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Preface

4D Write is a plug-in that extends word processing capabilities to your
4™ Dimension databases. It is one of several plug-ins that, together
with 4™ Dimension, form the 4" Dimension environment.

About this Manual

Cross-Platform
Considerations

Hypertext
Navigation

This manual introduces 4D Write and describes how to create and use
4D Write documents in 4™ Dimension. It explains how to use

4D Write to create letters, memos, and other documents. It explains
how to enter and edit text in these documents and how to use these
documents in conjunction with data in your database and in other
plug-ins.

This manual introduces 4D Insider and explains how to use it on both
the Windows® and Mac™ OS (Macintosh and Power Macintosh)
platforms. Although the concepts and functionality of both versions of
4D Write are nearly identical, the manual addresses any differences
where necessary. Such differences may include the graphical user
interface and keyboard commands.

The graphics in this manual illustrate 4D Write in the Windows 95
environment. The two versions of the same screen are only presented
if there are any major differences between them.

If you are reading this manual in electronic format (Adobe™ Acrobat
PDF), you can take advantage of the hypertext links that it contains.
Each word that appears in blue has a hypertext link. However, text in
the “Table of Contents” and “Index” is not in blue, but each entry has
a built-in hypertext link.
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Preface

Chapter
Descriptions

Conventions

Note

4D Server

When you click a hypertext link, you immediately move to the page
that contains more information. To return to your original page, click
the Previous page button @

You can also navigate the document by clicking the bookmarks, which
are located to the left of the window that displays the manual pages.

This manual is divided into the following chapters:

Chapter 1, “Introduction,” provides an overview of 4D Write.

Chapter 2, “Managing 4D Write Documents,” explains how to create
and open 4D Write documents within your database and in external
windows.

Chapter 3, “Entering and Editing Text,” describes how to perform basic
text operations in 4D Write document windows.

Chapter 4, “Formatting Text,” shows how to customize the appearance
of 4D Write documents.

Chapter 5, “Using Data,” explains how to use information from your
4™ Dimension database in 4D Write documents.

Chapter 6, “Printing,” describes how to print 4D Write documents.

This manual uses certain conventions to help you understand the
material.

The following explanatory notes are used:

Text emphasized like this provides annotations and shortcuts that will
help you use 4™ Dimension more productively.

Throughout the manual, 4™ Dimension and 4D Server/4D Client are

referred to simply as 4™ Dimension. Differences between the operation
of the two products are explained in 4D Server notes, which provide
information about using 4D Server/4D Client. This information is
provided only when the operation of 4D Server/4D Client differs from
that of 4" Dimension.

Notes like this alert you to important pieces of information and alert
you to situations where data might be lost.
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About this Manual

All 4D Write commands added to 4™ Dimension are preceded by the
letters WR. In this manual, 4D Write commands (which do not return
values) are printed in all uppercase letters using a special font, for
example: WR ON COMMAND. 4D Write functions (which return
values) are shown with an initial capital letter: WR Get styled text.

In addition, all table names are shown in brackets in the text to help
distinguish them from the names of fields, forms, and other items. For
instance, the Companies table is written as the [Companies] table.
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Overview

Introduction

This chapter provides basic information about 4D Write. It includes
the following:

An overview of 4D Write’s capabilities

Integration with 4™ Dimension

The 4D Write plug-in extends word processing capabilities to your

4™ Dimension databases. It is one of several plug-ins that, together
with 4™ Dimension, form the 4™ Dimension environment. 4D Write
allows you to include documents such as letters, reports, memos, and
notes in your 4™ Dimension forms. When used in a form, a 4D Write
area appears as part of your data, just like a name or any other piece of
information.

You can also treat 4D Write as a separate application by using it in
external windows. Your work within these windows can be
independent of your database or linked to information in your
database or in other plug-ins.

4D Write Reference Manual 11



Chapter 1 Introduction

Integration with 4™ Dimension

4D Write with a
4™ Dimension
Database

4D Write offers more than the typical word processing features. As part
of the 4" Dimension environment, 4D Write operates in conjunction
with 4™ Dimension databases.

4D Write enables you to attach word processing documents to each
record in your database. The following figure shows a letter attached to
a record in the Contacts database.

\z4| Entry for Table 1 =
; =
Tahble 1

1011
o[ pe——
@ From Mary Werber
ﬂ Mailling date [08/04/99
ﬂ Subject [Invoice

——q To Marcel =
ﬂ Wandergaard
Tl hssociated Steel Designers
ﬂ 4581 San Berardo Avenue =l
@ Tvpe Professional
= Il File Edit Yiew Inset Sile Colors Paragraph Format Tools @|
@EIE“‘2'3“"5'5‘7‘3'9“““"‘2“3‘;|
@J Marcel

Vandergaard
Associated Steel Designers
4581 San Bernardo Avenue
{408)-557 4600
-
1«1 | 2
[Pags1 171 | Line: 5, Col 2 NUM [CAFE
K ﬂ_l

Text is typed directly in the document and is saved with the record,
like any other field entry.

In addition, 4D Write documents can use data from 4" Dimension
records. You can write reports and letters that automatically import or
extract information from the database. For example, the letter shown
in the figure draws the person’s name and address from the record to
which it is attached.

12 4D Write Reference Manual



Integration with 4™ Dimension

4D Write as an You can also use 4D Write in an external window as a stand-alone
Indepen_dent application with special access to the 4™ Dimension database.
Application

The following figure shows a promotional letter that includes fields
from a 4" Dimension database.
1d| Untitled [-[O]x]

Il File Edit View Inset Stle Colors Paragraph Format  Tools

| slel Blel @ 51012 Bl 2= ool
I =l=lsl = == =]
“INormal 7] Jevsian = hz =] F!I u |

@z I L O T O I I T R s

Helicopter Summer Clearance
Buy Now and Get a Spare Rotor for Free!

. s(Contacts)First Name», «(Contacts)Last Name:
Field references «(Contacts)Companys

in text s(Contacts)Addrasss
«(Contacts)City», «(Contacts) State» «(Contacts)Zip_Codes

L

Y|
|Page1 14 | Line 5. Cal 2

L=

=
=
=
=
4
[N
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2 Interface

Introduction

4D Write can either be used in an included area or in an external win-
dow. Whichever you choose, the interface elements remain identical.
The purpose of this chapter is to describe the 4D Write interface and to
explain how it allows you to access the 4D Write features.

Note In this chapter, we will usually use the term window to designate
either a 4D Write area or a 4D Write window. When necessary, the
distinction will be made explicitly.

4D Write Reference Manual 15



Chapter 2 Interface

The 4D Write Window

The 4D Write window appears as follows:
@ Untitled1 H=] E3

|| File Edit Yiew Inset Skle Colors Paragraph  Format  Tools

| misle| il @ 5122 2l ol i)
Toolbars IEEEEFEEE

Menu Bar

|| Jemal = il =z = B|i|g”
RL”er 5 i 7 g ] 0 1 RN y;l
Splitter
Textarea —

Vertical scrollbar

Horizontal scrollbar_|

Splitter— 4 | _>|;|

[Fagel 1A [Line 1, Col T NUM [C&FS g

Status Bar |

The 4D Write windows consists mainly of the following elements,
= A document area
= A menu bar, located at the top of the 4D Write window;
= Four toolbars, located above the menu bar;
= A horizontal ruler, located above the text area;
= A status bar, located at the bottom of the window; and

= Two scroll bars and two splitters.
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The 4D Write Window

The Menu Bar

Moving the Menu Bar

Note

The menu bar is displayed at the top of the 4D Write window:

Il File Edit “iew Inzett Stle Colors Paragraph  Format  Tools

The 4D Write menu bar can be moved in the same way as the toolbars
can. It can be moved to any side of the 4D Write window. It can also
be displayed as a floating palette when located above the text area or
outside the 4D Write Window.

To move the 4D Write menu bar:
Place the mouse cursor above the grayed area located on the left of
the menu bar.

Click and hold down the left mouse button.
The cursor becomes a cross and you can drag the menu bar.

Drag the menu bar over the upper part of the window

OR

move the menu bar over the text area or outside the 4D Write
window.

Release the mouse button.

If you have moved the menu bar to the upper part of the 4D Write
window or to its sides, it appears attached to that side of the window. If
you have moved the menu bar to the text area or outside the 4D Write
window, it is then displayed as a palette:

Mers Bar B I
File
E dit

Wi

Inzert
Style
Colors
FParagraph
Format

Toolz

If you close the Menu bar palette, you will need to use the following
key combination to display the menu bar again:

Ctrl+Shift+M on Windows

Cmd+Maj+M on Mac OS

4D Write Reference Manual 17



Chapter 2 Interface

The Toolbars There are four toolbars in 4D Write:
| Mlsle| Bl & &l22] <1 1la] clal
IEEEEI=EE
|| [Homal = [eid =z = B|f|g||

They are designed to allow you to have a quick access to some features
that would otherwise require the use of menu commands. For more
information about the functions of each of those toolbars refer to “4D
Write Toolbars”, on page 46.

Moving a Toolbar Menu bars can be moved to the four sides of the 4D Write window.
They can also be displayed as a floating palettes when located above
the text area or outside the 4D Write Window.

1 Place the mouse cursor above the grayed area located on the left of
the toolbar.

2 Click and hold down the left mouse button.
The cursor becomes a cross and you can drag the toolbar.

3 Drag the toolbar over the upper part of the window
OR
move the toolbar over the text area or outside the 4D Write window.

4 Release the mouse button.

If you have moved the toolbar to the upper part of the 4D Write win-
dow or to its sides, it appears attached to that side of the window. If
you have moved the toolbar to the text area or outside the 4D Write
window, it is then displayed as a palette:

Standard |
HEEINEE
FEEE

1 3l] of
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The 4D Write Window

The ruler The ruler displays the position and type of tab stops, the position of
margins and the position of the first line indent. The ruler consists of
two main parts:

The ruler itself:
LeftMarginmaI’ker Eé\ ‘B3-4-5-5-7\s-9-m-n-12\|3-14-|5-é__Right

First Line Indent
marker

Margin marker

The Status Bar

Tab Stop
marker

This part displays the location and type of tab stops as well as the
location of the margins.

= A pop-up menu is located at the left end of the ruler.

H P T TP TP
& Left Tab
£ Centered Tab
A Right Tab

& [Decimal Tab
1 Yertical separatar

This menu allows you to select a type of tab to set when you click in
the ruler.

Fore more information, about how to use the ruler, refer to “Setting
Tabs”, on page 124.

The status bar is located at the bottom of the 4D Write window. It
displays, from left to right: the current page number; the total number
of pages in the document; the line and column number of the cursor
location; and the status of the CAPS LOCK and NUM LOCK keys. It
also displays a progress bar when a time consuming operation is being
executed.

| Page 1 141 | Line 1, Cal 1

[NOM 2F5 /)|
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Chapter 2 Interface

The 4D Write Menus

4D Write includes ten menus:

The File menu
This menu is used for printing, for managing files and to access prefer-
ences.

