8 inch increments when dragging.

™ Click Sound During Drag

Click Sound During Drag

Select the “Click Sound During Drag” check box to play a click sound when dragging a ruler element (tab or indent).
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Language

Preferences

Using Text Services ' Display Edit Default Ruler = Language Files Spelling Keys Open |

(Non-English Languages Only) ™ Text Services Synchronize:

With Text Services enabled, users |  Enables Inline input M Font to Script

with non-English languages can method for double byte  Change the keyboard script to
languages. match the selected font.

enter text directly into the document
window in place of using the Text

Services conversion window. M Script To Font

Change the font to match the

Syncing Script to Font keyboard script when typing.

With Synch Script to Font enabled,
users with non-English system
software can enter text in English
or any other language scripts in-
stalled with the system software.
The current language script ( Cancel ) € oK )
changes to reflect the location of ' ' ' '
the insertion point. For example, clicking in a paragraph written in Kanji automatically changes the current language script
to Kanji.

Regardless of the setting of the Synch Script to Font control, choosing an English font from the Font menu automatically
changes the script to English.

Note: International language scripts also contain a Roman character set. As a result, placing the intersection point within text that ap-
pears to be Roman may not change the script to English. Instead, the script changes to the language script used to create the text.

37 of 165



Syncing Font to Script

Mariner Write saves the last font and text size used when the current International language script changes. To restore the
last font and size used when the script is re-selected, enable the Synch Font to Script command.

The following defaults are used when the language script is selected for the first time:
Script Font
Roman Geneva
Kanji (Japanese) Osaka
Simplified Chinese Beijing
Traditional Chinese Taipei

The default font for scripts not listed is the first default application font of the script. The default font size is the last size
selected by the user or the default system font.

Note: With Synch Font to Script enabled, you cannot enter Roman characters using a non-Roman script. Upon typing English char-
acters, the font and size will change to Geneva or the last font and size settings selected.
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Files

Saving Automati- ... references

cally ~ | Display Edit Default Ruler Language | Files = Keys Open |
Mariner Write will . )

save files automais M Automatic Save Every: | 10 Minutes

cally at the interval . e—

specified in the ™ Make Backup Copies: 5 (In Folder...) ( In Same Folder )
Minutes edit field. In Same Folder

Note: the file mustbe | W] Default Documents Folder (" Folder... )

previously saved, Un-

titled new files are not
auto-saved.

ESave Using Original Format | Save RTF as TEXT
8 Resize Stationery Documents || Translate TEXT Files

Save default file as: | Mariner Write 3]

( Cancel ) (-—OK—)
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Making Backup Copies

—a

When saving an existing file, Make Backup Copy retains a copy appending the time and date

on the end of the file name. Click the Backup Folder... button to specify a folder location to s

place backup copies, or click In Same Folder to place copies located in the same folder as the

original file. Mariner Write 3.9
. : . o Rocks!.mwd

Specify how many backup copies you want to keep in the edit field.

Warning: if you choose to place backups in a single folder, documents using identical names will

overwrite each other and backup copies may be lost.

Saving Using Original Format

Mariner Write normally will prompt you with the save dialog when you save an imported Mariner Write 3.9 Rocks!

file. This action verifies that the format and location are correct. Choose Save Using Origi- Backups.BU

nal Format to save imported files (for example TEXT or RTF) in their original format, with-
out displaying the save dialog.

Saving RTF as TEXT

Mariner Write normally will save rtf format files using the system defined RTF filetype. Older programs may not recognize
this filetype, choose this option to save rif files as TEXT documents.

Note - Mariner Write reads rtf files using either filetype.
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Keyboard
shortcuts

Allows custom
command keys to
be set.

To set a custom
keyboard short-
cut:

© Double-click
an item in the list.

A sheet appears.

(2] Type a key-
board shortcut.

© click OK.

Note: Each key-
board shortcut
must contain the
command key.

- Preferencs

—{ Display Edit Default Ruler Language Files | Keys | Open }—

Menu:[ File Hq

Double Click to Edit

MNew Al
Open... %Om
Close

Save N
Save As... <y 385
Save a Copy As... -
Revert 4
New Empty File v

( Cancel ) M
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Open
Allows the startup . Preferences

?cgon tobespeci- ! pisplay Edit Default Ruler Language Files Keys | Open |
ied.

On Startup:
Choose one of the (
following options: O Do nothing
- Do nothing (*) Open new file
. Open new file (0 Display open dialog

. ) () Open files from previous session
- Display open di-

alog

« Open files from
previous session

Click OK.

( Cancel )  OK )
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Document Display Options

Line Numbers

In this chapter:

- Line Numbers

Line numbers let you easily reference important portions of your docu- - Background Color
ment.

l_ Line Numbers

How do | love thee, let me count the lines.

1
2
Z |l love thee to the depth and breadth my
4 |document can reach.
5
To display lines numbers, choose Line Numbers from the ShowlHide Page Margins
menu. Line numbers are shown for each line containing a character, in- Page Guides
cluding non-printing characters such as Tab and Return. Document View Modes

Split Pane View

Line numbers display to the left of the left page margin in 9-point Geneva
text and automatically print if there is enough space between the page
margin and the left side of the page.

Note: Line numbers don't display in header, footer, or footnote windows.

To see if there is enough room to print line numbers, choose Print Preview from the File menu. If line numbers are not vis-
ible in Print Preview, increase the printable page area by:

* Increasing the page margins through the Margins command.
* Increase the printable page area through the Page Setup dialog.

Note: The Printer and Page Setup dialogs are specific to the output device and may not contain controls for changing the printable
page area.
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* Move the left margin through the Ruler or Paragraph command.
For detailed information about the Print Preview feature, see the Print Preview section later in this chapter.

For detailed information about Line Number Options, see the Document Options section in Chapter 4 (Formatting Text).
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Background Color

Most of the time, you’ll type black text on a white background. To change the background color of your document choose
Document Options in the Format menu. Choose one of 80 preset colors in the Color pop-up menu, or choose Other to
create a custom page color.

Note: To change text color, use the Text Color command in the Style menu.
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Working with Page Margins

Because of common printer limitations, the area where you can enter type is usually not the same as the full page size.
The distances from the page edges to the respective edges of the printable area are called the page margins.

Since the page margin can be only as large as the maximum printable
area, the values you can enter for each margin depend on the printer
selected in the Chooser. The size and orientation of the printable area
are controlled by the Page Setup command.

N[/

To set the page margins:

_ Printable
1. Choose the Margins command from the Format menu. PEQE Area
2. Enter values for the top, left, bottom, and right margins. If you want
the area where you can type to be the same as the maximum print-
able area, click the Maximum Print Area button.

Page Guides

The page guide is the non-printing box that defines the document area.
The page guide appears as a light blue box.

To show or hide the page guide, choose Show Page Guides from the ShowlHide sub-menu (View menu).
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Document View Modes

Mariner Write provides two ways to view your documents while you work.

- Page Layout View, or “WYSIWYG” (What You See Is What You Get) view, displays your document as it will be printed.

- Condensed View. Page margins, object graphics, headers, and footers do not display on-screen but appear in print.

To switch between views, select either mode form the View menu.

CHEAIG
Wa'we Sasa ovar this. Schodyta
loeking for a :'.',:lu-l‘:""."l'l!'-!nl':
Wittry ecouamic ciisata.

LiocTe
Wall, you Ioow, cayse aceathing alas
uatil this shcie puppet taiag turos
aoomd.

CEAIG
(=ittariy)

LoeT
[mtgha)
Craty, sarycas caa't e Deoak
pry ]

B [Emat)
Wall, gril wocoma ars aiting. Do ooeoa
farce?

CHEAIG
What?

1omTx
Weould you chack iz o Eiijah? Na sseca
te e Littla mdar tha sesthar thla
soralag.

CELIG
Which cos ia Elijas agaia?

1omTx
Tha =onkay.

CAAG
Taah. Okay.

INT. CGADG MID LOTTTT 5 GMAMGE - MO DG

Tha placs im & oman. Vivaldi Hlats through
chass apsakacs.

A amall caricostie stage stauds in the Dack of
tha garaga
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CoT Tl
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Wa' s Saan ovar thia. NcEady'a
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Lo
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CEADG
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LoeTe

Would you chack Lo on ELijah? s msaca
to e oa Littla undar tha sesthar thils
soxniag.

CERDG
Which zos La Elijah again?

LoeTe
Tha =mkay.

CERDG
Taalh. CRay.

COT T

INT. CHADG D 1OOTE" 5 GAAMGE - MDGEN NG

Sha place ia a cmas. Viwaldi Hlasts through
chady EPSdkara.

A small caricostte stage stamds Lo the Dack of
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malletic piafe. Scoa the puppet La leapiag md
[ L 'E\.'c'ah NracE, Soval that ona weald
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Split Pane View

Mariner Write lets you view different parts of a document at
the same time by splitting the document window horizontal-
ly. Once split, you can scroll each window part indepen-
dently.

To split a window, drag the pane control located above the
topmost vertical scroll arrow.

-or-

Double-click the pane control to divide the window in half

T _—i-— Pane Control
o é, v

To un-split the window either:

- Drag the pane control back above the upper scroll
arrow.

- Double-click the pane control.

®00 Word 97 binary file format.mwd

& z | BTl &T

@ @ 9] T &7 abe

Save Print  Undo Indent Indent Out  Spell Check
o S T T Y . T
No Style EEB[Book Antigua E@[Haivﬂex{ B

SPRM Definitions

A sprm is an instruction to modify one or more properties within one of the property defining data
structures (CHP, PAP, TAP, SEP, or PIC). A sprm is a two-byte opcode at offset 0 which identifies the
operation to be performed. If necessary information for the operation can always be expressed with a fixed
length parameter, the fixed length parameter is recorded immediately after the opcode beginning at offset
2. The length of a fixed length sprm is always 2 plus the size of the sprm's parameter. If the parameter for
the sprm is variable length, the count of bytes of the following parameter is stored in the byte at offset 2,
followed by the parameter at offset 3.

Three sprms - sprmPChgTabs , sprmTDefTable, and sprmTDefTable10 - can be longer than 256 bytes. The
method for calculating the length of sprmPChgTabs is recorded below with the description of the sprm. For|
sprmTDefTable and sprmTDefTable10, the length of the parameter plus 1 is recorded in the two bytes

i e

paragx:aph ‘inherited its default character and paragraph properties. CHPXs recorded for the text within the
paragraph and PAPXs recorded for the paragraph itself encode changes that the user has made with respect
to the style's default properties.

FKP (Formatted disK Page):

A data structure that fits in one 512-byte page that encodes either the character properties or the paragraph
properties of a certain portion of a Microsoft Word file. An FKP consists of four components:

1) a count of the number of runs or paragraphs described by the page.

2) an array of FCs recorded in ascending order demarcating the boundaries between runs or paragraphs
that are recorded adjacent to one another in the Word file.

3) In character FKPs an array of offsets within the FKP in one to one correspondence with the array of FCs
that locate the properties of the run that begins at a particular FC.

In LVC FKPs an array of offsets within the FKP in one to one correspondence with the array of FCs that
locate the LVCXs that describe the run that begins at a particular FC.

In paragraph FKPs an array of BX structures follows the array of FCs in one to one correspondence with

the array of FCs. Each BX begins with an offset that locates the properties of the paragraph that begins at a
particular FC. The remainder of the BX contains a PHE structure that encodes information about the height
of the paragraph that begins at that FC.

4) a group of CHPXs if the FKP stores character properties, a group of PAPXs if the FKP stores paragraph
and table properties, or a group of LVCXs if the FKP stores paragraph level and numbering cache
information

To find the CHPX/PAPX corresponding to a particular character in a document, calculate the FC coordinate
for that character. Then search through the bin table (see next entry) for the type of property you want to
produce, to find the FKP in the document stream whose array of FCs encompasses the FC of the document

Page 34 [100% B
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Selecting Documents

To bring a document to the front, click any visible portion of the document or choose the document name from the Window
menu.

The frontmost, sometimes called the active, document is marked with a check. Other documents are listed in the order in
which they were opened or created. The most recently opened document appears at the bottom of the list.

Help
|

Close Window W
Zoom 38/
Minimize Window M
Bring All to Front
Cleanup »

Current Document ——— =+ Write 3.7.3 User Guide 08.mwd
Test.mwd

Most Recently ————=  |mportant stuff.mwd
Opened Docuemnt T ———————
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Arranging Windows

The arrange commands automatically move and resize your Mariner Write documents so a portion of each document is
always visible. The arrange commands don’t move the tool bar.

The Clean Up Windows sub-menu (View) contains four arrange commands: Stack, Cascade, Tile Horizontal, and Tile Ver-
tical.
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Stack

The Stack command arranges all windows so you can
view the window titles at the same time. In addition, the
right sides of the document windows are aligned.

Cascade

The Cascade command is similar to Stack except the
right side document edges are offset.

‘ Write

File Edit

View Format

Untltled 2
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Tile Horizontal ® Write File Edit View Format Insert Font Size Style Window © Help

"Teoor Kerning How to.m... T® O O = Word 97 binary fil... &

Tile Horizontal arranges windows lengthwise =
so that each window is fully visible. The ;@ ;,,@; f—? L,j] = S;@ ﬁ@; ? N
frontmost window is positioned at the top of ‘ ' ' '

%.’.l..z.l..-’:l..‘!|..é|..§|..?|..'§|..?l.‘.%‘.‘.l.‘.z.l. g.‘.|..2.|..3.|..‘!|..$i..5.|..7.|..%.?l.‘.‘?l.‘.‘.l.‘.ﬂ..
the main monitor. [*DefadtStye | 5@0 Moswe  IE=EJ—=JE=J@

i —

Wt ans Butin

[N’
A
= v
Page 1/2 [25% /4
o0 0 Untitled 2 =

Be 9 E »

Save Print : Undo : Bullet

A121 3141 81 81 1. 8. 21301332

eDefadt Style | =3 U

Page 1/1 [25% .|
O O O 7 labelsheet_Avery_... €O

g4s 9 E -

Save Print : Undo : Bullet
L2131 AKS)L 81 7L B8 I T 12,

e ) = o [

I

Page 1/1 25% .

e
A
v
W
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Tile Vertical

Tile Vertical arranges windows by height so that each window is fully visible. The frontmost window is positioned at the left
size of the main monitor.

® Write File Edit View Format Insert Font Size Style

Window € Help
"eeor Kerning How to.m... =]e06: labelsheet_Avery_... €O

O O O 7 word comparison.... =]lo0ooe Untitled 2 O @O O  Word 97 binary fil... =3

B 9 E HJE8 9 E B8 9 E HEBS 9 B A=

Save Print | Undo : Bullet Save Print | Undo : Bullet Save Print | Undo : Bullet Save Print

[T T S TR TR TS T T e T T T T T (O TR T TR

1234’56.89101112 1) 2 3, 4 5 6 7
: al ..|...|..<|...|...|..,|8|...1...|...|...|... T Pt Pl PO P A P
No Style JEJE s J[H |[-Defautstye . IEIEO

i Undo : Bullet
T2 304587, 8L 21T 02,

[oetaestye | [=J[= [« ]

Mosye — B=B[—BB0

[eoefadestye | [=J[= [« ]

N

Page 1/1 25% .
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Setting Document Scale

Use the Zoom pop-up menu at the bottom of each document window to view your document at different magnifications.
You can choose from seven different magnification levels ranging from 25% to 400%.

Changing the magnification automatically scrolls the document to

display the insertion point or selected text range. If the entire select- |

ed text range can’t be displayed, the document is scrolled to display 25%
the beginning of the selected text range. | 50%

75%
v 100% Actual Size
125%
150%
200%
400%

Other (100)...
Fit Width

Fit in Window
Page 1/1 100% ¥
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Resizing Windows

To automatically size a document to show the page guides, choose the Size to Page command in the View menu.

m Format Insert Fo

e 4 Page Layout View

h

.8 Condensed View 13

= v Text Smoothing =
Show | Hide >
Ruler Units >
Scale 2

Scroll to Selection
Go To Page...

Size To Page

Customize Toolbar...
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Go To page...
Page 41/109

Navigates between pages without scrolling.

To change the current page: Go To Page
O ciick anywhere in the Page Number area located on the Enter Page Number

bottom-left corner of the document window, or use the Go To

Page command in the View menu. Page: 1 (%]

® Entera page number and click OK or click the Cancel but-
ton to return to the document without changing the current

l/—\\
page. ( Cancel ) [ OK )

Navigating by Keyboard

On an extended keyboard, press the Home and End keys to scroll to the top and bottom of the current document. Use the
Page Up and Page Down keys to scroll one page forward or backward.

You can also use the arrow keys to move the insertion point.

For detailed information on using the arrow keys, see the Entering Text section in Entering and Editing Text.
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Showing the Selection

As you scroll, the insertion point or range of text
you’ve selected may move out of view.

Choose Show Selection from the View menu to
have Mariner Write automatically scroll the
document to display the insertion point or range
of selected text.

Tip! Typing a character also scrolls the document to
display the insertion point. Mariner Write does not
insert a character when the enter key is pressed, so
will scroll to the insertion point without entering a
character.

®0o + Fargo.rtf =]
¥ | @
=0 SF l_l A| T €T e 2
Save Print  Undo  Bullet Invisibles Indent Indent Out 5 Spell Check Find
e, O L2 3., . A, Y N
M-EE- Courier E 13 E- Pain Text E---
MARGE
Hon?
NORM
(off)
Yah?
MARGE

Prowler needs a jump.
HIGHWAY

Two police cars and an ambulance sit idling at the side of
the road, a pair of men inside each car.

The first car's driver door opens and a figure in a parka
emerges, holding two styrofoam cups. His partner leans
across the seat to close the door after him.

The reverse shows Marge approaching from her own squad
car.

MARGE
Hiya, Lou.

LOU
Margie. Thought you might need
a little warm-up.

He hands her one of the cups of coffee.

MARGE
Yah, thanks a bunch. So what's
the deal, now? Gary says triple
homicide?

Page 39/113 [100% M
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Invisible Characters

Invisible characters are helpful to see formatting like page breaks, tabs, or carriage returns.

To view non-printing characters such as tab, space, and return:

1 Check the Show Invisible Characters in the ShowlHide menu or press the Invisible Characters button in the tool bar.

1

Mariner Write uses the following symbols to represent invisible characters.

Carriage Return ———1
Research-and-Development+ %34- -—— Line Feed

Page Break ,..D'StEH 549 T

Tab Stwop

Note: You can hide regular characters by using the Hidden text style. For detailed information about using text styles, see Chapter 4,
Formatting Text.

Tip! You can set the color of invisibles in the preferences under Display.
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Showing Document Information

Use the Count command to find

out how many paragraphs,

lines, words, characters, pic- Count
tures, and date/time or page
number fields are contained in

your document. Separate val- Footnote Header/Footer Document Total:
ues are shown for the main Paragraphs: 0 5345 5345
body, Header, Footer, and Lines: 5514 5514
Footnote.

16652 16652

0
0
Roman Words: 0
0 137760 137760
0
0
0

Note: The Roman Words field dis- = Characters:
plays the number of standard Bytes:
English words. Some languages - .
use a different criteria for defining Pictures:
a word. The Bytes field is provid- Fields:
ed for 2 and 3-byte languages.

The Fields item counts page

number and date/time fields.

143104 143104
0 0
0 0

OO OO OO

4 \} ‘/ '\'
< Selected Text > B « Document ) ( Done )

To view information about your
document or selected text:

0 From the menu. choose File> Count

A dialog appears.

@ Click the Selected Text or Document button to view information about selected text or about your entire document.

0 Choose the Done button to return to the document.
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Printing Documents

In this chapter:

- Page Setup

Page Setup « Print Preview

« Printing
The Page Setup command lets you change the page orientation, size, and » Print Options
scale. As the Page Setup options are device specific, refer to your printer « Print One Copy
documentation for specific Page Setup information. » Print Envelope

Settings: | Page Attributes B
Format For: ( Any Printer m
Paper Size: | US Letter 4

8.50 by 11.00 inches

Orientation: m Ts

Scale: 100 %

@ ( Cancel ) ( OK )

60 of 165



Print Preview

Print Preview is a helpful way to see how your document will look when printed.
@ cChoose Print Preview from the File menu

® To view the next page, click the Next button.

© To view the previous page, click the Previous button.

O i you know the number of the page you want to view, click the page number indicator at the bottom-left corner of the
Print Preview window.

O AGoto Page Number dialog appears.
O Enter the number of the page you wish to view.

0 Press OK.

To make changes to the page setup dialog while in print preview mode, click the Setup button.
Note: EPS Graphics will not appear in the print Preview Window, they will print, however.

An alternative way to see a print preview is to use Mac OS X's built in Preview command when Printing. Select Print from
the Toolbar or from the File menu. A Print dialog appears. Press the Preview button. The Preview application appears and
your document is displayed as a pdf.
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Printing

Print

To print the current
document:

Printer: | Adobe PDF 7.0 = @

@ if you want to Presets: | Standard 3
change the size, ori-

entation, or scale of Copies: | 1 ™ Collated

each page, choose

Page Setup from the Pages: () All

File menu. () From: 1 to: 1

4»

L Write '

O i you want to see
how your document Print: Page Order:

will look when printed, @AII Pages @ Forward Print Background Color

choose Print Preview ~ = - _
from the File menu, or O Odd Pages () Reverse _ Collate Copies

press the Print Pre- (U Even Pages
view button in the tool
bar.

. . ' . N . ' N .
@ ( PDFv ) ( Preview ) ( Supplies... (_ Cancel ) ( Print )

9 Choose Print from

the File menu or
press the Print button in the tool bar.

O select the desired options and press the OK button to Print or press the Cancel button to return to the document with-
out printing.

The dialog box that appears when you select Print is printer specific. See your Macintosh or printer documentation for in-
formation on installing printer software and selecting printing options.
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Print Options
The following print features are available in the Print dialog.

Print: All Pages / Odd Pages/Even Pages -Prints only odd or even numbered pages. This simplifies printing on
both sides of a page (duplex).

Note: Print Odd Pages/Print Even Pages uses the actual page numbers, not page numbers inserted using the “Insert Page
Number” command.

Print Background Color - Enable to print the document background color.
Note: The control is only active when a document background color is not white.

Collate Copies - Printing multiple copies of a document usually results in several copies of page one followed by
several copies of page two, which you must collate by hand. Instead, choose Collate to print one copy of the doc-
ument in its entirety, then a second copy, etc.

Note: Collated printing takes longer as the document must be re-processed for each copy requested.

Page Order: Forward/Reverse - Forward prints pages in 1, 2, 3 order while reverse prints pages in 3, 2, 1 order.

Print One Copy

Choose Print One Copy from the File menu to print one copy of your document. This is a shortcut to choosing the Print
command and pressing the Print button.
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Printing Envelopes

Here’s how to print an envelope:
© From the File menu select Print Envelope...
A dialog appears.

O Entera Delivery and Return Address.

© Set the format of the addresses (font, size,
style) by clicking the Format button near the ad-
dress you which to change.

O select options (See the next page for a list of
the options and their descriptions.) and then click
Print.

Print Envelope

Return Address:  ( Format... ) Delivery Address: ( Format... )
S———————— S———————

John E. Appleseed |
224 Jobs Way
Cupertino, CA 95014

Options:

Envelope: | Monarch #8 4 _ Delivery Bar Code
3-5/8inx6-1/2in ‘__‘ FIM-A Courtesy Reply
Feed Printer Nudge __ Swap Return & Delivery

@ 0 «® ] Omit Return Address
1

0 (PageSetup.. ) _Center Address Vert.
Center Address Horiz.

| |
—

( Addresses... ) [ Print (" Cancel ) ( OK & Save )

Note: The Return Address can be saved to automatically appear by entering the address and clicking the OK & Save button.
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Envelope printing options
Envelope: Sets the type of envelope you which to print.
Feed - Determines the direction and orientation with which you insert the envelope into your printer.
Printer Nudge - Moves the print alignment in tiny increments vertically or horizontally to finely adjust the result.
Page Setup - Opens a dialog where you chose paper size and orientation.

Delivery Bar Code - Prints a Code 3 of 9 bar code on the envelope which may reduce your cost to send the letter
(check with your local post office).

FIM-A Courtesy Reply - Prepares a Courtesy Reply mail by printing a FIM A code (Postnet font required).
Swap Return and Delivery - Juxtaposes the return address and the delivery address.
Omit return Address - Omits the return address when printing.
Center Address Vertically - Centers the delivery address on the envelope vertically.
Center Address Horizontally - Centers the delivery address on the envelope horizontally.
Addresses... - Opens a dialog where you can add or retrieve addresses you often use.
Print... - Begins the printing operation.
Cancel... - Cancels the changes you’ve made and dismisses the dialog.

OK & Save... - (Default) Saves the addresses and dismisses the dialog
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Entering Text and Editing

Entering Text

In this chapter:

- Enter and select text

To enter text in a new document, simply type. The insertion point, a blink- - Control word wrap
ing vertical bar, marks where the next characters appear as you type. The - Cut, copy, Drag and Drop, and paste

insertion point also marks where pasted text or a graphic is inserted. plain and styled text
+ Insert a Date/Time or Page Number

stamp

« Use other related entering and edit-
ing features

« Working with hyperlinks

The insertion point

Here comes the next +—
Here comes the mnext word||

To change where you want to type, simply click where you want to position
the insertion point.

Note: You can position the insertion point only to the left or right of an existing character. As such, you may need to repeatedly press
the Return or Enter key to move the insertion point to a location that doesn'’t already contain text.

You can also move the insertion point one character to the left or right by pressing the left or right arrow key. Pressing the
up arrow key moves the insertion point to the line above. Pressing the down arrow key moves it to the line below.

Word Wrap

As you type, words automatically flow, or “break”, to the next line when you reach the right margin marker. This is called
word wrap.

Text wraps at the right margin marker.

ﬁ. P P . Zﬁ_‘.— RightMarginMﬂrkEF

A committee is a group that keeps
minutes but loses hours)
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Note: For detailed information about using and setting margins, see the Changing Margins section in Chapter 4, Formatting Text.

In addition to the space character, lines also wrap on the Soft Hyphen character. For detailed information about using the
Soft Hyphen, see the Soft Hyphens section that follows.

If you don’t want a line to break between words, type a non-breaking space between them. To type a non-breaking space,
hold down the Option key and press the space bar.

ﬂl.g.l.l.]l.l.l.l.zlﬁl.lD|.§.|.|.1|.|.I.|.2|&,|.I
| enjoy reading Arthur | enjoy reading
C. Clarke Arthur C. Clarke
Regular Space Character Mon-breaking Space (option-space)

between ‘reading and "Arthur”

Using Soft Returns

The left and right margin markers let you adjust the horizontal position of each paragraph. To move the text insertion point
to the next line without starting a new paragraph, press Shift + Return key. This is called a Soft Return or Line Feed.

- A.mwd
3

Dl .5. [ .]|
People-change-and-forget-to-tell-
each-other.— «+———— Soft Return (Shift Return)
Change-is-inevitable-q

E' N T

Example: Using a soft return aligns the next line with the Left Indent, instead of starting a new paragraph and moving the text to the
First Indent location.
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Soft Hyphens
There may be situations where you want the option of having a line break within a word instead of between words.

The Soft Hyphen character lets you split a word across lines. A.mwd

Note: Soft Hyphens are visible only when a word splits or when E R - T - Y 1
showing invisibles.

To insert a Soft Hyphen, position the cursor where you want

I -
the word to split and either: 5 A.mwe

Eg.|.|.|.1|.|.|.|.2|.|.|.|.3|.|.|ﬁ.

Although I'm not certain, | suspect Ento-
mology software is buggier than most.

‘Jﬂ.ltl—-nunl—- 1F s mmite omommtmiom | oma vmsmmm e C oot o] o o

+ Choose Soft Hyphen from the Insert menu.

« Type Command-Shift-Dash (or Command-Shift-
Minus).