The Edit menu

This menu is used to access standard features such as Cut/Paste, undo
or re-do operations and to access Find/Replace features. It also allows
you to modify the character case and to select the whole document.

The View menu
This menu is used to choose how the document is displayed.

The Insert menu
This menu is used to insert variables (date and time, page number),
pictures, page breaks, columns, tables and 4D expressions.

The Style menu
This menu is used to define the style and case attributes of the selected
text.

The Colors menu
This menu is used to select a color for characters or style attributes.

The Paragraph menu

This menu allows you to define the line spacing and the justification
of the currently selected paragraph or paragraphs. It also allows you to
select and insert bullets, and to copy/paste the ruler.

The Format menu
This menu allows you to have access to the format dialogs for style
sheets, characters, tab stops, borders and columns.

The Tools menu

This menu allows you to select a spellchecker, to define a language for
the document, to display and edit the properties of the document
(title, subject, author and notes) and to display document statistics
(word count, number of characters, paragraphs and so on). It also
allows you to update or freeze the 4D references in the document.

The Help menu
On Windows this menu allows you to open the on-line help.

20 4D Write Reference Manual



The 4D Write Menus

The File Menu The File menu allows you to access the standard file management
features, the printing features as well as the preferences:
" Mew Cirl+N
Open... Chil+0
Save Chil+5

Save as...
Sawe s lemplate

Preferences...

Page Setup...
Frritit Presvigw Ctil+H
Prir... Chl+P
Frint Merge...

(it Bl e mw (S

= New
Selecting this command displays a new empty document in the text
area. If the document on which you are working is not saved, a dialog
is presented to give you an option to save that document first.

= Open
Selecting the Open menu command opens the standard Open file dia-
log box that corresponds to the platform you are working on.

= Save
Selecting the Save menu command saves the current document at its
current location. If the current document is a document that was never
saved the Save menu command is grayed.

= Save as
Selecting the Save as menu command displays the standard Save file
dialog. If the document on which you are working is a new document,
selecting the Save as menu command has the same effect as selecting
the Save menu command.

4D Write Reference Manual 21



Chapter 2 Interface

Preferences
Selecting the Preferences menu command displays the Document
Preferences dialog:

@ Document Preferences. .

Docurnent | Spelchecking |

Units:

~ Headers and footers

™ Ditferent on first page
™ Different on left and right pages

— Page

First page is: IHith Page - l
First Page Mumber: |1—
Binding: ID,D cm

™ Opposite pages

— Paragraph

Default Tab Spacing: I'I Mcm

W widow and Orphan Control

Cancel | (1] 9 I

This dialog allows you to set the preferences of the document, such as
ruler units, header and footer options, binding options, widow and
orphan control and the selection of the spellchecker. For more
information about how to use this dialog, refer to “Setting
Preferences”, on page 72.

Page Setup
Selecting the Page Setup menu command displays the Page Setup dia-
log of the current printer.
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The 4D Write Menus

= Print Preview
Selecting the Print Preview menu command displays the print pre-
view window:

|| Print Preview. ..

Zoom,

Helicopter Summer Clearance
Buy Howand Get a Spare Rotor for Free!

| Combachifisl Hames, ijContach]la Hames
WG ERICANBan Y.

Caniochdduem

G Y e S 18 e | ot IR Cncken

Thour s aifHovceide « = otimesfLusbluiss,

Oue dudl o 78 ereeded

in e ke desunzmene
thensfoo allower us o iter o« FREE HEAR ROTOR o uephody whe ba e e
b ot retriving B el

Pethigya T sbould ikl e fen bearr oty
7)o ighes,

Youneneis me hims iz
Sy ris
o a e, Budes direcior:

3 Hearp D tmecdela era rerquine sty desouere
e r

The Print Preview window displays the pages of the document as it will
be printed. It also allows you to start or cancel the printing. For more

information about this window, refer to “Previewing the Document”,

on page 191.

s Print
Selecting the Print menu command displays the Print dialog for the
current printer.
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Chapter 2 Interface

= Print merge
Selecting the Print merge menu command displays the Print Mailing
dialog:

Print Mailing...

% 20 records selected:

Table 1
Table 2

[»

[~ Sort... I

T |

This dialog allows you to choose a selection of records for each of
which a version of the current document will be printed. For more
information about how to use this dialog, refer to “Printing a Merge
Document”, on page 189.

= Go to full window
This command expands the 4D Write window to the screen size (on
Mac OS) or to the size of the window of the application (Windows).
The 4D Write menu bar temporarily replaces the 4th Dimension menu
bar.

The Edit Menu The Edit menu allows you to:

= Copy/Paste text and pictures;

= Cancel or repeat the last operation executed by the program;

» Find and replace formatting or text;

= Select all of the text (including the pictures that are in the text flow);

= Modify the character case for the current selection;

= Display the current selection; or

= Go to a specific page.
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The 4D Write Menus

Note

The Edit menu offers the following commands:

Eammatlnda Bz
Eatinot Beda Eilr

[E0it (Bt
[Sop [t
Paste Chil+
[IE|ete
Select &l (St
Find... Clrl+F
Find Mext Chl+G
Replace... Ctl+R
Feplace Mext  Chil+T
Change Case »
Shaow S election
Goto Page...
Undo Action

Selecting the Undo Action menu command reverses the last action
taken by the user. If the last action cannot be undone, the command
menu is dimmed and its title becomes Cannot Undo Action.

Redo Action

Selecting the Redo Action menu command re-does the last action
taken by the user. If the last action cannot be repeated, the command
menu is dimmed and its title becomes Cannot Redo Action.

Cut
Selecting the Cut menu command deletes the current selection and
places it in the clipboard.

Copy
Selecting the Copy menu command copies the current selection and

places it in the clipboard.

Paste

Selecting the Paste menu command inserts a copy of the contents of
the clipboard at the location of the insertion point, or replaces a selec-
tion with the contents of the clipboard if anything is selected.

If the contents of the clipboard is an image and Page View mode is
selected, 4D displays the Paste Picture dialog. This dialog allows you to
set where the picture will be pasted (floating or within the text, for
example). For more information about this, refer to “The Paste Picture
Dialog”, on page 111.

Delete
Selecting the Delete menu command deletes the current selection.
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Note

Select all
Selecting the Select all selects all the elements present in the area
being edited (characters, tables and pictures).

If Page View mode is selected, and the cursor is located in either the
header or footer area, only the contents of that area will be selected.

Find
Selecting the Find menu command Displays the Find dialog:
|=i| Find...
Find: | =1
;I ™ Full word
" Case sensitive
;I IV 'wiap
Character... Paragraph. .. Borders... I Style Sheets... |

Find |

Cancel |

The Find dialog is used to define character, style, border or format
searches. For more information about how to use this dialog, refer to
“Finding Text”, on page 92.

Find Next

Selecting the Find Next menu command triggers a search based on the
last character or format search you performed.
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= Replace
Selecting the Replace displays the Replace dialog:
|=i| Replace...
Replace: I ;l
;I ™ Full word
" Case sensitive
LI I 'whap
Character... | Paragraph... Borders... | Style Sheets .. |
Wity | =l
=
=
Character... Paragraph... | Borders... | Style Sheets .. |
Close | Replace all | Feplace I

This dialog allows you to define searches in the same way the Find
dialog does. It also allows you to define a character string that will
replace that string you searched for. Replacements are not limited to
characters and can be extended to character, paragraph, border and
style formats. For more information about replacing characters, refer to
“Finding and replacing sequences of characters”, on page 105.

= Replace Next
Selecting the Replace Next menu command triggers a search based on
the last character or format search you performed, followed by a
replacement identical to the last replacement executed.

= Change case
Selecting the Change case menu command displays a submenu:

lower case
UPFEE CASE
Title Case
t0GGLE cASE

This submenu allows you to modify that character case of the current
selection.

= lower case converts the selected text to lower case.
=  UPPER CASE converts the selected text to upper case.
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The View Menu

= Title Case converts the first letter of each word in the selection to
upper case.

» tOGGLE CASE converts all upper case letters in the selection to
lower case and vice-versa.

Show selection

Selecting the Show selection menu command scrolls the document in
order to display either the insertion point or the current selection. If
either is already displayed, this command has no effect.

Go to page
Selecting the Go to page menu command displays the Go to Page
dialog:

Goto Page: D
Comen JC_ox

For more information about this dialog, refer to “Going to a Specified
Page”, on page 85

Once you have entered a page number, clicking OK displays the
corresponding page.

The View menu allows you to:
Select Page View mode.

Select the elements you want to display in the 4D Write window (tool-
bar, rulers, headers, footers, 4D references, pictures, invisible charac-
ters, frames, menu bar and status bar).

The menu commands of the View menu are the following:

Normal

Selecting the Normal menu command displays the document as an
uninterrupted series of paragraphs without columns, headers or foot-
ers. When this mode is selected, a checkmark is displayed next to the
Normal menu command. Selecting this option unchecks the Page
menu command.
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Note

Page

Selecting the Page menu command displays the document as a succes-
sion of separate pages, and displays text columns. When this mode is
selected, a checkmark is displayed next to the Page menu command.
Selecting this option unchecks the Normal menu command.

Toolbars
Selecting the Toolbars menu command displays a submenu:

lower case
UPPER CaSE
Title Case
IOGGLE cASE

In this submenu, toolbars whose name is preceded by a checkmark are
displayed. Selecting the name of a toolbar, when there is a checkmark
next to it, hides the corresponding toolbar. Selecting the name of a
toolbar, when there is no checkmark next to it, displays the corre-
sponding toolbar.

Rulers
Selecting the Rulers can either hide or display the rulers. When rulers
are displayed, a checkmark is displayed next to the Rulers menu com-
mand.

When the Page View mode is selected, both horizontal and vertical
rulers are displayed. When the Normal view mode is selected, only the
horizontal ruler is displayed. The Rulers menu command only affects
the rulers that are displayed by the current view mode.

Header

When in Page view mode, selecting the Header menu command dis-
plays the document’s header area. The header area is displayed in a
separate area located at the top of the current page. When the Normal
view mode is selected this command is disabled since that mode can-
not display the header area.

Footer

When in Page view mode, selecting the Footer menu command dis-
plays the document’s footer area. The footer area is displayed in a sepa-
rate area located at the bottom of the current page. When the Normal
view mode is selected this command is disabled since that mode can-
not display the Footer area.
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= References
Selecting this command displays the values of the references. When a
checkmark appears before the References menu command, references
are displayed, otherwise the computed values of references are dis-
played. For more information about displaying values or references,
refer to “Showing References or Values”, on page 185.