N _ Right margin moved to the left; Word breaks on
To remove a Soft Hyphen, position the cursor to the right of the Soft Hyphen
Soft Hyphen and press the Delete key.
Selecting Text

You must select text before you can edit it or change its appearance.
Selected Text
Evil is the on which good

sharpens itself,

You can use the mouse, keyboard, or a combination of both to select a continuous range of text. The simplest method is
to drag across, or highlight the text you want to select.
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Selecting by Dragging

To select text by dragging:
© Position the I-Beam cursor in front of the first character you want to select.

I— I-Beam Cursor

Position the I-Beam in
— front of first character.
The mnreﬁ waht to get something
done, the less | call it waoark,

(2 Drag over the text, including the last character you want to select.

RIS | v ant to get something
done, the less | call|[ly

Drag to include
t the last character.

Dragging past the edge of the document window automatically scrolls the document in that direction.
Selecting by Keyboard

To select text by using the keyboard:

© Position the I-beam cursor in front of the first character you want to select.
@ Hold down the Shift key.

© Press the Left or Right Arrow key to extend your selection by one character to the left or right.
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O Press the Up or Down Arrow to extend your selection to the nearest character in the line above or below your insertion

point.

(1) Insertion point placed

Mature l§|i'-.-+35 voul the face wou have at
TwWenty; it is up to wou to merit the
face vou have at fifty,

(3) Shift-Right Arrow

Mature giﬁs voul the face vou have at
Tweenty) it is up o vou to merit the
face vou have at fiftyw,

(2) Shift-Left Arrow

Mature giﬂes voul the face wou have at
TwWenty; it is up to wou to merit the
face vou have at fifty,

(4) Shift-Down Arrow
Mature gig
IREN SR (5 L o wou To merit the
face wou have at fiftyw,

es vou the face vou have at

When dragging is inconvenient, such as when you want to select all the text on multiple pages, use the Shift-click tech-

nique.

To select text by Shift-clicking:

© Position the I-Beam cursor in front of the first character you want to select.

® Hold down the Shift key and click behind the last character you want to select.

If the last character isn’t visible, use the scroll bars or Go To feature to change the visible page. For detailed information
about using the Go To feature, see the Go To section in Chapter 2, Working with Documents.

To increase or decrease the size of your selection, repeat step 2 above or any of the selection techniques previously de-

scribed.
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Multiple Text Selections

Selecting multiple ranges of text is particularly useful for select-

ing single column of tabbed data arranged into columns.

To select multiple text ranges:

© select the first text range using one of the previously de-

scribed methods.

Multipletext selections

R nan’s accomplishiments in life are the cumulative effect
RS to detail, A rman’s accormplishments in life
IR g Rl g W EVW W= Tt of his attention ta detail, &
(0= - gl [ g l=ge i life are the curmulative effect
of his attention to detail.

Discontiguoustext selection

© Press the Shift and Option keys and select a second text

range.

Text Selection Shortcuts

Eill [ |arnes Tracy
CPU {Quadra) [0 650 650 710066
F &0 SeME  EASLE 16ME 16ME

Drizk. el (0 kE 140ME 160ME
Free Dizk ahE a2MEB 102ME 100ME

Use the following shortcuts to select a word, sentence, or paragraph.

. Double-click to select a word.
Triple-click to select a sentence.

. Quadruple-click to select a paragraph.
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Editing Text

Use the standard Macintosh Edit menu commands to cut, copy, paste, or clear selected text.
Cutting

Choose Cut (Command-X) from the Edit menu, or press the Cut button in the command bar, to remove your selection
from the document and place it on the Macintosh’s built-in Clipboard. The selection cut replaces the previous Clipboard
contents.

Once on the Clipboard, you can paste the selection into another Mariner Write document or into another application’s
document.

To delete a selection without placing it on the Clipboard, choose Clear from the Edit menu or press the Delete key or
Backspace key.

Clearing
To delete a selected range of text:
. Press the Delete, Backspace, or Forward Delete key.

Note: The Forward Delete is available on extended style keyboards only. It is located below the Help key and to the left of the End
key.

To delete the character to the left of the insertion point:
. Press the Delete key
To delete the character to the right of the insertion point:

Press the Forward Delete key. The Forward Delete key is located below the help key on an extended keyboard.
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Copying

Choose Copy (Command-C) from the Edit menu, or press the Copy button in the command bar to place a copy of the se-
lection on the Macintosh’s built-in Clipboard. The copied selection replaces the previous Clipboard contents.

When you use the Copy command, the document doesn’t change. When you use the Cut command, the selection is re-
moved from the document.

Once on the Clipboard, you can paste the selection into another Mariner Write document or into another application’s
document.

Pasting

Choose Paste (Command-V) from the Edit menu, or press the Paste button in the command bar, to replace the current
selection with a copy of the Clipboard contents, or to insert the contents of the Clipboard at the insertion point.

Pasting at the insertion point After paste

The traged:y of life is what dies The tragedy of life is what dies

inside a rman wwhile hEI inside a rman swhile he Ii~.fe::l
Pasting into a selection After paste
Wisdorm is knovwing when Wisdarm is knowing when
can't be wise, voul can’t be wise,

When you paste Mariner Write text into another Mariner Write document, the text maintains the same paragraph format-
ting and text style when it was cut or copied. Text formatting may be lost when Mariner Write is pasted into another appli-
cation’s document.

Pasting Plain Text
When you copy or cut text, both the characters and character styles are placed on the Clipboard.

To ignore all text styling and paste plain text only:
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© Choose Paste Special from the Edit menu.

O select the Plain Text radio button in the dialog that appears.

Stvled text copied to the Cliphoard Fazted with Flain Text option

Howe bold of vou to gpEciae Howe bold of vou to SREEl

hier and hirm u:nut!| her and hirm out! Hovw bold
of wou to shadow her and box
hirr out!|

Pasting Text Attributes
When you copy or cut text, both the text characters and styles are copied to the Clipboard.

To paste only the attributes of the Clipboard text:

© select the text having the attributes you want to apply to another text selection. If a range of text is selected, only the
attributes of the first character in the selection is pasted.

© choose Cut or Copy from the File menu, whichever is appropriate.

© Sselect the text to which you want to apply the attributes. If no text is selected, the attributes are applied to text entered
at the insertion point.

O Choose Paste Special from the Edit menu. Select the Attributes Only radio button.

Styled text selected
and copied

D E' just, New text selection

7 M Paste Special
0 Lsth p ’
Do #7 Apply Style option

oo 77 IR,
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Drag and Drop
You can Drag and Drop text instead of cutting, copying, and pasting.

To activate Drag and Drop, select Drag and Drop in the Application Preferences dialog. To display the Application Prefer-
ences dialog, choose Options from the Preferences sub-menu. The Preferences sub-menu is located in the File menu.

To move text using Drag and Drop:

© select the text you want to move.

| "want to get m sormething
done, the less | call it .

0 Position the cursor over the text selection.

| wweant to get sormething
done, the less | call it .

(3] Drag the text to the new location. As you drag, the text insertion point marks where the
text will be inserted when you release the mouse.

| want to get Nagg sornething
done, the less | call ith-

0 Release the mouse button.

| want to get something done,

the less | call it m

To copy text using Drag and Drop, follow the same steps as above while holding down the
Option key.

You can also Drag and Drop text between Mariner Write windows — even from an inactive to an active window.
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Desktop Drag & Drop
Want to easily insert a text file or graphic into a document? Just drag the icon into the document window from the Finder
to insert the item at the insertion point.

To drag-insert a graphic as an object, hold the command key while you drag the graphic icon into the document window.
Undo
The Undo command reverses the last action that changed the document contents or formatting.

Some of the actions you can undo include:

Typing Cutting and pasting

Changing text font, size, or style Changing paragraph alignment

Changing margins or tabs Changing columns

Find and replace Spell check

Examples of actions you can’t undo include:

Moving or arranging windows Showing invisible characters
Zooming Hiding the tool bar or ruler
Changing ruler units Saving, opening, or printing

To undo an action, choose Undo (Command-Z) from the Edit menu or click the Undo button in the tool bar.

You can change the number of actions you can undo, up to ten, by choosing Options from the Preferences sub-menu. The
Preferences sub-menu is located in the File menu.
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If you find that you preferred how the document looked before you selected the Undo command, choose Redo (Com-
mand-Y) from the Edit menu or click the Redo button in the tool bar.

Make a word bold Undo Redo
Eold! == Bold! Bold! == Eaold! Eold! == Bold!

Inserting Dates and Times

The Date/Time command lets you easily insert the current date or time, as editable text or as an updating field, in your
document.

To insert the date or time:

© Position the insertion point where you want to insert the date or time.
O select Date/Time from the Insert menu.
© select the Date or Time radio button and the format of the date or time from the pop-up menu.

O select either the Text or Updating Field radio button.

The Updating Field option inserts the date or time as a non-editable field. While the field appears as a string of text, it be-
haves as though it were a single character. Each time you open your document, the field updates to the current date or
time.

The Text option inserts the current date or time as editable text using the current style. Dates and times inserted as text
don’t update when the document is re-opened.

Note: some date formats may be duplicated, the bottom 3 examples in the pop-up menu follow the Date & Time control panel set-
tings. Mariner Write may offer a duplicate in an unchanging format above.
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Inserting Page Numbers
For simple repeating page numbers, see Document Options (page 61).

The Page Number command in the Insert menu pastes the current page number, or number of document pages, as a
non-editable field. The field automatically updates if moved to a different page or if the number of pages change. Enter the
page number field in a header or footer to display it on all pages.

Most often, Page Numbers are inserted into a header or footer so that they may automatically repeat on each page.

To insert a page number or total pages field:

© cCreate a header or Footer for your document, select Format>Header/Footer... from the menu.
® Choose Page Number from the Insert menu.

©® Choose page number, or total pages, in Arabic or Roman styles from the Format pop-up menu.
Arabic (1, 2, 3,...9, 10,...)
Lowercase Roman (i, ii, iii,...X, Xi,...)
UPPERCASE Roman (I, II, 1lI,... X, XI,...)

If your document contains a cover page, table of contents, or other pages preceding the main text, you may want
your page number fields to begin with a different value.

To assign a custom page number:
1. Choose Page Setup from the File menu.
2. Enter an integer in the Starting Page Number field.

The custom page number starts with the first occurrence of a page number field.
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Inserting Symbols

Use the Symbol command to display all the keyboard characters of the current font. The Symbol command is located in
the Insert menu.

- Select a character in the Insert Symbol dialog by clicking on it. The selection is displayed in large scale in the lower left
corner of the dialog.

(&) Symbaol

Font: | Helvetica
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( Insert

opt-6

- Click the Insert button to input the selected character into the current document.

- Click on the Done button to exit the dialog.
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Headers and Footers

A header contains text or graphics you want to repeat at the
top of each page, such as a document title. A footer con-
tains text or graphics you want to position at the bottom of
each page, such as the page number, Date or Time. Some
fields added can be static text or can update each time you
open the document.

There are several types/options for headers.

Main headers/footers will appear on all pages unless the
Different First Page or Different Left/Right options are ap-
plied.

Left headers/footers appear on odd page numbers, right
headers/footers appear on even page numbers.

Different First Page. Use this option to use a different
header/footer on the first page or to leave the first page
blank (no header/footer).

IhisisaHeader.—> Here15a Fage number —> 1.

Dear Readers,

Mariner Write is o great Word Processor. koffers all the capabilities with alean
and mean engine.

Enter the he ader or footer textor graphic.

hitially, the header orfooter is s2t up to hold one line of text. The size of the header
and footer areas grow as you bype orpaste in text and graphics.

Note! Only character-based graphscs can be ins erfod or pasfod info a hoader or foofer. See the
Working with Graphics secton later in this chapfer for dotaled niormaton about charac for

bas od and n-ine graphes.

O Editand formatthe he ader or footer bext anyw ay ywou please - the header and
footer window s are justsmaller versions of the document window |

am

This is the Footer. [tap pears at the bottom of apage. i
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Creating a Header or Footer
To insert a header or footer:

0 Select Headers/Footers from the Format menu.

Options:
A dialog appears. || Different First Page
Different Left/Right
© Choose the Header/Footer you wish to create or edit D /Rig
from the Dialog.
C Edit:
© ciick 0K (:) First Page Header (:) First Page Footer
A separate window, titled <document name>:Header or i—’ tAaflthHe(ajder ?—f LMa;ltnFFooter
<document name>:Footer is displayed. = ? eader = ‘_* ooter
() Right Header () Right Footer
( Cancel ) 6—0(—9

0006 ed Theater )

.|.I.|..|.I.|.1|.|.I.|.E|.|.I.|.3|.|.I.|.4|.|.I.|.5|.|.I.|.E|.|..|.
[Header Style B =R [=8[«8 [cereva Bz B[rainTe: BAB[A B [ER

| This is a header |

L R
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O Enter the header or footer text or graphic.

Initially, the header or footer is set up to hold one line of text. The size of the header and footer areas grow as you type or
paste in text and graphics.

Note: Only inline graphics can be inserted or pasted into a header or footer. See the Working with Graphics section later in this chap-
ter for detailed information about object-and inline graphics.

© Edit and format the header or footer text any way you please — the header and footer windows are just smaller ver-
sions of the document window.

Note: You can insert the current date or time or page number by choosing Insert Date/Time or Insert Page Number from the Format
menu.

0 Close the header or footer window.

The header and footer text appear at the top or bottom of each document page.

Editing a Header or Footer

To change a header or footer, double-click the respective header or footer area or select Headers/Footers from the Format
menu.. Changes are not visible until the header or footer window is closed.

Deleting a Header or Footer
To remove a header or footer, choose Delete Headers/Footers from the Format menu.
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Footnotes and Endnotes

Footnotes and endnotes are numbered references providing an easy way to cite information sources within your docu-
ment.

Each footnote has two parts: the index and the content. The index, the actual footnote number, is inserted in the main
body text. The text style of the index is the text style at the insertion point plus the Superior text style. The Superior text
style raises the footnote index above the body text.

The tradgedy of life is what dies inside man while he lives.!

Footnote index

The content of the footnote is positioned at the bottom of the page and separated from the body text by a short horizontal
line. Mariner Write will always try to position the footnote content on the same page as the index. As a result, pages may
repaginate as you add information to the footnote.

lFamous guotation someone else said.
Here is a footer

Endnotes are positioned at the end of the document. Footnotes and endnotes are numbered separately, different number
styles can be specified in the Document Options dialog.