= Pictures
When a checkmark is displayed next to the Pictures menu command,
4D Write displays the picture. When no checkmark is displayed next to
the Pictures menu command, 4D Write displays frames instead of pic-
tures. This make the display faster.

Note This menu command also affect the printing of pictures.

= Invisible characters
When a checkmark is displayed next to the Invisible characters menu
command, 4D Write displays invisible characters. Selecting this menu
item when it is checked unchecks it, and vice-versa.

= Margins
This menu command is only accessible when Page view mode is
selected. When Page view mode is selected, selecting the Margins
menu command displays or hides the margins of the document. When
margins are displayed, a checkmark is displayed next to the Margins
menu command.

= Horizontal scrollbars
Selecting Horizontal scrollbars displays or hides the horizontal scroll-
bar. When the horizontal scrollbar is displayed, a checkmark is dis-
played next to the Horizontal scrollbars menu command.

= Vertical scrollbars
Selecting Vertical scrollbars displays or hide the horizontal scrollbar.
When the horizontal scrollbar is displayed, a checkmark is displayed
next to the Vertical scrollbars menu command.

= Menu bar
Selecting Menu bar displays or hides the menu bar. When the menu
bar is displayed, a checkmark is displayed next to the Menu bar menu
command. When the menu bar is hidden, you can display it again by
pressing the following combinations of keys: Ctrl + Shift + M on Win-
dows and Command + Shift + M on Mac OS.
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The Insert Menu

Status bar

Selecting the Status bar displays or hide the horizontal scrollbar.
When the horizontal scrollbar is displayed, a checkmark is displayed
next to the Status bar menu command.

The Insert menu allows you to insert variables (date and time, page
number), page breaks, column breaks, and 4D expressions. If the
insertion point is located in the text, the element is inserted at the
insertion point, otherwise it replaces the current selection.

The Insert menu includes the following menu commands:

v Momal
FPage

Toolbars

v Ruler

Header

Eanter

References
v Pictures
Irizible Characters
Erafmes
Harizontal Scrollbars
Vertical Scrollbars

Chil+5hift-+h4

v
v
v henu Bar
v

Status Bar

Date and time

Selecting the Date and time menu command displays the Insert date

dialog.
Insert Date...

a <no date > (14 no time > -
Efa L] [ ||15:51:20 [
FMon, Mar 1, 1993 15:51
Monday , March 1, 1993 15 hours 51 minutes 20 seconds
0Z /01 /99 15 hours 51 rminutes
tarch 1, 1593 251 P
Mar 1, 1959
0Z/01 /1999

[l

4

|March 1,1939

D Autornatic update

[ Cancel

J e

This dialog allows you to select the current date, the current time or
both as well as their display formats. For more information about this,
refer to “Inserting the Current Date and Time”, on page 90.
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= Page number

Selecting the Page number menu command displays the Insert page
number dialog.

j=i| Insert Page Humber...

Once the format selected, clicking OK inserts the page number at the
location of the insertion point. For more information, refer to
“Inserting the page number”, on page 91.

Special character
Selecting the Special character displays the Select Special character
dialog:

|=i| Select Special Character...
_!"#$%&'()*+ N R I 1 I e e S O = T =|=|=|7
@ A|B|C|DE|F|GIH|I|J/K|ILIMMNOP|Q 5 VWY D (V]
“lalbleldle|flalh|i|j|k|I|mn|lojlpla|r|s|t|lu|v|w x|y z[{|||} ~|O
olo|,|r ATlt] (%5 <|cElojo|o|o " —|—| " |™&|;:|e|o|o|¥
ilelsgl=l%l1]s] |o|=]«[~]-|®7[[e]=]=][n]1] IR
AlA|AIAAIR EC|E[EIE|E[T|I]T]|T|[B|N[&|G|S|0]d <|@|l0|0j0|0|Y PR
dlalald|ald|e|c|e|e|e|e|i|i|i|i|a|A|o|d(d(d|a|=|s|0|da|d|a|y|p|§

Ascil code: [ 3= Fortt: i
Eancell ok I

This dialog allows you to pick a specific character by viewing it before-
hand. For more information, refer to “Inserting a Special Character”,
on page 92.

Hyphen

Selecting the Hyphen menu command inserts a hyphen at the cursor
location. For more information, refer to “Inserting and Removing
Hyphens”, on page 90.

Non Breaking space
Selecting the Non Breaking space menu command inserts a non
breaking space at the insertion point.
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The Style Menu

Column break
Selecting Column break menu command inserts a column break at
the insertion point.

Page break
Selecting Page break inserts a page break at the insertion point.

4D Expression
Selecting the 4D Expression menu command displays the Insert 4D
Expression dialog:

Insert 4D Expression
Field IExpression |
Format
- E Table 1 - AR SRR -
N [ (###) AR I
A Fieldi ERB_mRE_ARER
A( Field2 R BE_MRER
/X Fields ooooo
£ Fieldd_
[~
= [ |
l Cancel ] ” 0k ]l

This dialog allows you to select a field or to define a 4D expression. For
more information about this dialog, refer to “Referencing Fields and
Expressions”, on page 177.

The Style menu allows you to modify style attributes for the current
selection. Style attributes can be combined by sequentially selecting
styles.
Shyle
Plain
Bold Chrl+B
Italic Cirl+l
Shadowed
Stiked Out
Underline >
Superscript
Subscript

Capitals
Sall Capitals
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Plain

Selecting the Plain menu command allows you clear all style attributes
that would be applied to the current selection. Case, font, size and
color attributes are not affected by this function.

Bold
Selecting the Bold menu command applies the bold style to the cur-
rent selection.

Italic
Selecting the Italic menu command applies the italic style to the cur-
rent selection.

Shadow

Selecting the Shadow menu command applies the shadowed style to
the current selection. This style is not the standard Mac OS Shadow
effect, but an attribute defined by 4D Write. This makes the attribute
available on both Windows and Mac OS platforms.

Strikethrough
Selecting the Strikethrough menu command scores out the current
selection.

Underline
Selecting the Underline command menu displays a submenu that
allows you to choose a type of underline.

~+ No Underline
Single under line
word underline
Double underline
Hatched under line

= No underline selects no underline for the current selection.
= Single underline underlines the selection with a single stroke.

= Word underline underlines only the words of the selection with a
single stroke.

= Double underline underlines the current selection with a double
line.

» Hatched underline underlines the current selection with a doted
line.

Superscript
Selecting Superscript applies the superscript attribute to the current
selection.
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The Colors Menu

= Subscript

Selecting Subscript applies the subscript attribute to the current selec-
tion.

Capitals
Selecting Capitals displays the characters in the current selection in
upper case (the case in which the text is typed is still stored but not
shown).

Small capitals
Selecting Small capitals displays the current selection, using uppercase
characters of the next lower size to display text entered in lower case.

Please note that, during a character search, a small capitals character is
not considered as an uppercase character. In other words, an “a”
character will be displayed as “A” if you select the small capitals style
attribute. It will however be returned by a search on the “a” character.

The Colors menu will allow you to modify color attributes of the
selected elements.
[ Colors |

Text

Back

Strike Out
Underline
Shadow
Borders Back
Borders Line

v rT YT w vy wow

For a selected piece of text, the elements for which you can set the
color are the following:

the Characters;

the Character background;

the Stroke of the Strikethrough effect;
the Line that underlines a piece of text;
the shadow for the Shadowed effect;
the Paragraph background; and

the Text borders

The menu commands of the Colors menus and their effect are the fol-
lowing:
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Text

Selecting the Text menu command displays a color submenu. The
color selected using this submenu will be applied to the current text
selection.

Back

Selecting the Back menu command displays a color submenu. The
color selected using this submenu will be applied to the background of
the current text selection.

Strikethrough

Selecting the Strikethrough menu command displays a color sub-
menu. If the Strikethrough style is selected for the current selection,
the selected color will apply to the stroke of the Strikethrough effect. If
the Strikethrough style is not selected for the current selection, the
selected color will be stored and will appear if the Strikethrough style is
selected at a later time.

Underline

Selecting the Underline menu command displays a color submenu. If
the Underline style is selected for the current selection, the selected
color will apply to the line of the Underline effect. If the Underline
style is not selected for the current selection, the selected color will be
stored and will appear if the Underline style is selected at a later time.

Shadow

Selecting the Shadow menu command displays a color submenu. If
the Shadow style is selected for the current selection, the selected
color will apply to the shadow of the Shadow effect. If the Shadow
style is not selected for the current selection, the selected color will be
stored and will appear if the Shadow style is selected at a later time.

Borders back

Selecting the Borders back menu command displays a color submenu.
The selected color will apply to the background of all the paragraphs of
the current selection.

Borders line

Selecting the Borders line menu command displays a color submenu.
If borders are selected for the current selection, the selected color will
apply to those borders. If no borders are selected for the current selec-
tion, the selected color will be stored and will appear if borders are
selected at a later time.
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The Paragraph
Menu

Note

The Paragraph menu allows you to set for the selected paragraphs:

whether the paragraph has a bullet and the character used for the bul-
let;

the alignment; and

the line spacing.

It also allows you to copy the contents of the ruler for a paragraph and
apply it to other paragraphes.

The menu commands of the Paragraph menu are the following:

Copy Ruler
FFaste Fuler

Chrl+Shift+C
(EtrlsS it

Bullet 3

<

Align Left

Align Center
Align Right

Full Justification

<

Single Spaced
1.5 Line Spaced
Double Spaced
Other...

Copy Ruler

Selecting the Copy Ruler menu command copies the current settings
of the ruler. The copied settings are the following: tab type and loca-
tion, first line indent, and margin settings as well as all the paragraph
attributes.

If you select several paragraphs, the ruler can only be copied if it is
identically defined for each of those paragraphs.

Paste ruler

Selecting the Paste ruler pastes the ruler that was previously copied
using the Copy Ruler menu command. For more information, refer to
the previous paragraph.
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Note

Bullets
Selecting the Bullets menu command displays the following submenu:
Copy Ruler Clrl+5hift+C
Fazte Filer [Etrl St
v tone
B Black Square
v Align Left O white Square
Align Center # Black Cicle
Align Right 2 Wwhite Circle
Full Justification 4 Diamonds
4 Clubs
v Single Spaced Other...
1.5 Line Spaced T

[rouble Spaced
Other...