To insert a footnote:

© Position the cursor where you want to insert a footnote.

0 Select Insert Footnote from the Insert menu.

A separate window, titled <document name>:Footnote, is displayed.
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‘@006 Untitled 7:Footnote
.|.|.|.1g.||.|.1|.|.I.|.El.|.I.|.3|.|.|.|.q|.|.|.|.5|||.|.E|.|.|£.|.?|.|.I.---

| Footnote Style B=B[—8 (<8 [lucdaGande [[12 B [PainText B[AR[2 B [EER m

I1This is an example footnote. |

o A

© Enter the footnote text or graphic.

The default text style for footnotes is single-spaced, plain, 9-point Geneva text.

Note: Only character-based graphics can be inserted or pasted into a footnote. See the Working with Graphics section
earlier in this chapter for detailed information about character-based and object-based graphics.

O Edit and format the footnote text any way you please—the footnote window is a smaller version of the main document
window.

9 Close the footnote window.

Editing a Footnote or Endnote
To change a note, double-click the content or the reference number within the document text. The edit window appears.

Changes are not visible until the edit window is closed.
Deleting a Footnote or Endnote

To remove the footnote content, but not the footnote index, open the footnote and delete the footnote text. To remove both
the footnote content and the footnote index, delete the footnote index.
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Working with Graphics

You can embellish documents with graphics by importing or pasting graphics into a document.

Mariner Write can import PNG, PICT, EPS, JPEG, TIF, and GIF files as well as several other graphic formats.

To import a graphic:

. Choose Insert File/Graphic from the Insert menu or, paste the graphic from the Clipboard.

Select a file in the open dialog, a second dialog prompts you to insert the graphic as inline or as a floating object.

Note: Only inline graphics can be pasted into header, footer, or footnote windows. As such, the Picture Paste dialog is ignored when

importing graphics into those windows. Graphic inserted as a character

J S

Inline Graphics T
P The Systerr Folder looks like this:

Inline graphics are inserted anchored within text.

The vertical distance between lines adjusts to accommodate an in-  the distance between text baselines changes to

line graphic just as it would a large sized character. accomodate in-line graphics.
. _ The Swstermn Falder icon The Swstern Falder icon
To select an object graphic: looks like this]
. . a
. Drag over it as you would a text character. loaks like this:
. Click it.

Subscripted graphic

. . . . . The Zwstern Folder icor
You can raise or lower a PICT graphic by selecting superscript or subscript from the Style menu. it '

If the character is wider than a page or column margin, the portion wider than the margin is hidden. |acks like this:
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Object Graphics

A graphic inserted as an object “floats” above the document text and cannot cover existing document text. Instead, docu-
ment text automatically “wraps” around the graphic.

You can drag an object outside the page margin, or across pages, to Text wraps around PICT objects
create interesting text wrap effects.

The Systern Folder looks like this: The
Systermn g g g Folder looks like this: The
Syslermn o~ Hlfer erEpatan el den:
This is the Systern Folder:
This is the Systemn Folder:
Scaling Graphics This is the Systern Folder: This is the
Systermn Folder:

Click an object-based graphic to select it. Selecting a PICT object dese-
lects document text.
As a result, selecting a PICT object disables all text editing commands.

To scale a graphic, select it so the selection handles are visible and either:

Double-click the graphic to display the graphic scale dialog.
_Or_
Interactively scale the object by dragging one of the eight selection handles.

Showing/Hiding Graphics

To hide graphics placed into the document as an object, choose Show Graphic from the ShowlHide menu. This may im-
prove screen redraw speed if the graphic is large.

Graphics displayed Hidden graphics

86 of 165



Modify ; a
Remove Retims | Remove Retoms -Remove Linefeeds-A44d -Linefeeds -4
The Modify menu contains commands to ~ [Femave Linefeeds 4 b
ickly clean up text £dd Linefeeds 4 .
quickly : A Straiohtto-Curdy-Quates @
. q q
To mOdIfy text: Straight-to-Churly-Quotes 4
q

(1) Highlight the text you want to change. If
no text is highlighted, the commands are not available.

For detailed information on selecting text, see Chapter: Entering Text and Editing

© Choose the desired modify command from the Modify menu.

Form Paragraphs - Removes single return characters. Return characters runs are ignored.
For example:

Remove Returns - Removes all return characters.

Remove Linefeeds - Removes all linefeed characters.

Add Linefeeds - Adds a linefeed character after each return character.

Straight to Curly Quotes - Changes straight quote characters to curly quotes.

Curly to Straight Quotes - Changes curly quote characters to straight quotes.

Space Runs to Space - Changes multiple space characters to a single space character.
Space Runs to Tab - Changes multiple space characters to a single tab character.
Spaces to Tab - Changes each space character to a tab character.

Tabs to Spaces - Changes each tab character to a space character.
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Change Case

The Change Case menu contains commands to change the case of document text. Unlike the uppercase, lowercase and
small cap styles (see Chapter 4: Formatting), the actual document text is changed.

To modify text case:

(1 Highlight the text you want to change. If no text is highlighted, the commands are not available.

For detailed information on selecting text, see Chapter 3, Selecting and Entering.

@ Choose the desired modify command from the Change Case menu.

Sentence Case - Capitalizes the first letter at the beginning of a sentence.

Force Sentence Case - performs the lowercase command, then the Sentence Case command.
UPPERCASE - forces text to CAPITAL letters.

lowercase - forces text to small or lowercase letters.

Title Case - Capitalizes the first letter of each word.

Force Title Case - performs the lowercase command, then the Title Case command.

Toggle Case - reverses each characters case, for example “Toggle Case” becomes ““OGGLE cASE”.
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Working with Hyperlinks

Hyperlinks or URL’s in documents are not
treated in any special manner. Here is how
to work with hyperlinks in documents.

1 Position your mouse pointer somewhere
over the link

2 Command-click the link to launch the as-
sociated application (usually a web brows-
er).

The associated link appears in that applica-
tion.

Note: Hyperlinks (URL’s) appear in the text
style of the document and not in the familiar
blue underline as shown to the right. You
can format the hyperlink to be blue and un-
derlined but this will not happen automati-
cally, rather the text style of the paragraph
or document is used.

® Write File Edit View Format Insert Font
| 9O 0 Untitled 1
BE 9 =) 1] a1 eT
Save Print  Undo Bullet Invisibles Indent Indent Out

|.g.|.l.|.]|| 2| 3| |.4|.|.I.|.S|.|

| eDefault Style B [—B [_E [*_E [Helvet:ca E [17 E | Plain ”

http://www.marinersoftware.com
http://www.cnn.com

http://www.usa.gov

http://www.marinersoftware.com

http://www.cnn.com

http://www.usa.gov
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Formatting Text

In this chapter:

+ Use the ruler to set margins, indents,
The RUIer and tabs
+ Use the style ribbon and menus to
Use the ruler to: change text font, size, and style
« Adjust alignment, line spacing, and
+ Position text kerning
+ Use style sheets
- Change paragraph margins . Create multiple columns
_ + Adjust orphan and widow values
- Adjust tabs - Use other related formatting features

To display the ruler, choose Show Ruler from the ShowlHide menu. To
hide the ruler, choose Show Ruler a second time.

The ruler’s default measurement unit is inches. To
change the measurement unit, choose a new
measurement unit from the Ruler Units sub-menu

in the View menu. 0 O 0

The gray ruler areas mark the document’s left and
right page margins.

The shaded areas of the ruler denote the margins.

clu'ulcnl 1' ;

L L B
Note: The area where you can type is controlled Style Ribbon [ eDefault Style ! = ! = ! [«]
through the Margins command. For detailed information ,

about changing margins, see the Page Margins section
in Working with Documents.
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The Style Ribbon

g

| eDefault Style B (=8 =8 |« B [Helvetica B(12 Bl |PainText [ AR [A B IEBR

|
Use the style ribbon to:
- Create tabs in conjunction with the ruler
- Set font, size, and style
- Set paragraph alignment
- Create and set style sheets.
- Create and modify Tables.
Each style ribbon feature is described in its respective section.
To display the style ribbon, choose Show Style Ribbon from the ShowlHide menu.

To hide the style ribbon, choose Show Style Ribbon a second time.
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Working with Margins

Three ruler controls, the left and right margin markers and the first-line indent marker, let you adjust the horizontal position
of each paragraph.

First Indent Marker
Left Only-click and drag

here to move theleft _| 0
indent without moving
the first indent

Left Indent Marker

As you type, text flows to the right. When the text reaches the right margin, it moves to the next line. This is called word
wrap.

To change a paragraph’s left or right margin, click anywhere in the paragraph to display the margins for that paragraph.
Then drag the left or right margin to a new position.

As you drag the left margin its distance from the ruler zero mark is displayed in the tool bar.
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Indenting Paragraphs

Just above the left margin marker is the first-line indent marker. The first-line indent lets you create an indented or “hang-

ing” paragraph by offsetting the paragraph’s first line to the right or left of the left mar-
gin.

Dragging the left margin marker moves the first-line marker by the same distance. As
a result, the same indentation is maintained when you change the left margin. To
move only the left margin marker, drag the Left Only marker. (See example in “Work-
ing with Margins”)

Each time you press the Return key, you create a new paragraph. The margins of the
new paragraph are the same as the previous paragraph.

You can also change paragraph margins and first-line indent settings through the
Paragraph dialog.
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To change ruler margins through the Paragraph dialog:

© Position the insertion point within the | Paragraph

paragraph you want to change.  Indentation  Spacing |
Before: 0 pt @
After: 0pt @

0 Choose Paragraph from the Format Left: 0.00 in
menu.

A dialog appears. Right: 0.00 in

9 Enter values for Left, Right, and First Line: .0'00 in ‘ @ [ Single M 1.0 @
B

First-Line spacing in the Paragraph
Spacing section of the Paragraph dialog. Alignment:[ Left
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Space Before and After a Paragraph

Instead of pressing the Return key repeatedly to increase the
space between paragraphs, use the Paragraph command to
digitally control the vertical spacing between paragraphs.

To change paragraph spacing:

© Position the cursor within the paragraph you want to
change.

O Choose Paragraph from the Format menu.

Second paragraph's spacing

Life is like 400 horsepower in a 2-
cvlinder engine,
+

F Before q:
It is a sad truth that evervone is a

bore to somedne,
I After 4

If misery loves company, then
triumph deserves an audience,

0.1321n

0.231n

© Enter values for Before Paragraph and After Paragraph spacing in the Paragraph Spacing section of the Paragraph

dialog.

Changing Margins for Paragraphs

To see the margin settings for a single paragraph, simply click anywhere in the paragraph. You don’t have to select the

entire paragraph.

If your selection includes text from paragraphs having different margins, the ruler displays the margin markers and tabs for

the top-most paragraph of the selection.

- Changing a margin marker aligns the left or right sides of all the paragraphs in the selection.
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Tabs L

|
v |

Atab is a non-printing character that’s typed each time you press the Tab key. Pressing tab v < Left
moves the insertion point to the next tab stop. = Center
Note: To see tabs and all other invisible characters, choose Show Invisible Characters from the e Rig ht
Document window or press the Show Invisible Characters button in the tool bar. . .
4 Decimal

There are four kinds of tabs: left, center, right, and decimal.
When you move the insertion point to a left tab and type, Text aligned to the right tab Text aligned to the left tab
text aligns on the left and flows to the right. E' TR -2|I:'§ 0 E
When you move the insertion point to a right tab and type, One for the money One for the money
text aligns on the right and flows to the left. T far the sk Twwen far the sk
When you move the insertion point to a center tab and Thrfntdnfgﬁr Ezagdn}: LT;?EE Eztgf,ady
type, the center of the text aligns with the tab and text ' '
flows to the left and right.

) i . ! E.|.I.|.1|.|.I.¢.2|.|.I.|.3|
When you move the insertion point to a decimal tab and type, text flows to
the left until you type a decimal, period, or soft hyphen. Then text flows to A fewy important UG addresses:
the right. Decimal tabs are particularly useful for aligning currency or other macbus@libertyhet.org
decimal numbers. brnuglihfo@brhug.org

rmembership-Info@BCS .org
milmuger s 00 Corm
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Aligning Specific Characters

You can use the soft hyphen character or the decimal tab to align paragraphs on any character. Simply insert a soft hy-
phen after each character you want to align with the decimal tab.

Text aligned to the center tab Text aligned to the decimal tab
I:lg-l-l-l-1l-:--l-|-l-2|1:lg.|.|.|.1|.|.-'+.|.2|.|.|
Cne for the money $1234.56
Two for the show Mariner@a0L .com
Three to get ready &.02e-23
And four o go! WindowEec ViskEgn.rect

Each time you press the Return key to create a new paragraph, the tabs of the new paragraph are the same as the previ-
ous paragraph.

Creating Tabs

By default, left tab stops are set about every half inch but aren’t displayed in the ruler.
You can override the default tab stops by setting your own tabs.

When you set your own tabs, default tabs to the left of the tab you set are ignored. As a result, pressing the Tab key once
moves the insertion point to your first custom tab. Pressing the Tab key again either moves the cursor to the next default
tab or custom tab.

You can create your own tabs interactively or via the Tab dialog box.
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Creating Tabs by Dragging

To interactively create a custom tab, drag the tab from the style ribbon into To create a tab stop, draz atab...
the ruler area. L T . e
Note: To set tabs by dragging, both the ruler and style ribbon must be visible. To dis- =F =5 hk’g [ Times =12

play the ruler and style ribbon, select Show Ruler and Show Style Ribbon from the
Document window respectively.