This submenu allows you to select a specific type of bullet for the para-
graphs of the current selection. The selected bullet will appear at the
beginning of the first line of the paragraph. If you select the Other sub-
menu command, the Select Special Character dialog is displayed.

|=i| Select Special Character. .
fﬂ(a‘réf&@ﬂﬂ@@@ﬂ?ﬁ)@u@ﬂ&ﬂﬂgﬁSﬁ“ﬁ‘mﬂ-H@st

A A I N A I =N A LA E A N A AR AR A a0 A e s
=g ma(n 2% =%l e c/noajala [+ e+ =@==z e <[]0
QOO EEQOEE®O0E OO0 06 0 00| D[ m| o e e |
OO0 @ (S| O O |4 * x| e ¥ 84| | @00 00000000
olo|odv el e % EE W 3 x 7 aaE <= ~]vc[alajo[<
s[rlve]aleulels[r[dr]alel[u[e]=|t[a][s]s]s][a]e|a]=]-|[«[v]|m|m|a
Aszcii code: | a

Cancel | Ok I

For more information about the use of the Select Special character
dialog refer to “Setting bullets”, on page 129.

Only the default bullets share the same appearance on both Windows
and Mac OS platforms.

Align left
Selecting the Align left menu command applies a left alignment to all
the paragraphs of the selection.

Align center
Selecting the Align center menu command centers all the paragraphs
of the selection between their margins.
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The Format Menu

Align right
Selecting the Align right menu command aligns the paragraphs in the
selection with their right margins.

Full justification
Selecting the Full justification menu command fully justifies all para-
graphs of the selection between their margins.

Single spaced
Selecting the Single spaced menu command applies the default line
spacing to all the paragraphs of the selection.

1.5 Line spaced
Selecting the 1.5 Line spaced menu command applies a line spacing of
one and a half line to all the paragraphs of the selection.

Double spaced
Selecting the Double spaced menu command applies a line spacing of
two lines to all the paragraphs of the selection.

Other
Selecting the Other menu command displays the Other line spacing
dialog:

|=i| Other Line Spacing...
Size: I‘I
Cancel | ok I

The line spacing that is entered in this dialog will be applied to the
selected paragraphs. For more information, refer to “Setting Line Spac-
ing”, on page 123.

The Format menu allows you to access the dialogs that set character,
paragraph, tab, border and column formats. It also enables you to
access the style sheet management dialog.

Character..  Chil+5hift+F
Paragraph... Cil+Shift+F
Tabs... Crl+Shift+T
Borders... Chil+5 hift+B
Stylesheets... Chl+Shift+5
Calurnns...
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= Character
Selecting the Character menu command displays the Character dialog.

|=i| Character. ..
Da' Font: Size: ~ Underline

Purial 12

Ay ;l 49 ;l

Arabia e ] colars

Architecture Text Back Shado Underlin Strikethr

11
e, (-, W) M @ @

- Aftributes
[~ Bold ™ Superseript The quick brown fox jumps owver tf
[~ Italic ™ Subsctigt

[~ Shadow [ Small Capitals
[™ strikethrou [~ Capitals

Default | Mone | Revert | Cancel | Ok I

This dialog allows you to set several attributes of the characters of the
selection at once. For more information about how to use this dialog,
refer to “Changing Text Attributes at Once”, on page 138.

= Paragraph

Selecting the Paragraph menu command displays the Paragraphs dia-
log.

@ Paragraph...

~ [ Indentation Farmat

D efault |
Left: I ™ alignment: I vl
Right: | ™ Bullet | -1 Hane |
First line: I I Line Spacing I E— I

Thiziza paragraph sample. This i s a paragraph sample. Thisis a paragraph sample.
Thiz iz a paragraph sample. Thiz i = a paragraph sample.
Thiz iz a paragraph sample. Thiz iz a paragraph sample. Thiziz a paragraph sample.
Thiz iz a paragraph sample. This i = a paragraph sample.
Thiz iz a paragraph sample. This i = a paragraph sample. Thisis a paragraph sample.
Thiz iz a paragraph sample. Thiz i s a paragraph sample.

Cancel | Ok I

This dialog allows you to set the paragraph properties for the selected
paragraphs. For more information about how to use this dialog, refer
to “Formatting Paragraphs”, on page 120.
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= Tabs
Selecting the Tabs menu command displays the tabs dialog.
|=i| Tabs....
Tabs
.|  Position
Set
— dlignment Leading
& Left aligned (= Maone
) Centered e}
j ) Right aligned [ @
Add O Decimal separator [SIEFEPRS
Delete | O Wertical separatar C Other: I_
Cancel | oK I

This dialog allows you to define the location and type of the tab stops
for the selected paragraphs. For more information about how to set
tabs, refer to “Setting Tabs”, on page 124.

= Borders
Selecting the Borders menu command displays the Borders dialog:
|=i| Borders...

— Borders — Frame style Colors
— ||
——
I Left Right
Default |
[ Bottom  ——
I Mone |
Al I~ Betwesn p
_
¥ Fram Text: |D,2 Revert |
Cancel | Ok I

This dialog allows you to select the location and type of border you
want to apply to the selected paragraphs. For more information about
this point, refer to “Setting Borders for a Paragraph”, on page 150.
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= Style Sheets

Selecting the Style Sheets menu command displays the Style Sheets
dialog:

|=i| Stylesheets...
23
Styles: Preview | Description |
| Homal [
Th iz 2 paragranh zampe. This i2.3 @ @grmph = mple, Tiz 23 m@rg @ ph sampk. New. . |
Thiz i@ pamgeph wampk . This iz 3 @ =gm=ph w3 mok.
This iz 2 parmgranh Tampke This 5.3 Eagrph Tamale. THs 5.3 mregaph sampk. -
Thi =@ paragraph sampk . This i= 3 f@agraph @ mak. Edit... |
This iv 2 parmgranh wampke This 5.3 R egrph Tamale. THs 5.3 @rageph sampk.
This iz 2 pamgraph Tampke. This s 3 g =grmph samake,
Delete |
Impot.... |
= Apply |

This dialog allows you to create, modify, import and apply style sheets.
For more information about style sheets, refer to “Managing Style
Sheets”, on page 140.

Columns
Selecting Columns displays the Columns dialog.

Columns...

~ Cal
Nurnber :
Width: L 1
Spacing: 1

|:| Yertical separator

oo I x|

This dialog allows you to set the width, the spacing and the number of
columns of the document. For more information about Columns in
4D Write, refer to “Managing Columns”, on page 169.
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The Tools Menu The Tools menu allows you to access several utility features such as
spellchecking, statistics and document information and the language
selection. Using the Tools menu also allows you to display either
values or references and to force an update of the references.

The Tools menu contains the following menu commands:

T able Wizard...
Spelling...

Language...

Document Informations...

Document Statistics...

Compute references now  Chrl+k,
Freeze reference

= Table Wizard
Selecting theTable Wizard menu command displays the table wizard:

e créer un tableau. =5\

Template Il:olumns Linesl

Modéle : [Classic Horizontal 4 ]

r Prévisualisation

Taille
[ Lignes : El Colonnes: |

Format Texte

-
v

Police : | .Keyboard

Taille : |10 v

Plus de détails...

D Ajuster la taille des colonnes

Crmer ) [ o)

The table wizard allows you to define the table settings when creating
a table. For more information about creating tables, refer to “Managing
Tables”, on page 154.
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= Spelling

Selecting the Spelling menu command displays a spellchecker

selection dialog,

or, if any spellchecker is currently selected, it displays

the Spelling dialog.

|=d] Spelling..._

Mok in dictionary:

Jiio

Change to: Ii Igrare | Igriore &l |

& tions: i —
MR L _I Change I Change All |
- add | Coss |

For more information about how to use the Spelling dialog, refer to
“Using a Spelling Checker”, on page 116.

Language

Selecting the Language menu command displays the language selec-

tion dialog.

.3

Language...

American English
Englizh Australian
Englizh

Catalan

Cranish

Crutch

Finizh

French

French Canadian

1D

1

l JI(

Cancel

(114

For more information about the use of the language in your document.
Please refer to “Choosing the Language”, on page 117.
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Document Information
Selecting the Document Information menu command displays the

Document Information dialog:

Document Information...

%tle: I I
Sub ject: | |
Author | |
Cornpany : | |
Created: [0z/05/99, 1031 49 |
Modified : [0z/05/99, 1031 49 |
Motes:

D Locked [ Cancel ] ” oK ]l

In this dialog, you can store useful extra information with your docu-
ment. This includes a title, a subject, an author, a company and some
note. Once you have entered this data, click OK to close the dialog and
validate your entry or Cancel to ignore the changes.

Document Statistics
Selecting the Document Statistics displays the Document Statistics

dialog:

|21 Document Statistics....

Lines: 13

Pages: 1

Characters: )

words: [ 11

Paragraphs: E

Pictwes: [ 0

Databaze Objects: 0

Size in Bytes: [ =

This dialog displays statistics related to the current document. It
includes the total number of lines, the total number of pages, the total
number of characters, the total number of words, the total number of
4D objects and the size of the document file.
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» Compute references now

Selecting the Compute references now menu command recomputes
all references and expressions in the document based on the current
values in the database.

Freeze references

Selecting the Freeze references menu command replaces each refer-
ence by its current value and converts it into a character string. This
action cannot be canceled.

4D Write Toolbars

4D Write toolbars are located in the upper part of the 4D Write win-
dow.

| misle| Bl & 51012 =l gls] slal
= =l=l=lF =12 =
|| Jrcmal =] Jorial =z = B|/|u||

Toolbars are used to quickly access features that are often used. There
are four toolbars in 4D Write:

The Standard toolbar
mislel Rle] & %~ ]2] =]~ [1]]
The Style toolbar

lNormal zl INew York TI I12 TI

The Borders toolbar,
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The Standard
Toolbar

The File Management

Icons

]

The Standard toolbar is organized into five groups of buttons:

the file management buttons;

the print management buttons;

the character search buttons;

the copy/paste buttons;

the Undo and Redo buttons;

the view management buttons; and

the insertion icon

These are the file management buttons:

D=

From left to right, these buttons are: the New Document button, the
Open Document button and the Save Document button.

Clicking the New Document button displays a new empty document
in the text area. If the document on which you are working is not
saved, a dialog is displayed and asks you if you want to save the current
file.

Clicking the Open Document button opens the standard Open file
dialog box that corresponds to the platform you are working on. If the
document on which you are working is not saved, a dialog is displayed
asking if you want to save the current file before opening a new
document.

Clicking the Save Document button saves the current document at its
current location. If the current document is a document that was never
saved a Save file dialog is displayed.
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The Print Management

buttons

The Find button

The Copy/Paste

=

Management buttons

The print management buttons consists of two buttons:

From left to right the two buttons are: the Print Preview button and
the Print button.

Clicking the Print preview button has the same effect as selecting the
Print Preview menu command in the File menu. For more
information about the effect of this menu command, please refer to
“The File Menu”, on page 21.

Clicking the Print button has the same effect as selecting the Print
menu command in the File menu. For more information about the
effect of this menu command, please refer to “The File Menu”, on
page 21.