Moving Tabs ...irita the ruler area

3|

.|.1|.|.-".|.2|.|.I

i E..'1|Times E..'H:

To move a tab, simply drag it to the new position. ﬁ |__|_1 |=%

Deleting Tabs

To remove a tab, drag the tab toward the document area until the cursor changes to a little trash can. Then release the
mouse and the tab is deleted.
O

.|.|.|.DZ.|.I-"|.1|.

|eDefault Style+ o (=1

TR
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Tabs Dialog

Instead of dragging a tab from the style ribbon into the ruler area, you can create, change, and remove tabs using the
Tabs dialog. The Tabs dialog is useful when creating or changing a tab via the mouse is cumbersome, such as, adjusting
the position of a tab that’s close to other tabs, remov-

ing a tab without having to scroll, or removing all tabs. - Tabs N
To create a new tab using the Tabs dialog: Position: Leader: ) New Tab
Edit Tab
© select the paragraph(s) for which you want to cre- _
ate a tab stop. Alignment: nsert
@ Left
O select FormatsTabs... ) Ri
. Right Del
— elete
The Tabs dialog appears. __ Center
") Decimal Delete All

9 Click the New Tab radio button.

0 In the Position field, enter the ruler location where
you want to insert the new tab.

(5] Optionally, enter a tab leader character in the
Leader field.

A tab leader is a single character that repeats itself between the location where you typed a Tab and the tab itself.

(6] Choose a tab alignment: right, left, center, or decimal.

@ Click the Insert button. The new tab is added to the list of current tab stops.

Create additional tabs by repeating steps 4 through 7

© Press OK to insert the new tabs in your document. Press Cancel to return to the document without inserting new tabs.
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Changing Tabs

© Place the insertion point within the paragraph(s) containing the tabs you want to edit.
@ Choose Tabs from the Format menu.

© Click the Edit Tab radio button.

O select the tab you want to edit from the list of current tabs.

© Enter a new position for the tab.

(6 ) Change the tab alignment (right, left, center, or decimal) or enter a tab leader if desired.
@ Click the Change button. The tab is added to the list of current tabs.

© Edit other tabs by repeating steps (4] through (7]

© Press OK to accept the any changes you’ve made. Press Cancel to return to the document without changing any tabs.
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Removing Tabs with the Tabs Dialog

© Place the insertion point within the paragraph(s) containing the tabs you want to remove.
@ Choose Tabs from the Format menu.

© select the tab you want to edit from the list of current tabs

O Click the Delete button to remove the tab from the tab list.

Note: To remove all tabs, press the Delete All button and skip to step 9

(5 Repeat steps 3 and 4 to remove additional tabs from the list.

O Press OK to remove the tabs from your document. Press Cancel to return to the document without removing any tabs.
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Copying and Pasting Rulers

Use the Copy Ruler and Paste Ruler commands to apply one paragraph’s ruler settings (first-line indent, margins, and
tabs) to another paragraph.

To copy a ruler setting:

m Q
© Position the insertion point within the paragraph containing the attributes you want to u
copy. Copy Ruler Paste Ruler

O select Copy Ruler from the Format menu.

To paste a ruler setting:

© Position the insertion point within the paragraph for which you want to apply the copied ruler setting.

0 Select Paste Ruler from the Format menu.
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Paragraph Alignment

The alignment controls let you align selected paragraphs with respect to the right and left margins.

Left alignment aligns the text with the left margin.

Right alignment aligns the text with the right margin.

Center alignment centers the text between the left and right margin.

Justified text is aligned to both the left and right margins. This is done by
increasing the spacing between words. The last line of the paragraph is
forced to the left.

Justified All text is aligned to both the left and right margins the same as
Justified, including the last line.
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Ideas, like individuals, live and die, They flourish,
according to their nature,

Certar aligrned
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Changing Paragraph Alignment Paragraph

You can change alignment via the keyboard, Indentation Spacing

Paragraph dialog box, or style ribbon. Each re- . .

spective method follows. Left: .44 in = Before: 0 pt =

By Keyboard — : ry! Aftar 0 ot fa)

Select the paragraphs for which you want to Right: 0.001n ol : P =

change the alignment and: . . ) — = - oy
First Line: -0.17 = Single | .] 1.0 =

+ Type Command-Shift-L for left alignment
« Type Command-Shift-C for center alignment
+ Type Command-Shift-R for right alignment

I Y

Alignment: Center .]

Paragraph Dialog Box Method

O select the paragraphs for which you want to C A
pply | ( Ca ncel |
change the alignment. N’ @

 Choose Paragraph from the Format menu. =B [=—8 [ [cen
© Choose Left, Right, Center, Justify or Justify All from the Alignment pop-up menu. v Left
Center
Style Ribbon Method Rig ht
Select the paragraphs for which you want to change the alignment and select an alignment option _
from the Justification pop-up menu. Justify
Justify All
To display the style ribbon, select Show Style Ribbon from the ShowlHide menu.
Bullet
Indent Out
Indent In
T

104 of 165



Line Spacing
Use the line spacing pop-up menu in the style ribbon to control the vertical line spacing of the se-

lected paragraphs.

Selecting “1” from the line spacing pop-up applies single line spacing to the selected paragraphs.
Single line spacing is typically 120% of the font size.

Selecting “1.5” from the line spacing pop-up applies one and one-half times the spacing as single
line spacing to the selected paragraphs.

Selecting “2” from the line spacing pop-up applies twice the spacing as single line spacing to the
selected paragraphs.

To enter a custom line spacing, in points, choose Other from the pop-up menu.
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Bullets

The Bullet paragraph style displays a decorative character on the first line of a paragraph. The style does not insert extra

characters into the text of the document. - .

Bullet Options

To apply the bullet style to the selected para-
graphs, click the Bullet button in the tool bar or
use the Bullets command in the Format menu.

Bullet Space: 0.251In ; Bullet Character: =

Bullet Dialog Details: @) Left ") Center ") Right
" | Custom Font " | Custom Text Size
- Hanging Indent. Offsets the left para- [imes . lext Size: 12 pt
graph indent the amount of the bullet
space. v Hanging Indent
- Bullet Space. - The amount of space 'x Apply ;' Ix Pmm— J E—E'li—';

before paragraph text begins.

Bullet Space in a “Hanging” indent

- Bullet Character. The character used with the bullet style. The default character is + (option * on the keyboard).
- Left, Center and Right radio controls specify the justification of the bullet character within the bullet space.

- Custom Font and Text Size. Mariner Write uses the text size and font of the first character of the paragraph
when drawing the bullet character. Use the Custom Font and Text Size controls to modify.
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Borders and Fill

Use the Border and Fill dialog to apply background
color and patterns to paragraphs, and decorative
frames (outlines) to graphics and paragraphs.

To apply the borders to selected paragraphs or
graphics, use the Border and Fill command in the
Format menu.

Border and Fill options:

+ Paragraphs. Shading and borders are applied left
and right to the paragraph indents. Space Outside
settings inset the text horizontally and add extra
space vertically.

A.mwd

Borders and Fill

.zl.|.|.|.3|.|.|.|.4|.|.|.|.5|.|.ﬁ.

=
_.g.'.l

a|=ﬁ|’ ﬂlﬁen&‘-‘“ﬂ ﬁ|12 ﬁlP‘ail‘lTB:t ﬁlﬂ.ﬂ

Use the Border and Fill dialog to apply
background color and patterns to paragraphs,
and decorative frames (outlines) to graphics
and paragraphs)|

Border Space Dutside
W Set All: [ None [3) 'HIN |+) Left: 0.00in 3
Left: MNone : T W E
Top: None 3 —_—
) Right: 0.00in ¥
Right: None S —
Bottam: None = Bottorm: 0.001in o
"1 Custom Fill ,
— Sample:
Foreground: :
Background: =
Pattern: i

|'f- .\'|
L Cancel ) (—el(—)

+ Graphics. Shading controls are dimmed, borders are applied around the outside of a graphic element (both floating ob-
jects and character graphics). Space outside settings will increase the overall size of a graphic element, but the actual

graphic remains the same size.
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Fonts LWSize Style Window € Help

Font Options

The Font menu lists all typefaces currently installed in your Academy Engraved LET

Macintosh.
—  American Typewriter
To change the font of selected text: American Typewriter Condensed
American Typewriter Condensed Light
(1] Highlight the text you want to change. If no text is high- American Typewriter Light,
lighted, the new font is used for the next text you type from Andale Mono
the insertion point. Apple Casual
Apple Chancery
@ Choose the desired font from the Font menu or from the Apple Symbols
font pop-up in the style ribbon. Arial
To display the style ribbon, select Show Style Ribbon from AR ERC
the ShowlHide menu. Arial Narrow
Arial Narrow Bold
Font menu options: Arial Narrow Bold Italic
Show Font Panel Arial Narrow ltalic
_ how Font Panel - Arial Rounded MT Bold
v WYSIWYG Dlsplay displays the Mac OS X Arial Unicode MS
. . B Font Panel.
v Hierarchical Display Ayuthaya
v Only Roman Fonts WYSIWYG Display - BANK GOTHIC
Shows the font list in Baskerville
each font-face. Baskerville Semibold
Hierarchical Display - groups fonts families together Big Caslon
Blackmosr LET
Only Roman Fonts - hides non-roman (English) fonts. BLAIRMDITC TT-MEDIUM

T 0L L QWYL LEB IS
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Text Size

The Size menu lists commonly used text sizes. Sizes that are shown in outline such as are currently installed in the sys-
tem and display more clearly than sizes not listed in outline form.

To change text size:

(1) Highlight the text you want to change. If no text is highlighted, the new size is used for the next text you type from the
insertion point.

For detailed information on selecting text, see Chapter 3, Selecting and Entering.
© Choose the size from the Size menu or from the size pop-up in the style ribbon.

Tip: To increase or decrease the text size to the next listed size, choose Larger (Command-]) or Smaller (Command-[) from the Size
menu. For example, selecting 14 point text and choosing the Larger menu command changes the text to 18 points.To enter a text

size not listed in the Size menu: -

Text Size

0 Choose Other from the Size menu.
Enter Custom Size:

The custom text size dialog appears.
Points: 11

(¥

O Enter the text size, in points.

© Click the OK button.

N
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Text Styles

Mariner Write offers powerful character
styling options through the Style menu

commands, the Character Style dialog

and the style pop-up menu in the style

ribbon.

To style text:

(1] Highlight the text you want to change.

If no text is highlighted, the new size is
used for the next text you type from the
insertion point.

For detailed information on selecting text,
see Chapter 3, Selecting and Entering.

® Choose the desired style from the
Style menu, the size pop-up in the style

Character Style

[ Font & Style = Character Spacing |

4] Size: 12

Font: |Helvetica

Underline: Text Color: Bkgrnd Color:
"None Y (I Y C——™
Style Effect
I Bold | Shadow | Strike Thru ™ UPPERCASE
_ltalic | Extend " I Box | lowercase
_ | Outline || Condense I Hidden 1 Small Caps

Rotate

( Cancel ) ( OK )

' N
( Apply )

ribbon or Character command in the Format menu.
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Text Style Shortcuts

The most common type styles have keyboard shortcuts:
+ Type Command-B for Bold
* Type Command-| for Italic
* Type Command-U for Underline

* Type Command-T for Plain

Other Text Styles Underline $8U

In addition to the standard Bold, /talic, Underline, Oufline, Shadow, and Strike-Thru Word Underline

styles, Mariner Write offers a number of useful text styles not found in many word Dotted Underline
processors. Double Underline

Use the Underline sub-menu to choose: -m
The Hidden Text style lets you easily add invisible notes or comments to a Effect

document. To hide/show text styled with the Hidden text style, choose Show

Hidden Text in the ShowlHide menu. __!Strike Thru || UPPERCASE

" ! Box " !lowercase
The Box style places a box around the selected text. The height of the box is " Hidden " 1Small Caps
determined by the tallest character in the selection.

Box style

t's better to be 2 [NOM for 3

ay than asheep all vour lite)
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Changing Case

Character Style
Use the UPPERCASE style in the Charac- ‘ .
ter Style dialog to change selected text to [ Font & Style | Character Spacing
capital letters. [r—
P Font: |Helvetica 4] Size:|12
IXOte: Applying the UPI;E;?Cé"? fE style is not d Underline: Text Color: Bkgrnd Color:
the same as typing with the Shift key pressed.| - - - -
For example, applying the UPPERCASE style. . None ) ) c—%)
to “234” does not change it to “@#$”. Style Effect
Use the lowercase style in the Character ::. B°'f’ :_: Shadow ::: Strike Thru g UPPERCASE
Style dialog to change selected text from _ ltalic _ Extend _ Box __ lowercase
capital letters to small letters. __ Outline | Condense __ Hidden __ Small Caps
Rotate
Use the small caps style in the Character
Style dialog to capitalize lowercase char-
acte_rs and reduce the appearance by ap- — - \ —
proximately 30%, depending on the text _ Apply ) . Cancel ) C )
size.
Sentence Case Uppercase
“Wherever you go, there you are.” “WHEREVER YOU GO, THERE YOU ARE."
- Buckaroo Bonzai - BUCKAROO BONZAI
Plain Style SmallCaps
“Hey Lady™ “Hev Lapy!
- Jerry Lewis - JERRY LEWIS
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Kerning

The Kerning style lets you control the horizontal distance between characters.

To kern text:

(1 Select, or place the insertion cursor between, the characters you want to kern.

Momal

Awfully Good|
Karning Addad

Awfulljr Good!

For detailed information on selecting text, see Chapter 3, Entering and Editing Text.

9 Choose Character... from the Format menu.

©® Entera value, in points, for the kerning.

A positive value increases the spacing be-
tween characters. A negative value de-
creases the spacing.

O click the Apply button to see your

changes without dismissing the Character
Style dialog box.

(5] Repeat steps 2 and 4 as needed.

O Click the OK button to accept your

changes. Click the Cancel button to ignore
your changes.

r

Character Style

" Font & Style | Character Spacing }

Dffset Spacing

| Superior Kern: 0.0 pt. s
" lInferior

: Subscript 0

' Superscript

( Apply ) .; Cancel J( OK }
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Superscripts and Subscripts Subscript Superscript

Text formatted as superscript is raised above the text baseline. Subscripted text H 2 0 E —_— m c

is lowered below the text baseline.

Use the Superscript or Subscript menu commands to quickly apply the style. The
amount of offset applied is set in the Application Preferences. Selecting the command again increases the offset.

To apply a custom superscript or E Character Style .

subscript amount:

" Font & Style | Character Spacing }

© select the characters you want to

superscript or subscript. Dffset Spacing
@ Choose Character... from the :  Superior Kern: 0.0 Pt. -
Format menu. ! Inferior
" | Subscript
© Click the Superscript or Subscript : P |D
check box. __ Superscript
O Entera value, in points.
© Click the Apply button to see
your changes without dismissing the
Character Style dialog box.
(6] Repeat steps 3 through 5 as 'x%' \. Cancel J ( oK }

needed.

@ Click the OK button to accept your changes. Click the Cancel button to ignore your changes.
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Superior and Inferior Text

Use the Superior and Inferior styles as an alternative to Superscript and Subscript.

Whereas Superscript raises the selection above the baseline by an amount you enter, Superior raises the text to the top of
the font ascender and also reduces the text size by about 25%.

The Inferior style lowers the text below the baseline while reducing the Superior
point size.

To make text superior or inferior: E — m c%ferior E =m£2
© select the characters you want to stylize. H 2 0 H 2 0

® Choose Character... from the Format menu, and select the Superior or Inferior check
box from the Character Style dialog.

Superscript
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Columns

The columns feature lets you divide document pages into vertical sections. You can also add a vertical line between each
column.

Text automatically flows from the bottom of one column to the next. Pages with Columns

To add columns: C:L:mm [ ]

0 Choose Columns from the Format menu.

© Enter the number of columns desired, up to ten.

L

A ERT R

(3R display a one-point, solid, vertical line between each column, Single Column

Two Columns Three
select the Lines Between Columns check box.

0O
o
c
3
5
w

010 adjust the space between each column, enter a new value in the Space Between field.
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Column Breaks

The column break character is a non-printing character that moves the insertion point, and any text that follows it, to the
top of the next column.

To insert a column break character at the insertion point, choose Col- Before Column Break After Column Break
umn Break from the Insert menu.

123 122 | ||one
To view the column break character, choose Show Invisible Characters EEE ABL | | wYE
from the ShowlHide menu. vz
If the insertion point is already in the rightmost column, choosing Col-

umn Break moves the insertion point to the top of the leftmost column
on the next page.

piece-of a-drearm-
wotld-into-reality,
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Page Breaks

The page break character is a non-printing character that moves the in- Fage Break invisible character

ﬁ-man’s-acmmplishments-in life-are-the-
cumulative effect of -his-attention ta-
detail.

sertion point, and any text that follows it, to the top of the next page.

To insert a page break character at the insertion point, choose Page
Break from the Insert menu.

To see the page break character, choose Show Invisible Characters from the ShowlHide menu.

Keep on Same Page

Choosing Keep on Same Page from the Format menu moves selected paragraphs to the next page if they don't fit com-
pletely on the current page.

If the selection is taller than a page, choosing Keep on Same Page has no effect.

To reverse the effect, choose the Keep on Same Page command a second time.
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Style Sheets

In this chapter:

A style sheet is a collection of text attributes you can apply to selected - Display Preferences
paragraphs by choosing a single menu command. Edit Preferences

_ Default Document preferences
For example, to change the font, size, and style of several paragraphs, Ruler Preferences
you would ordinarily select each paragraph and make the appropriate se- Language Preferences
lections from the Font, Size, and Style menus. Files Preferences

Spelling Preferences
Keys Preferences
« Open Preferences

Instead, you can create one style sheet containing the same formatting
information and apply that style sheet to selected paragraphs.

Each style sheet can include the following information:

« Font

. Size

« Styles (bold, italic, underline, etc.)

« Line spacing

« Paragraph Alignment

« Text color

+ Ruler margins (first-line indent, left margin, and right margin)
- Tabs

Once paragraphs are formatted with a style sheet, editing the style sheet automatically changes all text formatted with that
style.
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Creating a Style Sheet ®00 Bei

v s b IR IO IO T I

To create a new style sheet: [No Style B=B=8 -8 [ca

© Sselect some text that has the style you want to use for the style sheet. New Paragraph Style... )

New Character Style...  3E

Note: This step is optional. As detailed in step 3, you can also customize a style sheet Edit/Delete Style...
using the Style Sheet dialog. Import Styles
Style Sheets E

@ Choose New Paragraph Style... from
the Style pop-up menu in the Ribbon. Name: Scene Header Font : Courier m 1!

. Size : 12 i1
A dialog appears. Base Style On: rr— 73] |Alignment : Left f—
© Change any attribute by choosing new ' Line Spacing : Single

ge any y 9 Next Paragraph: [ This Style 7] | Style : UPPER CASE

attributes from the menus, ruler, or style TxtColor = Custom Color

ribbon. Command Key: 3®1 -
Left Indent : 3.16 cm

Or, select a style in the Base Style On: First Line Indent : 3.16 cm W

pop-up to see an existing style sheet’s Right Indent : 0.00 cm s
attributes. This makes it easy to create a Space Before : 12 pt X
new style sheet that’s only slightly differ-

ent than an existing style sheet. (_Cancel ) € OK )

S~
O Enter a name for the new style sheet.

Tip! Name the style sheet to indicate its usage; “Heading”, “Body”, or “Footer Style”.

(5 ) Optionally, specify a command key shortcut so you can apply the style using the keyboard.

O click the OK button to accept your changes. Click the Cancel button to ignore your changes.
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Applying a Style Sheet
To apply a style sheet:

O select any text, or place the insertion point within, the paragraphs you want to style.

© choose the style sheet from the style sheet pop-up menu located at the bottom of the document window. The current
style sheet is displayed in the style sheet pop-up menu.

Changing text formatting after you’ve applied a style sheet doesn’t change the style sheet. To change the attributes repre-
sented by a style sheet, see the Editing a Style Sheet section that follows.

Editing a Style Sheet
To change the name or attributes assigned to a style sheet:

© Choose Edit/Delete Style (Command-E) from the Style pop-up menu located at the bottom of the document window.
© Choose the style you want to edit and press the Edit button.

© Edit the style sheet by choosing new formatting attributes from the menus, ruler, or style ribbon.

Deleting a Style Sheet
To delete a style sheet:

@ choose Edit/Delete Style (Command-E) from the Style pop-up menu located at the bottom of the document window.

© choose the style you want to delete and press the Delete button.

Deleting a style sheet doesn’t change the attributes assigned to those paragraphs when the style sheet was applied.
However, once the style sheet is deleted, the style sheet assigned to the paragraphs is “No Style”.
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Importing Style Sheets
To use style sheets from another Mariner Write document in your current document:

© choose Import Styles from the Style pop-up menu located at the bottom of the document window.
O select a Mariner Write document from the Open dialog.

© The styles are added to the current document’s style menu.

Note: After you've imported styles from the source document, changing the styles in the source document doesn’t change the styles
in the current document.

Adding Style Sheets to the Default Document
Each time you create a new document, you're actually opening an untitled copy of a special default Mariner Write docu-
ment stored in the System Folder.

To add style sheets to the default document:

© Create a new document by choosing New (Command-N) from the File menu.
® Choose Import Styles from the Style pop-up menu located at the bottom of the document window.

© select the Mariner Write document from the Open dialog containing the styles you want to add to the default docu-
ment.

0 Choose Save as Default Document from the Preferences sub-menu in the File menu.
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Document Options

In this chapter:

Document Options are preferences that only apply to the current docu- - Display

ment rather than the application as a whole. Any settings you make here Lines (text lines)
are saved into the document and therefore are restored whenever the Line Numbers
document is opened. Page Frames

Notes (Footnotes & Endnotes)
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Display:

Document Options

Show Hidden Text

[ Display @ Lines Line Numbers Page Frames  Notes '

Hidden Text is a character style.found in the
character styles dialog. this setting allows it to

be displayed. M Show Hidden Text __ Fractional Character Widths
Vertical Text ! Vertical Text M Text Smoothing

Vertical text is used in Japanese, Chinese Background Color: [ '%

and Korean.languages. Text runs top to bot- =

tom, right to left. Page Number:' None s

Background Color Starting Page Number: 1

The default is a white background. Choose a
background color in the Color pop-up menu,
or choose Other for a custom color.

( Cancel ) [ 0K )

Page Number
To add page numbers to the bottom of the page, select a page number format in the pop up menu.
Starting Page Number

Determines the first page number displayed.

Fractional Character Widths

Some fonts contain information for the placement of characters next to each other. Usually this results in closer spacing
between characters, allowing more characters on a line. Not applicable when Text Smoothing is used.

Text Smoothing

Uses the Quartz imaging model to display anti-aliased text.
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Lines:

Widow / Orphan - Paragraphs often become straddled across

pages. A Widow is the last line of a paragraph displayed by

itself at the top of a page.

Setting the document’s Widow / Orphan preference moves an
additional line to the top of the next page. To set the Widow /
Orphan preference for a document, choose Document Options
from the Format menu, and click on the Widow / Orphan control

to check it.

Note: A paragraph containing a single line will not be moved. An Or-
phan is the first line of a paragraph displayed by itself at the bottom of a

page.

— W icdony

There is the fear that we won't prove worthy in the
eves of sormeone who knows us at least as well as we
kriowr ourselves, That is the fear of God, And there is
the fear of man—fear that rmen won't understand us

- |land we shall be cut off from them.

There iz the fear that we wan't prove wrarthy in the
eyes of sorneone whe knows us at least oz well as we
know ourselwes, That is the fear of God, And there is

Setting the document’s Widow / Orphan preference moves the and we shall be cut off frorm them.

paragraph to the top of the next page.

Note: A paragraph containing a single line will not be
moved.

[

Orphan

There is the fear that we won't prove worthy in the

the fear of man—fear that men wor't understand us

Bottorn of
previous
~ page

EVES of “nrhﬁﬁ%ﬂ%ams—&:—aﬂe&:%%eﬂ—&:—ﬂﬁ

1——'F|:rp-\:rf—|

knovr ourselifgfe Ialdadhetdrat pEbnsh Spsbetforth
is the fear ebaakrdenidbat Bme Vot usleritaadas

T-DIIC '\'II"IF'

"i-“J'E-'ﬁ El...- e

us and we ghalbbeguiafdom themm o fear of God, -
is the fear of rnan—fesr that men waon't un
s and we shall be cut off from them.
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Characters Per Line
Allows you to specify how many characters are allowed on a line of text.

To set the maximum number of characters displayed on each line:

@ Choose Document Options from the Format menu.

O select the Characters per Line check box.

© Enter the maximum number of characters per line. There 15 the fear that we won’t prove worthy n the
eyes of someone who l-mn:lws s at least as well as we
Characters Per Line OFF Frooar ourselves. That 18 the fear of God.
Characters Per Line set to 25 There 12 the fear that we
wion't prove wortlny in th
Note: this feature is normally used with double byte languages, Ro- & eves of someone who ko
man words may be broken into 2 lines. w113 at least as well as
we kmowr ourselves. That
15 the fear of God.
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Line Numbers

Line numbering options include:

Restart Count at Top of Page. | Restart the line number count on each new page.

Start Display at Line. The first line to be numbered.

Display Increment. The number of lines before the next line number display.
Starting Line Number. The line number that begins the count.

Count Increment. The increment of the count.

Example 1: Number every odd line of text.

Enter these values into the dialog, Start Display at Line: 1, Display Increment: 2, Starting Line
Number: 1, Count Increment: 2.

Example 2: Number every even line of text.

Enter these values into the dialog, Start Display at Line: 2, Display Increment: 2, Starting Line
Number: 2, Count Increment: 2.
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Page Frames

Use the Page Frame Options to apply a decorative bor-
der around a page. The frame will enclose the entire
page, including headers and footers.

Document Options

Display Lines Line Numbers Page Frames = Notes

| MiSet All: [=—]

?] Space Outside
| Left: — A Left: 0.00cm | r?
Top: ——| 4 Top: m '?
Right: =—— Right: 0.00cm | (3]
Bottom: =———— ¢ oo [
Bottom: 0.00cm |,

Color: (IEEEEEE '+)

| (Cancel \( OK \

Note: Show Page Guides display option will be disabled if
Page Frames are applied.

The stage is lit and on it iz = finely soulpted
puppet wersion of Craig. The “"Craig" puppet
paces back and forth, wringing its hands with
ineredible subtlety. We see Craig, abowe and
behind the stage. He iF monipulating the puppet.

Hisz fingers mowe fast and furious. The puppet
breaks imte @ dance, o beautiful =nd intricate
balletic piece. Soon the puppet iz leaping and
tumbling through space, moves that one would
think impossible for a maorionette. Sweat appears
an the real Craigs brow. His fingers mowe like
lightning. The puppet moves faster and faster.
Swent amppears on the puppet's brow. We see that
the swent is being piped from a special device
thaot the real Craig controls. The Craig puppet
aollapses on the floor of the stage. It puts its
honds up te its face and weeps. Craig hangs the
puppet, and comes down around the front of the
stage. He iz heaving. He switches off the musie,
picks up o beer and takes a swig.

COT T :
INT. CRAIG AHD LOTTE'S LIVIHG ROOM - DAY

The room is filled with penned and unpenned
animmls of all kinds: snakes, lizards, birds, =
dog, cats, ete. Craig sits on the couch and
looks ot the want ads, the TW iz on in the
bouckground. Elijnh, the monkey, sits next to
Craig bhelding hiz stomach and moaning weakly. On
the TW, Derek Montini iz working = &0 foot high
marionette from the top of o water tower.

The azsenbled crowd iz entheanlled.

T% AHHOCHCER

The orowd is entbwalled as Derek
Mantini, arguably the greatest
puppetesr in the history of the
world, performs "The Felle of
Amberst" with bhiz &0 foot Emily
Dickinzon puppet, directed by the
inimitable Charles Helson Reilly.

Charles Helson Reilly fleoats by in a ket air
bolloon.

CHARLES HELSOH REILLY
Fenutiful, beautiful! Hyong-nyong.
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Notes

Document Options

The settings in the Notes Tab determine the look

( . . .
and style of Footnotes and Endnotes. Display Lines Line Numbers Page Frames | Notes ]

Footnote Marker:
Footnote Marker

Format: 1,2,3.. :

Format

Choose from 5 different styles for your footnotes.
Numerals, Roman uppercase numerals, Roman
lowercase numerals, Alphabetical uppercase, or al- ,
phabetical lowercase. Format: 1,2, 3.. B

Separator: | 1"Line B

Endnote Marker:

‘ -

Separator Separator: | Line Across Page :
Choose from None, 1” Line, or Line Across Page.