Clicking the Find button has the same effect as selecting the Find
menu command in the Edit menu. For more information about the
effect of this menu command, please refer to “The Edit Menu”, on
page 24.

The copy/paste buttons consists of three buttons:

From left to right the three buttons are: the Cut button, the Copy
button and the Paste button.

Clicking the Cut button has the same effect as selecting the Cut menu
command in the Edit menu. For more information about the effect of
this menu command, please refer to “The Edit Menu”, on page 24.

Clicking the Copy button has the same effect as selecting the Copy
menu command in the Edit menu. For more information about the
effect of this menu command, please refer to “The Edit Menu”, on
page 24.

Clicking the Paste button has the same effect as selecting the Paste
menu command in the Edit menu. For more information about the
effect of this menu command, please refer to “The Edit Menu”, on
page 24.
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The Undo
and Redo buttons

The View Management
buttons

(7]

o

The Insertion buttons

The Undo and Redo buttons are displayed as follows:

Clicking the Undo button has the same effect as selecting the
Undo Action menu command in the Edit menu. For more
information about the effect of this menu command, please refer to
“The Edit Menu”, on page 24.

Clicking the Redo button has the same effect as selecting the

Redo Action menu command in the Edit menu. For more information
about the effect of this menu command, please refer to “The Edit
Menu”, on page 24.

There are two view management buttons:

From left to right these buttons are: the View Invisible button and the
View References button.

Clicking the View invisible button has the same effect as selecting the
Invisible Characters menu command in the View menu. For more
information about the effect of this menu command, please refer to
“The View Menu”, on page 28.

Clicking the View invisible button has the same effect as selecting the
References menu command in the View menu. For more information
about the effect of this menu command, please refer to “The View
Menu”, on page 28.

There are two insertion buttons:
®

From left to right these buttons are: the Insert Current Hour button
and the Insert Current Date button.

Clicking the Insert Current Hour button inserts the current time at the
insertion point. The time format is then “HH:MM”.

Clicking the Insert Current Date button inserts the current date at the
insertion point. The time format is then “Day, Month Day of the
month, YYYY” (Friday, March 5, 1999 for example).
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The Style Toolbar

The Style Sheet Drop-
down List

The Font Drop-down List

The Font Size Drop-
down List

The Style buttons

The Style Toolbar consists of the following:

the Style Sheet drop-down list;

|Normal T|

the Font drop-down list;

INew York T|

the Font size drop-down list; and

12 v

the Style buttons;

The style sheet drop-down list allows you to select a style sheet and
apply it to the current selection. The style sheets that appear in that list
are the style sheets that are available in the current document.

The Font drop-down list allows you to select a font and apply it to the
current selection. The fonts that appear in that list are the fonts that
are currently installed in your system. These fonts are the same as the
fonts available in the Characters dialog.

The Font size drop-down list allows you to select a font size and apply
it to the current selection.

There are three style buttons:

From left to right these buttons are: the Bold button, the Italic button
and the Single Underline button.

Clicking the Bold button applies the Bold style to the current selection
or removes it if it was already selected. The effect of this button is
identical to effect of the Bold menu command from the Style menu.

Clicking the Italic button applies the Italic style to the current
selection or removes it if it was already selected. The effect of this
button is identical to effect of the Italic menu command from the
Style menu.
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4D Write Toolbars
Clicking the Single Underline button applies the Single underline style

attribute to the current selection or removes it if it was already
selected.

The Format Toolbar

The Format Toolbar consists of three button sets :
= the text alignment buttons;

the line spacing buttons; and

the bullet button.

The Text Alignment
buttons

There are four text alignment buttons:

From left to right, the buttons are: the Left Aligned button, the

selection.

Centered, the Right aligned button and the Full Justified button. This
set of button allows you to set the text alignment of the current

] o]

Clicking the Left aligned button aligns the paragraphs of the current

selection to the left. The effect of this button is similar to the Align
Left menu command from the Paragraph menu.

Clicking the Centered button centers the selected paragraphs between

their margins. The effect of this button is similar to the Align Center
menu command from the Paragraph menu.

L]

Clicking the Right aligned button aligns the paragraphs of the current

selection with their right margins. The effect of this button is similar to
the Align Right menu command from the Paragraph menu.

Clicking the Full justified button fully justifies the current selection.

The effect of this button is similar to the Full Justification menu
command from the Paragraph menu.
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The Line Spacing
buttons

There are three line spacing buttons:

=1=1=]

From left to right, these buttons are: the Single Spaced button, the 1.5

Line Spaced button and the double spaced button. Those buttons allow
you to modify the line spacing for the current selection.

Clicking the Single Spaced button applies the default line spacing to

the current selection. The effect of that button is similar to the Single
Spaced menu command of the Paragraph menu.

menu.

Clicking the 1.5 Line Spaced button applies a line spacing of one and a
is similar to the 1.5 Line Spaced menu command of the Paragraph

half line to all the paragraphs of the selection. The effect of that button

Clicking the Double Spacing button applies a line spacing of two lines

to the current selection. The effect of that button is similar to the

Double Spaced menu command of the Paragraph menu.
The Bullet button

Clicking the Bullet button inserts a bullet at the beginning of the first

line of each paragraph that belongs to the current selection. The style

of bullet shown is determined by the bullet paragraph formatting
option of each paragraph. Clicking once more on the Bullet button
will remove the bullets.

The Borders Toolbar The Borders Toolbar consists of two button sets:

= the individual border buttons,

the frame buttons,

The Toolbars allows you to separately or globally define borders for the
paragraphs of the current selection.
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The Separate Borders

buttons

The Frame buttons

[u]

There are four separate borders buttons :

From left to right these buttons are: the Left border button, the Top
border button, the Right Border button and the Bottom border button.
These buttons allow you to separately define the borders of the
paragraphs of the current selection.

Clicking the Left Border button displays the left border of the
paragraphs of the current selection.

Clicking the Top Border button displays the top border of the
paragraphs of the current selection.

Clicking the Right Border button displays the Right border of the
paragraphs of the current selection.

Clicking the Bottom Border button displays the bottom border of the
paragraphs of the current selection.

There are three frame buttons:

O8]

From left to right these buttons are: the All Borders button, the Inside
Borders buttons and the No Borders buttons. These buttons allow you
to set several paragraph borders at once.

Clicking The All Borders button displays the external borders that
outline the paragraphs of the current selection.

Clicking The Inside Borders button displays the external borders that
outline the paragraphs of the current selection as well as the bottom
and top borders of all the paragraphs of the selection.

Clicking the No Borders button remove any border present in the
selection.
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3 Managing 4D Write
Documents

This chapter explains the basics of managing 4D Write documents:

= How to create, open, and save 4D Write documents in both database
records and in external windows;

4™ Dimension:;

= Compatibility with
= Multi-platforrm document management;

= Opening a document in an external window;
= Creating a 4D Write area in a form;

= Creating a new document;

= Opening an existing document;

= Saving a document; and

= Setting preferences for document

Compatibility with 4t Dimension

The minimum requirements for 4D Write 6.5 with the current 4D
environments on Mac OS and Windows are as follows:

Mac OS version | Windows version

4™ Dimension (single user) 6.5 PPC only 6.5

4D Server 6.5 Client PPC 6.5
only
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Multi-platform Document Management

4D Write, like 4™ Dimension and 4D Server, is a multi-platform
program. This means that, a database created under Mac OS that uses
4D Write can be opened and run under Windows with no
modifications, and vice versa.

Format Management

4D Write allows you to use different file formats when opening or sav-
ing a file. Those formats appear in the drop down lists in the Open file
and Save file dialogs.

| 4D wiite 6.5 Document [+ 4w7) =l

4D “wirite 5.5 Template [*. 4wt E 4D “write: 6.5 Documents [ 4w 7" dut)
40 wiite RTF Document [7.0f) 4D "/rite 6.5 Templates [*. dwt)

HTML Dacument [* html] 4D 'wiite 6.0 Documents [ dwr]
windows Text Document (7 bt) RTF Documents [*1tf]

W acintozh Test Document [7 ) HTML Docurments [ html;* htm.* shirn)
Unicode Text Document [* bt Windows Text Documents [* txt)
Macintazh Text Documents [*.tat]
Unicode Test Documents [*txt]

The file formats available in 4D Write are the following :

= 4D Write 6.5 document
This format is 4D Write 6.5 native format. A 4D Write 6.5 document
saved using this format will keep all its features. This format is
available for both opening and saving a document.

= 4D Write 6.5 templates
This format is 4D Write 6.5 native format for templates, for more
information about the templates in 4D Write and their use, please refer
to "Saving a Document as a Template", on page 70. This format is
available for both opening and saving a document.

= 4D Write 6.0 document
This is the native format for the previous version of 4D Write. This
format is available only when opening a document.

= RTF document
RTF stands for Rich Text Format. It allows file transfer between
platforms while keeping basic formatting intact. This format is
available for both opening and saving a document.
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File Equivalents on
Mac OS and
Windows

HTML document

HTML stands for Hypertext Mark-up Language. This format is mainly
used for serving pages on a web server. This format is available for both
opening and saving a document.

Windows Text document

This format is the basic windows text format, it does not embed any
character formatting, and it uses the Windows extended ASCII table.
This format is available for both opening and saving a document.

Macintosh Text document

This format is the basic Mac OS text format, it does not embed any
character formatting and uses the Mac OS extended ASCII table. This
format is available for both opening and saving a document.

Unicode text document

The unicode format is designed to avoid the character conversion that
takes place when a document is opened on another platform, or on
another system. It also allows the contents to be always retrieved
independently of the script manager.

The following table indicates the file equivalents of 4D Write
documents on Mac OS and Windows.

Mac OS Windows
Document

Type Creator Extension
4D Write 6.5 document | 4WR7 4DW7 4W7
RTF TEXT ADW7 RTF
Windows Text only TEXT 4DW7 TXT
Mac OS text only TEXT ADW7 TXT
Unicode text document | TEXT 4DW7 TXT
HTML document 4DW7 TXT
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Opening 4D Write in an External Window

You can use 4D Write in its own window. When used in its own
window, 4D Write operates as if it were a separate application.

» To open 4D Write in an external window:

1 If you are not in the User environment, choose User in the Use menu.

The Plug-Ins menu is located in the User environment menu bar
whenever any plug-ins are installed. If you have installed 4D Write,
4D Write appears as an item in the Windows menu. If you have
installed additional plug-ins, they appear in the same menu.

2 Choose 4D Write from the Plug-Ins menu.
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Windows Control

A 4D Write document opens in an external window.