Endnote Marker ( Cancel ) ( OK )

Format N —
Choose from 5 different styles for your endnotes. Numerals, Roman uppercase numer-

als, Roman lowercase numerals, Alphabetical uppercase, or alphabetical lowercase. R [ || oy AT
i, i, dii, iv...
Separator
Choose from None, 1” Line, or Line Across Page. |\ ABC..
T a,b,c..

T f

None

‘ Line Across Page ‘

Click OK when you are finished.
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In this chapter:

Tables allow you to organize text into neat columns and rows. Tables can . Create Tables
be used for Page layout-like effects and can also be used to display tabu- . Size, Delete and Clear Table Cells
lar data. - Add Borders

- Add Patterns

Create a Table - Add Colors

0 Choose New Table from the Table sub-menu in the Format menu, or use
the pop-up control in the style ribbon.

© Enter the appropriate number of rows and columns in the In-
sert Table dialog.

Rows:

9 Mariner Write calculates the width of the columns to fit evenl

across the document, disable the Auto Fit control and enter a dif Columns: 2
ferent column width if needed. )

Column Width:
O Click OK to insert the table. M Auto Fit

Width: /.59 cm

( Cancel ) G—OK—-)
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Convert Text into a Ta-

ble: Text To Table
© select the document text to be Number of Columns: 4 (:1 convert Using:
- e

placed into a table. I () Paragraph

Number of Rows: 4 8 Tab
© Choose Text To Table from the Table Column Width: () Comma
menu. .

M Auto Size

© select the conversion character 1.63in .
from the Convert Using radio buttons, (" Cancel ) ( OK )
the conversion character is used to : i
separate the text into different cells. S~

O Enter the number of columns needed in the table. Mariner Write will calculate and display how many rows will be cre-
ated in the Number of Rows field.

Note: this value will change when different conversion characters are specified.

© Mariner Write calculates the width of the columns to fit evenly across the document, disable the Auto Fit control and
enter a different column width if needed.

0 Click OK to convert into a table.
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Merging Cells of a Table

Use the Merge Cells menu command to combine several cells into a single cell.

= . before merging cells

= after merging cells

Cells may be merged with other cells to the left or right on the same horizontal row. Cells may not be merged vertically.

Splitting Cells of a Table

Use the Split Cells menu command to divide table cells into multiple cells.

] . before splitting cells

after splitting cells
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Splitting a Table

Use the Split Table menu command to split a table into 2 smaller tables, or to add a paragraph before a table that begins
a document.

* The table is divided at the row boundary above the selection.

before splitting the table after splitting the table
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Deleting a Table

Use the Delete menu command to remove columns or rows from a

table.

 Delete Selected Columns.

A1 D1
A2 (I
A5 D3
A e

* Delete Selected Rows.

&1 |61 |E1 |D1

to

to

Table Delete

() Delete Selected Columns
() Delete Selected Rows

() Delete Table

" Cancel ( OK

b 4

A1 |01
A2 D2
A (D3
Ad (D4
A1 |B1 |C1 |D1
Ad |B4  |C4 |D4d
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Clearing Data from a Table

To remove data from a table’s cells while keeping the table structure

intact.

0 From the menu select Format>Table>Clear...
A dialog appears.

@ Choose an option:
Clear - Selected Cells.

C1 01 C1 01
EE cz |pz2 cz2 |p2
&% B3 |C3 |D3E &5 B3 |C3 |D3
&4 (B4 [C4  |D4 — A4 |B4 |C4 (D4
« Clear - Shift Cells Left.

C1 D1 C1 D1
EE cz |Dz c2 [D2
&3 |B3 |C3 |D3E &3 B3 |C3 |D3
&d B4 [C4  |D4 — |Ad4 |B4 |C4 D4
« Clear - Shift Cells Up.

EE C1 [D1 a3 [B3 [c1 ot

Cz () &4 |Bd4 |CZ2 Dz
&% |B3 C3 03 C3 Dz
&4 |84 |C4  |D4 — Ca (D4

9 Click OK to clear the cells.
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Inserting a Table

To insert rows or columns into your table: Table Insert

© From the menu, select Format>Table>Insert... () Columns

A dialog appears. (®) Rows

@ choose columns or rows and specify the number to add. How Many? !

When inserting a row, the new row is added above the selection. m (T

A1 (BT JC1 [

A1 (BT JC1 [

A2 (B2 |C2 |DZ
A3 |BE |C3 |D3

Aad B4 |C4 D4 [ |ad |B4 [C4 (D4

When inserting a column, the new column is added before (to the left) the selection.

A Ol A B1 [C1 |D
A2 (I A2 B2 |C2 |Dz2
A5 D3 A5 B |C3 (D3
A 04 | — [Ad B4 |C4 |D4

Note: to add a new row to the bottom of a table, select the last cell and use the tab key. See Table navigation for more information.

9 Click OK to add the rows or columns.
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Table Format

Use the Format Cells menu command to modify bor-
ders, cell dimensions, color and shading.

The Cell Layout dialog uses a tabbed interface, select
different format options by clicking on the tab titles
listed across the top of the dialog.

Size

Column Width - width of the selected table
cells.

Space Between - horizontal margin of the se-
lected cells.

Row Height Options:

Auto Fit - the text and graphics contents of
the cell determine the height.

Cell Layout
[ Size  Borders  Shading
Column:
Width:  13.74in | 3!

Space Between:

Row:

[« ») [« »]

0.06 in

Height: | Auto Fit |

A~
v

”

Apply |

(Cancel \ ( OK \

At Least - when the contents (text and graphics) exceed the specified height the cell will expand vertically.

Exactly - the cell height is exactly the specified amount, contents (text and graphics) will be clipped (not displayed)

if they exceed the cell height.
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Borders

Borders make your table stand out.

© select the border type

© select a border color to apply.

© Uncheck “Set All" to apply different borders to each

side.

Outline - applies a different grid around the se-
lected table cells.

Left - Controls the lower line of the border.
Top - Controls the lower line of the border.
Right - Controls the lower line of the border.

Bottom - Controls the lower line of the border.

O click Apply to see the border in action.

© Click OK when you are finished.

Cell Layout

|

Size = Borders = Shading

ESet All: !'—'¢]Outline: _—
Color: [ "% Left: :

Top:
Sample: Right:
Bottom:

( Apply ) ( Cancel ) ( oK )
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Shading Panel

Select the pattern, foreground and background colors to Cell Layout

apply.
To add shading, click the Custom Fill control

Shading makes your table contents stand out.

© select the foreground color.

O select the background color.

© select a Pattern.

O click Apply to see the border in action.

© Click OK when you are finished.

[ Size  Borders = Shading ]

" Custom Fill

Foreground: [ B‘
Background: [___] B‘
Pattern: —1] B‘

[ Apply ) [ Cancel ) ( oK )
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Resizing a Table
To resize a table column:

@ Move the cursor over the cell edge or the cell edge marker in the ruler. Cell Edge Marker

The cursor changes to a double headed arrow ﬂlt?.

(2 Click, and drag. ......................................... “]I[" .....

* To resize a singe cell width, select the cell and resize.

« To resize a table row, move the cursor over the cell bottom. The cursor changes to a double-headed arrow. Click, and
drag.

Navigation Within a Table

© Press the tab key to move forward cell to cell.

Note: to enter a tab character in a table cell press option + tab.
O Press shift + tab key to move backward cell to cell.

When in the last cell of a table, press the tab key to create a new row and move the caret to the first cell of the new row.

...........................................................................................................................................................................
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Customizing Menus

Custom Key Commands menu item.

- Use contextual menus

In this chapter:

« Assign a keyboard shortcut to a

You can assign custom keyboard shortcuts to any menu item except items
in the Font menu. Every key command MUST include the Command key
as one of the keystrokes.

Option, Control and Shift key modifiers are supported.

Shortout Symbals
# — Comrmand
£+ — Shift
=2 — Option
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Adding a Keyboard Shortcut

0 Choose Preferences from the Write menu.

O Click on the Keys tab to display the correct
pane, and choose “Document Scale” from the
menu pop-up.

9 Select “100% Actual Size” from the list of
Document Scale commands.

O Double click the selection to display a dialog
where you can type a custom key.

© For this example type Command - Shift - A,
then click OK.

O The new command is listed in the dialog.

@ Click OK to exit the dialog.

The new keyboard shortcut is now available in the Document Scale

menu.

Preferences

[Display Edit Default Ruler Language Files Spelling Keys Open‘

b A

Menu: | Document Scale v
Double Click to Edit

25%

50%

75%

100% Actual Size

125%

150% )
200% -
400% v

(" Cancel ) ( OK )

Preferences

Defl Type a key command

(' Cancel ) ( OK )

Hling

I
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Contextual menus e

. : v Show Style Ribbon
In the ruler area, a hidden menu contains commands to change several preference .
items without using the application preferences. Ruler Units >

Hint: Keyboard shortcuts can be assigned to these menu items, choose “Commands” in Cus-
tom Key dialog pop-up menu.

Contextual Menu Items

Mariner Write uses contextual menus in the document window. To activate

hem:  FIUIITF T T dusensai

them kowtr =~

(1] Right-click or click and hold the control key down.

The contextual menu appears.

@ Click, and choose the appropriate command. Paste e
Font b
Size >
Style b
Style Sheets b
Paragraph b
Modify -
Table >
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Proofing Your Documents

Finding and Replacing Text

Use the Find command to search for, and optionally replace, text in your

document. To use the Find window:

© Activate the document where you want to find, and optionally replace,

text.

® Choose Find/Replace from the Edit menu (Command-F) or press the Find button in the tool bar.

© Enter or paste the text you want to find into the
Find field.

Because the Tab and Return keys are also used to
operate the Find dialog, you can’t type a Tab or Re-
turn character in the Find or Replace fields. Instead,
choose the Tab, Return, or Page Break characters
from the Special pop-up menu or:

To search for text with a specific font or style, choose
Style... from the pop-up below the Find field., or click
on the find format box. Select the formats you want
from the Character Style dialog, and click OK. The
active search formats appear below the Find text.

O select the appropriate search options.

‘@00 Find

Find: 5] some text

Replace: (%)  something else

Find Options

Search

" Contains

H-! E lgnore Case

Special Characters 8 [ Format Only

(Replace Ali) [ Replace | [ Replace & Find )
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- To search for an entire word only, select the Entire Word control. For example, searching for “and” with Entire Word se-
lected would find the “and” in “Jobs and Wozniak” but not the “and” in “candy”.

- To find where the text occurs, regardless of case, select the Ignore Case checkbox control. The small caps text style
does not affect the Ignore Case feature.

- To search all the text in the current document, (including headers/footers and footnotes) select “All” in the Search pop-up
menu. To ignore headers/footers and footnote text, select “Main Text Only” in the Search pop-up menu.

O i you want to replace found text with new text, enter or paste text into the Replace field.

To change the style or font of the found text, choose Style... from the pop-up below the Replace field., or click on the re-
place format box. Select the formats you want from the Character Style dialog, and click OK. The active replace formats
appear below the Replace text.

Tip!  To delete found text, leave the Replace With field blank.

O Click Next or the Return or Enter keys, to begin searching at the insertion point.

If the text is found, it’s displayed and selected.

Click the Find button again to find the next occurrence. f Replace b
If the text is found, press Replace to replace the selection with the text in the Replace field. ' Replace & Find bt

Use Replace & Find as a shortcut to successively clicking the Replace, then the Find, buttons.

Click Replace All to replace every occurrence of the “find” text with the “Replace” text. ( Replace All 3

NOTE: Replace All works within the text selection, if no text is selected the entire document is searched.
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Find Again

After you close the Find dialog, you can continue to search for the last text entered in the Find dialog by choosing Find
Again from the Edit menu (Command-G) or pressing the Find Again button in the tool bar. The Find Again command uses
the current Find dialog settings.

Find Selection Selected text After Find Selection

As an alternative to using the Find dialog, A gl whio treasures his family is A rman who treasures his farmily is
choose Find Selection (Command-H) from the usually solid gold hirmself, usually solid gald himself,

Edit menu, or press the Find Selection button A rman who trusts no one is apt to A, B wehio TELSTS M0 OnE is apt to
in the tool bar, to find the next occurrence of be the kind of man no one trusts, be the kind of man no one trusts,

selected text.

Find Selection works with text selections up to 255 characters long and uses the current Find dialog settings, but will only
search the main document text.
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Find and Replace Formatting

Instead of finding, and & ) — Find
optionally replacing,
text, use the Find For- Find: (+)

mat feature to find and

optionally a replace

font and size format. Replace: (%)

You could, for exam-

ple, change all 13-

point Geneva text to Find Options Search

12-point Palatino text. () Selection
Contains v v Ignore Case
. ) ® Main Document
To find, and optionally O) All
replace formatting Special Characters |+ ™ Format Only ~

onIy: | Wrap Around

© cClick the check

box on. The Find/Re-
place text fields will be
hidden from view.

® Choose Style... from the find pop-up, or click on the find format box. Select the formats you want from the Character
Style dialog, and click OK.

You may optionally specify a replace format, Choose Style... from the replace pop-up, or click on the replace format box.
Select the formats you want from the Character Style dialog, and click OK.

© select the appropriate search options. To search all the text in the current document, (including headers/footers and

footnotes) select “All” in the Search pop-up menu. To ignore headers/footers and footnote text, select “Main Text Only” in
the Search pop-up menu.
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O Press one of the following buttons:

. Press Next@ or the Return or Enter keys, to begin searching at the insertion point.

If the format is found, it’s displayed and selected. Clicking the Find button again finds the next occurrence.

. If the format is found, press '*-Mﬁf to replace it with the format specified in the Replace Format box.

( Replace & Find )
se A .

.U * as a shortcut to successively clicking the Replace, then the Find, buttons.

Replace All
. Use ( P ) to replace all occurrences of the format specified in the Find Format box with the format speci-
fied in the Replace Format box..

NOTE: Replace All works within the text selection, if no text is selected the entire document is searched.
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Spell Checking

To begin spell checking at the text
insertion point:

© choose Edit>Spelling>Check

Spelling (Command-L) or press the
Spell Check button in the toolbar.