1| Untitled1 =] 2 Maximize/
menu box |l File Edit View Inset Stle Colors Paragiaph Format Tools Minimize/
| Disle] D&l & slo12] 212 le] olal Sutions
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(i | - al - 12 ~| B |/I Ul
:: |Ij"“°" = e =z =l = ‘ toolbars
Ruler _@z 2 3 4 51 6 7 8 R RO IR
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|41 | I
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4D Write J_ ile Edit Yiew Insert Style Colors Paragraph Format Tools
menu bar %|5[8] ||~ [1]=] [o]@]
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Ruler BZ.M...2...3...4-.-5---5-.-?-.-3-.-9-.-10-.-11-.-12-.-13-.-14- A5 e g7 |
Document
area

-

| 7]

The external window contains the 4D Write menu bar. The menus in
this menu bar allow you to manage your document. For example, use
the Style menu to apply a different style to selected text. The

4™ Dimension menus remain available in the standard menu bar at
the top of your screen.
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Opening Multiple
Documents

The external window also contains four toolbars. The role of those
toolbars is to make access to specific features easier and faster. For
example, to apply the Bold character style you can either select Bold
from the Style menu or click the icon in the Character toolbar.
Toolbars also increase your control over the 4D Write interface since
they can be moved within the 4D Write window or be separately used
as palettes.

The ruler below the 4D Write toolbars allows you to set the margins,
first line indent, and tabs.

The Standard toolbar allows you to quickly access some of the features
that are accessible through the File, Display, and Insert Menus.

The Style toolbar allows you to set the format of characters and to
select a style.

The Format toolbar allows you to set paragraph alignment, line
spacing and the presence of bullets at the beginning of paragraphs.

The borders toolbars allows you to set the features of the borders for a
paragraph.

4D Write windows also integrate splitters that allow you to divide the
document area and therefore display different areas of the same
document at the same time. For more information about splitters, refer
to the section “Splitting the 4D Write window”, on page 82.

The document area below the ruler is where you edit your document.

To view more of the document area by enlarging the window to full
screen size:

In Windows, click the Maximize button.
On the Macintosh, click the Zoom box.

You can open additional 4D Write windows by choosing 4D Write
from the Windows menu. Operating several 4D Write documents at the
same time enables you to compare documents, copy and paste
between documents, and move from one document to another simply
by clicking in the appropriate window.
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The titles of all 4D Write windows appear at the bottom of the
Windows menu. You can bring any document to the front by choosing
it from the Windows menu.

e 4€ Dimension

File Edit Use Enter Queries Report Special ‘Web Server JSDRERGE Aide

N P e 2 2 [ 11 et i [l

AD write

= Untitled1
J=i| Table 1: 1 of 1 Untitled?

Contact Code ‘ Mailling date |SLIhJE[:l Type ‘ From

. Open
windows

=
xh11 06/04/99 Invoice Professional Mary Werher IJ
|3 Unti (o] |

|| Fin TR P e . [ J—— e
k. M=

WlndOW File Edt View Insert Style Colors Paragraph Fomat  Tooks

name | micle| Bl&l & 5417 -1 | 1la| ol
ll [EEEE=
l || o = Jia = [z = B|Zs g”

[Line 1, Cal1

Saving Documents When you save a document, its title bar changes to the file name it is
saved unders.

Closing Documents To close an external window at any time:

= In Windows, select Close from the Control menu.
On the Macintosh, click the Close box.
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Creating a 4D Write Area in a Form

You can create 4D Write areas in any database form. You can use

62

4D Write in an input form, providing a document in each record for

notes, reports, letters, or other information. You can also use a
4D Write area in an output form to display or print a document.

Note If you use 4D Write externals in output forms used with the 4D

commands MODIFY SELECTION and DISPLAY SELECTION, the speed of

the display will be slower.

The following figure shows a 4D Write area in an input form. A letter is

being created for Marcel Vandergaard. The letter will be saved
automatically with Molly’s record when the record is accepted.

|=i| Entry for Table 1 [_[O]=]
Table 1
1of1

4D Write area

Contact Code
From Mary Werber
Mailling date |06/04/99

Subject |Invmue

To Marcel
andergaard
ssociated Steel Designers

45231 San Bernardo Avenue

Type Frofessional

-

=

H File Edit “iew Inseit Siyle Colors Paragriaph Fomat Tooks El
Elx--t---i‘3---4--5--6---?‘8--- 1 12 [ERERE|

Marcel

Vandergaard

Associated Steel Designers

4581 San Bernardo Avenue

(408)-557 4600

| |

[0 | B
[Page1 141 [Line &, Coll2 [NUM [C2rs

Document
area

| L EERREERDX

When used in a form, 4D Write areas have the same features as

external windows, except that there is no Close box. By default, the

four toolbars are opened (Standard, Style, Format and Borders).
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To view a 4D Write area at full screen size:

In Windows, click the Maximize button.

On the Macintosh, click the Zoom box.

OR

Choose Goto Full Window from the 4D Write File menu.
Note that the expanded area now has a Close box.

To view the area in the form again:

Choose Return to Form from the 4D Write File menu.
OR

Click the Close box.

To create a 4D Write area in a form:

If you are not already in the Design environment, choose Design from
the Use menu.

The Structure window appears, showing the database tables and fields.
To save the contents of the 4D Write area with each record in a table,
you must create a Picture or BLOB field in a way that associates it with
the area. As with all plug-ins, the contents of a 4D Write area can be

stored in a Picture field. Starting with version 6.5, you can also store a
4D Write area in a BLOB field.

The remainder of the steps assume that you will save the contents of
the area with each record.

Add a Picture field to the table whose form will have the 4D Write
area.

For information on creating a Picture or BLOB field, refer to the

4™ Dimension Design Reference.

Give the Picture or BLOB field a name ending with an underscore ().
For example, you can name the field Letter _.

4 Choose Explorer from the Tools menu to open the Explorer window.

In the Forms tab within the Explorer window, select the form to which
you want to add the 4D Write area, and click Edit.
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The Form Editor opens:
e 4e Dimension 1H[=l E3

File Edit Use Design Tools Form Object Font Style  Aide
S|PI0I6) A1 2[5 1) sl s 20[5(Rl5 )]

(=L

Table 1

s MIZ‘ o
- ContactCode [Contact Code |~ -l
Cram: o [Fom ik
* Mailirig) date. [Mailling date | Ll
(Type o Type s

- Subject. . . . [Subject

SLL A L

ezl Ex &

6 In the Form editor, use the Plug-in area Object tool to draw an area for
4D Write.
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Plug-in area Tool

4D Write can use the entire form or it can share space with fields and

other form elements.
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Drawing an area to
display the document
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When you finish drawing the object,
Property list window, with the Variable object type selected.

O iz Property List i ‘B
|\-'ariab|e1 ~|
Type Variable
0Object Name Variablet
Yariable Name Variablel
Yariable Type Alpha
0Object Method Edit...

Help Message <None>
Enterable [Z
Tabable %]
Dragable I:I
Dropable [:I
7 r‘g Entry Control
Auto Spellcheck I:I
Entry Filter
Choice List <Mone>
Required List <None>
Excluded List <None>
P ** Coordinates & Sizing
b # pisplay and Printing
P X Events
[ 3 Appearance
P B Text

[~]
EShow Themes

%
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66

7 Click the Type drop-down list, and select 4D Write

The Type drop-down list lists the plug-ins you have installed. If

4D Write is not displayed here, it has not been installed. In this case,
close the database and install 4D Write before continuing with this
exercise.

In the form editor, the object now displays the following message :

. PluginAreal:4D Write could

1@ automatically save data in the
picture or blob field
“PluginAreal_"if it existed.

In the Variable name box, name the 4D Write area by entering the
name of the Picture field, minus the underscore.

For example, if you named the Picture or BLOB field Letter_, you
would name the 4D Write area Letter.

Giving the 4D Write area this name associates it with the field,
ensuring that its contents will be automatically saved with each record.
If you do not automatically save the contents of the area, 4D Write will
give you the opportunity to save the contents of the area on disk when
you accept the record.

An external object is one of several types of active objects. For more
information on external objects, refer to the 4™ Dimension Design
Reference and the 4™ Dimension Language Reference.

Click the Close box
OR
Deselect the Variable Name box.
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Saving Documents

Proper Naming of
4D Write Areas

Saving the 4D Write
Document as a Separate
File

4™ Dimension closes the dialog box and displays the form with the
4D Write area. The area displays the 4D Write icon, the area name, and
the message that the document will be saved with the Picture or BLOB
field.

B Form: [Table 1JForm1 X
L] [tact Coite [Contact Code L
] 00| R TN 5 S0 5SS S S SRR R e
) M| @ Ping.date [Mailling date. 000000 e
"B 5] = fiest : :  [Subject [ I L
B H=l [ BE
"]"lD.;‘ e B )
== . EEE———
@.Twe...hype ]
Ii X @F‘Iug-mmeﬂ 4D Wiite will autamatically save data in the field "Plug-in Areal_" Ll
R e
o Faso
o
| faso
- Fso
11 |-
11

If the area name does not correspond with the Picture or BLOB field
name or if the Picture field does not exist, 4D Write warns you that the
document will not be saved with the record— the document could be
saved if a Picture or BLOB field with the appropriate name existed.

In some cases, you may not want the document to automatically be
saved with the record. For example, you might want to store your
documents on disk and load them procedurally. In this, case, you
would not want to create a Picture or BLOB field to store the
documents.
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Renaming the Area

If the Picture or BLOB
Field Does Not Exist

If you later want to automatically save the document with the record,
you can go back and rename the 4D Write area. If the area name does
not correspond with the Picture or BLOB field name, you can correct
the name by double-clicking on the 4D Write area in the form. This
shows the property list for the 4D Write area, so you can type the
correct name in the Variable name box.

If the Picture field or BLOB does not yet exist, you can create the
Picture or BLOB field in the Structure window. In fact, it does not
matter which you create first—the Picture field or the 4D Write area. If
you wish, you can create the 4D Write area on the form first and then
go back and create the corresponding Picture or BLOB field.

Creating a New Document

You can create a new, blank document in either an external window or
a 4D Write area at any time. In either case, the new document replaces
the current document. If you have made changes to the current
document, you will be prompted to save the changes before 4D Write
opens the new document.

» To create a new document:

Choose New from the 4D Write File menu.

Opening Documents in 4D Write

You can open documents in any 4D Write external window or

4D Write area. The file formats 4D Write can open are described in the
section “Format Management”, on page 56.

To open a document in an external window or 4D Write area:

Choose Open from the 4D Write File menu.
A standard Open File dialog box appears.

Choose a file format from the Format pop-up menu in order to see
only the corresponding files.

Select a document.

4 Click Open.

The newly opened document replaces the current document in the
current 4D Write window.
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Saving 4D Write Documents

Saving a Document
with a Record

Saving a Document
as a File

You can save the text entered in a 4D Write document regardless of
whether the document was created in an external window or in a
form. 4D Write offers several ways to save documents.

= As part of a record
= As a Macintosh or Windows file

= As atemplate for a 4D Write area

If you have created a 4D Write area on a form and have created a
Picture or BLOB field to store the area’s contents, any text entered in
the area is automatically saved with each record when the record is
accepted.

You can also save a document created in a 4D Write area as a separate
file. For more information, refer to "Saving a Document as a File", on
page 69.

Any document that you create using 4D Write can be saved as a
separate file. You use the familiar Save and Save As... menu items from
the 4D Write File menu to save and update individual documents.

Documents you have saved can be opened by choosing Open from the
4D Write File menu. It makes no difference whether the document has
been created in an external window or in a form; the document can be
saved or opened in either place.

To save a 4D Write document as a file:

Choose Save As... from the 4D Write File menu.

Note that you choose this menu item from the 4D Write File menu,
rather than from the 4™ Dimension File menu.

4D Write displays the Save the File as: dialog box.

If necessary, choose the file format in which you would like to save the
document from the Save File as type: pop-up menu.

By default, 4D Write documents are saved in the standard 4D Write file
format. You can also save the current document in other formats.

For more information about the file formats and their meanings,
please refer to "Format Management", on page 56.

Enter a unique filename for the document.
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Sav
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Preferences...
FPage Setup...
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Print... Cil+P
Frint Merge...
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Note
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Click Save.
4D Write saves the document under the filename you entered.

To update a document you have saved:

Choose Save from the 4D Write File menu.
The original file is updated.

You may need to create a standard document containing elements that
are the same for every document, such as a standard report format or
letter heading. Instead of recreating the elements each time, you can
save the document as a template used by every document displayed in
a particular 4D Write area in a form.

You can create templates only for 4D Write areas on forms; they
cannot be used for external windows. When you use 4D Write in an
external window, the Save as Template menu item is dimmed.

The saved template is used by every document displayed in the

4D Write area. Each document starts with the same template, but any
unique modifications you make to any document are saved with the
record. There can be only one template for each 4D Write area on a
form.
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The 4D Write area in the following figure uses a template to display the
name and address from the person’s record. Each person’s record
displays the name and address in the same manner.

@Enlw for Table 1 [ O[]
Table 1 =
10f1
ﬁ Contact Code Hgh]
@ From It ary \erber
E Mailling date [06/04/33
E Subject [invoice
=1 Ti (ul | -
il F:,:;zw 3
—— ssociated Steel Designers
ﬁ 4581 San Bernarda Avenue ;I
@ Type Professional
el Il File Edit View Insert Stle Colors Paragraph  Format  Tools @‘
%EZ|IZIB4-55-?-39-"]”-12-13;'
: Marcel
Template displays Vandergaard
name and address Associated Steel Designers
4581 San Bernhardo Avenue
{408)-557 -4600
o
1«1 | 2l
[Page1 1A | Lire 5, Col 2 [NUM [FAFE
& CH
» To save a 4D Write document as a template:
= Choose Save as Template from the 4D Write File menu.
4D Write saves the document, giving it the same name as the 4D Write
area on the form, plus an underscore. For example, the template file for
the “WPArea” area is named “WPArea_”.
Note 4D Write assigns the filename and always saves the template in the

database folder, so no Save File dialog box is displayed when you
choose Save as Template.

In Windows, the name of your area can contain a maximum of seven
characters.

You can also create a template by saving a 4D Write document and
giving it same name as the 4D Write area, plus an underscore. The
template file must be in the same folder as the database structure table.
You can temporarily disable the use of a particular template file by
changing the template filename.
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Multi-Platform
Templates

» If you modify the template and want to incorporate the changes:

s Choose Save as Template from the 4D Write File menu again.

4D Write asks you if you would like to replace the existing template
file. Clicking the OK button updates the template.

To share templates between Mac OS and Windows clients, regardless of
the server platform, the procedure is as follows.

The process is transparent for users. If the server is a Windows
machine, the name of the template file should be AreaName_.4WT and
if the server is a Macintosh machine the name of the template file
should be AreaName_.

Setting Preferences

4D Write lets you set preferences for a document. You can choose the
ruler units and the document display mode. By choosing the
document display mode, you determine the document’s appearance,
including whether headers and footers are displayed and whether a
frame appears around the document’s text area on screen.

To set preferences for a document:

Choose Preferences from the 4D Write File menu.
The Document Preferences dialog box appears

|=i| Document Preferences. .. E

Docurnent | Spellchecking |

Uits:

~ Headers and footers

I™ Differert on first page
™ Ditferent on left and right pages

— Page

First page is: IHith Page vl
First Page Mumber: I'I—
Binding: ID,D cm

I™ Opposite pages

— Paragraph

Default Tab Spacing: |1 Dem

W widow and Orphat Control

Cancel | Ok I
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The Document Preferences dialog box is divided into two different
pages, each of which is accessible using a Tab control.

The Document page allows you to set the following options:

Units: You can choose the units that will be displayed in the
document’s ruler. The ruler is used to set the margins, first line indent
and tabs for the document.

Headers and footers

» Different on first page: checking this check box will allow you to
define different headers and footers for the first page and for the
remainder of the document.

» Different on left and right page: checking the option will allow you
to define different header and footers for the left and right pages. If
this option is left unchecked, the headers and footers will be
defined once for both types of pages.

First page is:

This menu allows you to select the side of the first page. Selecting Right
sets the side of the first page to Right. Selecting Left sets the side of the
first page to Left.

First page Number:
This box allows you to set the page number of the first page. Automatic
page numbers will be updated accordingly.

Binding:

This box allows you to set the value of the space left for the binding of
your document. If the Opposite pages option is checked, the value
entered will be applied to opposite pages as it is required when binding
a book of double-sided pages. If the Opposite pages option is not
checked, the value of the binding is always applied to the same side of
the page, as required in binding a book of single-sided pages. The
Binding value is expressed in the unit selected in the Unit drop-down
list.

Opposite pages:

When this option is checked the space allocated to the binding is set to
manage double-sided pages. When this option is not selected the space
allocated to the binding takes remains constant for left and right
pages, as required for single-sided pages.
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= Paragraph:

» Default Tab Spacing
This box allows you to set the default value for tab spacing. This
value will be applied to all the paragraphs that have no custom set-
tings.

=  Widow and Orphan control
Checking this box will prevent the first line of a paragraph from
being left at the end of a page, and it will also prevent the last line
of a paragraph from being left at the beginning of a page.

The Spellchecking page allows you to select your current spellchecker
and dictionary.

=—————— Document Preferences..=———————————
Spellchecker :
Dictionary:
[ Cancel ] |[ 0K ]l
Selecting a 4D Write enables the use of a spellchecker that complies with the
spelichecker Common Speller Application Programming Interface (C.S.A.P.I). This
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standard is currently the one in use with Microsoft™ products.
Licenses for such spellcheckers are available from spellchecker
publishers.

» To select a spellchecker:

1 In the 4D Write window, choose Preferences from the File menu.
The preference dialog is then displayed.
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Selecting a
dictionary

2 Click the Spellchecking Tab control.

The Spelichecking page is then displayed:

Document Preferences...

Document | Spellchecking I

Spellchecker :

Dictionary:

Browse...

(oo [ o)

In the Spellchecker area, click the Browse button.
An Open file dialog is then displayed.

Make sure the Show drop down menu displays either All readable
documents or CSAPI spellchecker.

5 Select the spellchecker.
6 Click OK.

4D Write enables the use of a dictionary that complies with the
Common Speller Application Programming Interface (C.S.A.P.I). This
standard is currently the one in use with Microsoft™ products.
Licenses for such dictionaries are available from dictionary publishers.

To select a dictionary :
In the 4D Write window, choose Preferences from the File menu.
The preference dialog is then displayed.

Click the Spellchecking Tab control.
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The Spellchecking page is then displayed:

Document Preferences...

Docurment | Spellchecking I

Spellchecker :

Dictionary:

(omea J[C_x )

3 In the dictionary area, click the Browse button.
An Open file dialog is then displayed.

4 Make sure the Show drop down menu displays either All readable
documents or CSAPI spellchecker.

5 Select the dictionary.
6 Click OK.

76 4D Write Reference Manual



Entering and Editing Text

This chapter describes how you interact with the 4D Write windows in
your database. It also explains how to perform basic text editing
operations, such as entering text, deleting text, and copying and
pasting text.

The chapter includes explanations of the following:
Using 4D Write in an external window and in a form
Entering and editing text

Finding and replacing text

Creating headers and footers

Inserting pictures

Viewing document statistics
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The 4D Write Window

The 4D Write window contains a blank area in which you can type
and display documents. You can display the 4D Write window as an
external window or as part of a record.

Using 4D Write inan When you open 4D Write as an external window, the document has its
External Window own menu bar. 4" Dimension’s menu bar stays at the top of the screen
and all the toolbars are displayed below it.

i A€ Dimension 19 [=
Wlndows File Edit Use Enter Queries Report Special web Server Pluglh:  Aide
Sl |@e] w5 2@ 5] 200 @9 Sieds| &8
Control-menu Lt Untitled] ==
|11 Fie Elit View Irsat Style Colors Paragraph  Format  Tools “H+—— Close
| Dol Rl & sl =] sl olal £=]| button
. —_— — T — T f
Title bar ==l=l=I= == = Maxirmize
[fiomsa | 3 ) e 1 P button
. 1L gl — L .
4D erge g = 0 = Minimize
menu bar Ex--w---i‘3---4--5--3---7‘s---g--m--n---u-‘n-;l button
I
Window
border
L« | _'ILI
| Page 1 141 | Line 1, Cal 1 [NUM [Cars 7 o 1 I Window
I v corner
9 é File Edit Use Enter Queries Report Special Web Server Plug-Ins Help
S |@|@) 250 [ B]e 0] (0] | @] ml]m) oise
ElRIeE] [ B[ 2] 6] al6] «18ls] 8] 200 box
Close box T [O=————\Untledi———————— 5 .
i File Edit Yiew Insert Style C:ilnrs Paragraph Format Tools Tltle bar
. %[5[8] (<[~ [1]=]
?n%rwrggr Flrma\ : Rew\‘ork : B|7|O
Eg--w-w-2‘--3-“4‘--5--‘6‘--7--‘3--‘9-w-|0‘--n---|2‘--|3--w4---15-- -
\
gd
Ja
Ja
s Drag box
T
f -
[ Dl
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Moving the Window

Adjusting the Window
Size and Proportions

Maximizing the Window

4D Write
menu bar

>

To move the window, drag the Title bar.

To adjust the window in Windows:

Point to a corner or a border of the window.
The pointer becomes a double-headed arrow.

Drag the corner or border until the window is the desired size.
To adjust the window on the Macintosh:

Drag the Size box in the bottom right-hand corner of the window.