30pen the spell check dialog [

A dialog appears.

O Click the Change button to accept
the suggested word.

( Find Next )

needs ( Ignore

needs s C — )
( Define )
( Guess )
[ Automatic by Language @ (] Check grammar

/.

Note: If a word is spelled correctly, but you don’t want to add it to the user dictionary click Ignore The spell checker will ignore all oth-
er occurrences of that word in the current session.
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Spell Checking a Single Word stupendr

The easiest way to spell check a single word, is to right-click the word and choose a
suggested word from the pop-up menu.

Spell Checking Hidden Words

The spell check feature will check visible text only. To display hidden text, choose
Show Hidden Text command from the ShowlHide menu.

Learning New Words

Not all correctly spelled words, such as some Proper nouns, are stored in the dictio-
nary. The dictionary is used across all of Mac OS X ,words you “learn” here retain that
status across all applications.

Click the Learn button to add the word to the system dictionary.
Learned words are stored in the file here:
~/Library/Spelling/en

Note: example is for English dictionary., each language is named for it's ISO equivalent.
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Looking up Words in the dictionary

Look Up in Dictionary

To lookup a word, right-click on the word and choose “Lookup in Dictionary” from the

pop-up menu or from the spell checking dialog, click the Define button. Cut X
Copy #C

The system dictionary opens. Paste 3p\/
0o Dictionary Font b

“ -1 ! ~ hl A ! A |_QMockingbird x .‘ Size =

Style =

All Thesaurus Apple Wikipedia Style Sheets >

- - b 22 1ot W Paragraph =
mockeingsbird |'maki nc bord| Modify g

noun Table >

a long-tailed thrushlike songbird with grayish plumage,
found mainly in tropical America and noted for its
mimicry of the calls and songs of other birds. «
Family Mimidae (the
mockingbird family): three

genera and several species, esp.

the northern mockingbird _ "
Mimus polyglottos) of North ’Q

America. The mockingbird

family also includes the BoESiten 2
catbirds, thrashers, and mockingbird v
tremblers. 4
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Thesaurus

Use the Thesaurus command to look up synonyms and antonyms in the onscreen thesaurus. If a word is selected in your
document, it will be looked up when the Thesaurus dialog opens. Selecting a word in the Synonym list enters it into the
“Word” edit field. Double clicking on a word in the Synonym list enters activates the Replace/Insert button.

Shows the selected word, or type

a different word to look up. Click to see recently accessed words.
B ThEEElLI’IJE h
L)
Word: mariner @ @
Shows the looked ——w Categories: navigator Synonyms:
up word.
sailor (noun) barge-man
boater
boatman
boatswain
captain
ferryman
gondolier
helmsman b
mariner &
mate 4
W Suggest Words f: Replace :.I I:: Close :.I
Select to obtain alternatives for Click to replace/insert the word
misspelled or unknown words. into the docuemnt.
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Tool Bar

The tool bar is an easy way to access commonly used commands. . Toolbars

In this chapter:

 Customizing the Toolbar

+ The tool bar may be positioned anywhere on screen.

« The tool bar may be oriented horizontally or vertically, see Chapter 2:
Preferences for details.

- Create sets of buttons for different editing tasks.

Toolbars

A Toolbar appears above each document window. The toolbar contains icons for commonly used actions.

Here is the default toolbar:

S e 9 BlU U B WO o &1 » &

New Print - Undo - Bold Italic Underline @ Bullet Invisibles @ Indent Indent Out - Spell Check Find
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Customizing the Toolbar

To customize the toolbar:

@ Choose Customize Toolbar from the View menu or right-click well over the

toolbar.

The toolbar sheet is displayed.

® command-click and drag the button to the desired location.

or

v

Icon and Text
Icon Only
Text Only

Use Small Size

Remove Item

Customize Toolbar...

From the Customize Toolbar sheet, click and drag the button to the new location, the tool bar display is updated immedi-
ately allowing you to see the change.

Drag your favorite items into the toolbar...

g &

|

New Open Save
N = @299
()] (W ()
) ©N @),
Find Find Again Find Selected
—) —)
— —t
Sort Ascending  Sort Descending Undo
U S Al

Double Underline  Strikethrough Superscript

... or drag the default set into the toolbar.

BES 9 B U

New  Print Undo Bold Italic Underline

. n
|| 3@l
L

=
<,
()
x
"
n

Fl
m
=%
©

'3

Subscript

= (4]

Bullet Invisibles

Close All Cut Copy
Bullet Indent Indent Out Margins
1 B
Text Larger Text Smaller Plain Text Bold
L S AB AJ
Outline Shadow SmallCaps Inferior

T &1 abe &

Indent Indent Out Spell Check Find

Superior

m Q &
Copy Ruler Paste Ruler

Lﬂ l abe

Page Setup Print Preview Spell Check

1% 19

Underline Dotted Underline
|:| ]
Separator Space Flexible Space

Show | Icon and Text |4 ] "] Use small size
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Mail Merge

In this chapter:

Mariner Write's Merge feature lets you merge the data from one document . Create a data document
(for example: a list of names, and addresses) with another (a form letter) - Create template document
and save or print the results. - Create a merge field

+ Merge the documents

You must create at least two documents to use the Merge feature.

« A data document (the list of names and addresses in a tab delimited
text file format).

« A document template (usually a letter)

With these documents created, use the Merge command in the File menu to combine the information from the data doc-
ument with the merge template. The result is a separate document addressed to each person in the data list.

Note: You must use a tab delimited text file for the data document fro the merge to work.
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Data Documents

A data document is a text file containing information arranged in a special format.

ual items to include in the template document.

Untitled 1

Mariner Write can then retrieve individ-

| .SI ' |

U

Beuamont+ Beauregard+629-Keister-Place-SW-+  Minneapolis-MN-+ 55401+

Clementine+ Smithe~+ 7890-Wisteria:Ln.-NE~+ Huntsville+= AL+ 35801~
L
Page 1/1 100%

IODefaultStyle !| !| !| !IHelvetnca KB glPlainText !I !I !| !
FirstName-+ LastName-+ Address+ City+» State+Zip+ Phonef
1
Winston+  Johnson+  123-Mockingbird-Ln.» Arbuckle+ TX-» 00000~ 123-555-12349

612-123-12349
256-678-98761

Nl

The first line of the data document is the names record. It gives names to all the pieces in the document. These pieces of
information are divided into categories (called fields) and the items in the names record are the names for each of these
categories. "LastName" and "Address" are examples of field names. Field names are separated by tabs, and the name

record ends with a return character.
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The remainder of the data document contains lines of data called data records. The information in each data record is di-

vided into the categories just as in the names record. The items are also separated by tabs, and each data record ends
with a return character.

Note: The structure of the data document is very important. If you have a field named "City", for example, and it is the forth item in the
names record, the city must be the fourth item in every data record - because Mariner Write will always insert the fourth item when
"City" is requested in the template document.

Hint: Since commas can be used to separate fields, if you have data in a field that requires a comma, surround the entire field in flat

quotation marks. To enter flat quotations using Mariner Write you may need to disable the smart quote feature or enter them using
the Symbol dialog.
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Merge Document

The merge document is a template, it is the document you want to print again and again-each time including different
pieces of similar information from the data document.

To create a merge document:

« Specify the name and location of the data

document. 7 Please save your document.
« Include the data fields to be merged, using

the Insert Merge Field command in the In-

sert menu.

Note: the Merge template must be saved to disk ( OK )

before you can insert Merge Fields or you’ll get an
error, prompting you to save the file.

- Type the rest of the form letter as you would any other form letter in Mariner Write.
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See the next section on Merge Fields for details about entering data fields and specifying the location of the data docu-
ment.

. _ _ Save Print  Undo  Bullet Invisibles  Ir
To toggle the display between Merge formulas or a plain label in : : :
the template document, use the Show Merge Formulas prefer- h z Ce oot B S,

ence. [eDefault Style B =R [=N8 [« B [Helvetica

-(f- W ................................

Naaress .. .
Merge Fisldq Cifye, State Zip
To visually distinguish between Merge Fields and document text, Dear FirstName,

you can choose to frame them with a gray rectangle. Use the

Frame Text Fields in the Display preference tab. . o
I'm writing you to congratulate you on wining the

Preference:

[Display' Edit Default Ruler Lang

Fields: (
M Frame Text Fields -
™ Show Merge Formulas
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Merge Fields

The Insert Merge Field command allows you to enter merge data and commands into your document. Merge fields tell
which information is to be merged with your document, and where it should be placed. See About Merge for more informa-
tion on creating merge documents.

© Tocreate a merge field, choose Merge Field from the Insert menu.

Note: The location of the Data document is stored relative to the Template, so the file must be saved to continue.

0 To specify a Data document, click on the Data File button and select a file. Once the Data document is known to Write,
the elements in the Names Records appear in the Merge Fields pop up menu.

© Entera simple Data field entry

into a Template document by select-
ing a Merge Field from the popup

menu and click OK. [ Functions v l ﬂerge Fields ,|
O Enter a conditional merge or m

Merge Field

command by selecting a function | LastName
from the Functions popup. Address
See Merge functions for more informa- Clty
tion. State

Zip

Data File: Data Document.txt
Phone

/

N . A { \
L Info... ) Data File... ) [ Cancel )
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Conditional Merge Fields
If you insert conditional statements in your template document, you will be able to selectively merge desired information.

To create a conditional merge, enter a formula in the Merge Field to evaluate data and make decisions using Boolean log-
ic.

See the next 2 sections for details about entering a conditional formula.
Merge Formulas

Formulas perform calculations and comparisons on nhumbers, text and data, the result of the formula is then merged into
the Template document.

Within a formula you can combine:
- Numbers - entered directly into formula such as 1 or 10.5
- Text - entered directly into formula such "Apple", text must be enclosed within double quotes.
- Operators - numerical operators such as plus (+) or multiply (*), text joining (&)
- Functions - such as IF or AND
- Commands - such as ADVANCE or OMIT

To enter a formula, open the Merge Field dialog, type an equals sign "=" and enter a formula.
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Merge Functions And Commands

Functions —

Write's functions evaluate data and issue instructions within Merge formulas. To enter a functionor | ADVANCE
command, choose a command from the Functions popup menu or type it manually. F AND
ADVANCE - a command to advance to the next Data Record, this would be used if you need want ERROR
multiple Data records in a Template document (label templates for example). FILE

Example: ZADVANCE() IF

: . . iy L OMIT

AND - a function that returns 1 (true), if all of the logical conditions are true, if not it returns 0 [
(false). Normally used in conjunction with the IF Function to evaluate multiple conditions. OR

Format: =AND(condition 1, condition First Last Address City State Zip Phone

2,...)
James Paar 1903 Space Trail Dr. Some Where TX

Example Data:

=AND(First="James", Last="Paar") equals 1

00000 555-1212

Explanation - field First equals James and field Last equals Paar, all conditions are true and the function returns 1

(true)

=AND(First="Bill", Last="Paar") equals 0

explanation - field First does not equal Bill and field Last equals Paar, all conditions are not true, the function re-

turns O

=IF(AND(First="Bill", Last="Paar"),"",OMIT())

explanation - the IF function uses the AND result to determine if this Data record will be included in the merge. The
AND function (our second example) returns 0 (false), the IF function returns the false value which omits this record

from the merge.
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ERROR - a function command that stops the merge process immediately.
Format: =ERROR()
See the OR example below.

FILE - a function command that inserts an external file into the Template document.
Format: =FILE("relative path to the file to insert in quotes")
Example: =FILE("myFile")

IF - a function that returns one value if the condition is true, and another value if the condition is false.
Format: =IF(value, true_value, false_value) First Last Address City State Zip Phone
Example Data James Paar 1903 Space Tradl Dr. Some Where TX 00000 555-1212
=IF(First="James", "Jim",First)
explanation - field First equals James, conditions is true and the function returns "Jim" (true condition)
=IF(First="William", "Bill",First)

Explanation - field First does not equals William, condition is false and the function returns the vales in First,
"James" (false condition)

OMIT - a function command to omit or ignore the Data record from the merge output.
Format: =OMIT()
See the AND example above.

OR - a function that returns 1 (true), if any of the logical conditions are true, if not it returns 0 (false). Normally used in con-
junction with the IF Function to test multiple conditions.
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Format: =OR(condition 1, condition 2, ...) First Last Address City State Zip Phone
Example Data: James Paar 1903 Space Trail Dr. Some Where TX 00000 555-1212
=OR(First="James", Last="Paar") equals 1

Explanation - field First equals James and field Last equals Paar, all conditions are true, the function returns
1 (true)

=OR(First="Bill", Last="Paar") equals 1

Explanation - field First does not equal Bill and field Last equals Paar, one condition is true and the function
returns 1 (true)

=OR(First="Bill", Last="Jones") equals 0

Explanation - field First does not equal Bill and field Last does not equal Jones, all conditions are false and
the function returns 0O (false)

=OR(First="", Last="")

Explanation - field First does not equal "" and field Last does not equal "", all conditions are false and the
function returns 0O (false)

=IF(OR(First="", Last=""),ERROR(),"")
Explanation - the IF function uses the OR result to determine if this Data record has valid names.

The OR function returns 0 (false), the IF function evaluates and returns the false value which does nothing
("" is an empty placeholder).

If your data did not have a First or Last name, the IF function would return the ERROR function and stop the merge.
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Merging Documents

To perform a merge:

© From the menu, select File>Merge.

The Merge dialog appears.

O Enter the range of data records to merge (if
needed).

Hint: You can perform a merge test by specifying 1
record, from 1to 1.

© select a data file to use for the merge by
clicking on the “Data...” button, then navi-
gate to the data file’s directory and select
the data file.

Merge

Range of records to merge:

@ All () From: To:

“Data... ) Data folder:Sample Data

Clear

Send merged documents to:

( New Doc \

/_ Cancel \ ( Printer \

O Click on the New Doc button or Print button to begin the merge.

Send Merged Documents to options:

New Doc: Results are placed in a single document, a page break separates data records.

Printer: Results are sent to the printer for each data record.

Cancel: Discards any changes you’ve made in this dialog.
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