To expand a 4D Write window to take up the full screen:

In Windows, click the Maximize button, or choose Maximize in the
Control menu.

On the Macintosh, click the Zoom box.
When you expand the window to full screen size, 4™ Dimension’s

menu bar remains at the top of the screen and 4D Write’s menu bar
remains within the 4D Write window.

] Fie Edit Use Enier Gueries Fepat Special WiebSewer Pluglns Aide AT
S |ee] 2] [2]#]5] 205 @5 Sles| s
[l Fie Edit View Insert Ste Colors Paaqiaph Fomal Tools
| Plel®| Gl & s2]2] =] o]a] o|a]
IEEEEEEEE
| fomal =] il =z = B|s|ull
Bz ced 1 3 4 5 6 7 £ Lkl o " 12 -3 14 16 :I
|

[El
14| L
[Page1 141 [Line 1, Cal 1 [HUM Cars
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Closing the Window
» To close a 4D Write window:

= On the Macintosh, click the Close box.
In Windows, select Close from the Control menu.

Using 4D Write ina When 4D Write is used in a form, the 4D Write menu bar appears at the
Form top of the 4D Write area. You can choose menu items from either the
4™ Dimension menu bar or from the 4D Write menu bar.

|=i| Entry for Table 1 [_[O]=]
=

101

4
o
g
o
o

Contact Code
From Mary Werber
Mailling date |06/04/99

Subject |Invmue

To Marcel -
andergaard

ssociated Steel Desighers
4581 San Bernardo Avenue =

Type Frofessional

17 File Edit View Inseit Style Colors Paragriaph  Fomat  Tooks El
Elx.. RS R TR TR T T AR T R R LR R R |
Marcel

Vandergaard

Associated Steel Designers

4581 San Bernardo Avenue

(408)-557 4600

4D Write
menu bar

 EEleEEEREX &

141 | I
| Page 1 1A [ Line 5, Cal 2 HUM |25

Expanding a 4D Write
Area to Full Screen

» To expand a 4D Write area:

= Choose Goto Full Window from the File menu.
OR
In Windows, click the Maximize button or choose Maximize from the
Control menu.
On the Macintosh, click the window’s Zoom box.

On both platforms, the document expands to fill the entire screen and
4D Write’s menu bar temporarily replaces 4™ Dimension’s menu bar.
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Note

Adjusting the Window

Size and Proportions of

the Expanded Window

Returning to the Form

>
1

If the 4D Write area on the form is too small to be used without being
expanded, it is displayed as a grey area:

” Click here to open 40 'Write area

When you click this area during data entry, the document area
automatically expands to full screen size.

The size below which the 4D Write area is displayed as a button is 400
pixels wide and 550 pixels high. However, in the design environment,
the area is always displayed as an area, whatever its size.

To adjust the expanded window in Windows:

Point to a corner or a border of the window.
The pointer becomes a double-headed arrow.

Drag the corner or border until the window is the desired size.
To adjust the expanded window on the Macintosh:
Drag the Resize box in the bottom right-hand corner of the window.

When the document window is expanded, Goto Full Window in the
File menu changes to Return to Form.

To reduce the window and return to the form:

Choose Return to Form from the File menu,

OR

In Windows, select Close from the Control menu.
On the Macintosh, click the Close box.
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Scrolling

Splitting the
4D Write window

The vertical and horizontal scroll bars work as in all Macintosh and
Windows applications, regardless of whether you are using 4D Write in
an external window or in a form. Use the scroll bars to move through
the document and bring hidden areas into view.

ladEntyforTabler ________HEHE

E

=
o
=
o

1\1(1‘

Contact Coda
From Manwermer |
Mailling date [05/04/59 |

Subject JInvoice

To Marcel =
WVandergaard

Wssociated Steel Designers
14581 San Bernardo Avenue Ll

Type Professional

Il File Edit Wiew Inset Shle Colors Paragaph Format Tools @|
EZ--|‘-2---2‘4-‘-5‘s--7‘e--g-‘m-‘-u‘u-w-‘;l
Marcel
Vandergaard
Associated Steel Designers
4581 San Bernardo Avenue Scroll bar
(408)-557-4600

 EEEkEEREX &

i Scroll arrow
141 | ol
[Pagel 14 | Line 5, Cal 2 [NUM [CoPs

i Cn

Scrolling does not change the position of the insertion point (the
flashing vertical bar which shows where your typing will appear) or the
current selection. After scrolling to another part of the document, you
can return to the location of the insertion point or the selection by
choosing Show Selection from the Edition menu. If a large block of text
is selected, Show Selection scrolls the document to the top of the
selected text.

4D Write allows you to split the document area into several panes.
Dividing the document area into panes enables separate scrolling of
each part of the document. The document area can be divided both
horizontally and vertically. Splitting the document area is useful when
you want to simultaneously enter, modify or compare text located in
different places in the document.

Splitting the document area vertically allows you to display several
areas of the current document side by side.
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To split a window vertically:
In the 4D Write window, move the cursor over the split box located on
the left of the horizontal scroll bar.

The cursor becomes a split indicator.

=
=2

Drag the split indicator to where you want to position the border of
the new pane.
To split a window horizontally:

In the 4D Write window, move the cursor over the split box located
above the vertical scroll bar.

The cursor becomes a split indicator.

Drag the split indicator to where you want to position the border of
the new pane.

To remove a pane:

Move the cursor over the border of the pane you want to delete.
The cursor becomes a split indicator.

Double-click on the border.

The pane disappeatrs.

To move the border between two panes:

Move the cursor over the border that you want to move.
The cursor becomes a split indicator.

Drag the border to its new location.

To move insertion point into a particular pane:

Click or drag in the pane to locate the insertion point or make a
selection, just as you would normally.

Note that only one pane will show the current selection or insertion
point at a time. Any keys which would normally scroll the window or
change the insertion point or the selection will only affect the view or
the selection in that pane, until you click or select in a different pane.
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Special Keys

84

In addition to scrolling, some keyboards offer keys that allow you to
quickly find locations in a document.

Key Explanation

Home Displays the beginning of the document

End Displays the end of the document

Page Up Scrolls one page up (does not modify the cur-
rent selection)

Page Down Scrolls one page down (does not modify the

current selection)

Ctrl (or Command) +
left arrow

Moves the insertion point to the beginning of
the current word or to the beginning of the
previous word if the insertion point was already
at the beginning of the current word.

Ctrl (or Command) +

Moves the insertion point to the end of the cur-

right arrow rent word or to the end of the following word if
the insertion point was already at the end of
the current word

Ctrl + Delete Deletes the next word located on the right of

(Ctrl/Command + For-
ward Delete on Macin-
tosh)

the cursor.

Ctrl + Backspace
(Ctrl/Command + For-
ward Delete on Macin-
tosh)

Deletes the next word located on the left of the
cursor

Shift (in combination
with any of the above
keys to move the inser-

tion point or view)

Extends the current selection
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Click Combinations

Going to a Specified

Page

In addition to scrolling, 4D Write allows you to use the following click
combination.

Combination Explanation

Single click Moves the insertion point, deselecting any text
that was selected

Double-click Selects the word that was double-clicked and
the following space (if any)

Triple-click Selects the paragraph

Click in left margin Selects the line next to the click.

Double-click in left Selects the paragraph next to the click.

margin

Shift + Click Extends the current selection to the location of
the click.

Note that if you hold down the mouse button and drag on the last click,
you can select more than one of the thing indicated. So if you double-
click-and-drag, you will select whole words as you drag. If you drag in
the left margin, you will select whole lines, and so on.

The Goto Page... command in 4D Write’s Edit menu presents a dialog
box where you enter the number of the page to which you want to go:

Goto Page: D
[ Cancel ] |[ 0K ]l

To go to a specific page:
Choose Goto page from the Edit menu.
The goto page dialog is then displayed.

2 Enter the page number of the page to which you want to go.
3 Click OK.

Note

The page number you enter is the page number as the document will
be printed, taking into account the page numbering as it is defined in
the Preferences.
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Entering Text

Correcting Mistakes

You enter text by typing on your keyboard. In a new document, you
start on the first line. In a document already containing text, you can
enter text on any existing line.

To enter text:

Position the pointer where you want to enter text, then click.

A blinking insertion point appears where you clicked. When you start
a new document, the insertion point automatically appears at the
beginning of the first line.

Begin typing your document.

4D Write automatically wraps at the paragraph margin to create new
lines as you type. This is commonly referred to as “word wrap.” Press
Return (Macintosh) or Enter (Windows) only when you want to start a
new paragraph.

You can also enter text copied into the Clipboard. Choose Paste from
either the 4 Dimension or the 4D Write Edit menu to enter the
contents of the Clipboard into your document at the insertion point,
or to replace the current selection with the contents of the clipboard if
you have part of the document selected.

If you make a mistake, you can correct it using standard word
processing techniques.

To remove one or more characters to the left of the insertion point:

In Windows, use the Backspace key.
On the Macintosh, use the Delete key.

To remove the character to the right of the insertion point:

In Windows, press the Delete key.
On the Macintosh, press Shift-Delete or the Del key (available on some
keyboards).

To type over text:

Select the text and type the replacement text.
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Undo/Redo

Note

In order to provide you with more flexibility when editing your
document, 4D Write manages a sequential queue of all the “Undoable”
actions. If you have modified your document and do not like the
result, you can undo, one at a time, all the actions you have performed
on the text. You can undo many kinds of changes, including typing,
text replacements, and formatting changes.

If, when canceling actions, you cancel some actions that you did not
want to cancel, 4D Write allows you to “redo” those actions. Once you
start canceling actions the Redo Action command becomes activated.
This command operates in the same way as the Undo Action
command does. It manages the same queue of actions as the Undo
command does.

The only actions that cannot be undone are changes to the document
settings (margins, tabulations, preferences and picture settings).

To undo a change you made to your document:

Choose Undo from the 4D Write Edit menu.

Choosing this menu item will undo the last change you made. The
type of change last made is reflected in the menu item itself. For
example, if the last change you made was to paste text, the menu item
would be listed as Undo Paste. If the last change you made involved
typing, the menu item would be listed as Undo Typing.

To redo an action that was just canceled:

Choose Redo Action from the 4D Write Edit menu.

Choosing this menu item will re-do the last change you undid. The
type of change last action canceled is reflected in the menu item itself.
For example, if the last action you canceled was pasting text, the menu
item would be listed as Redo Paste. If the last change you made
involved typing, the menu item would be listed as Redo Typing.
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Selecting Text
to Edit

Removing Text

After you’ve typed text, you can revise it. You revise text by selecting
the text—anything from a single character to the entire document—
and then applying a command or action to it.

To select an area of text:

Click to set the insertion point and drag the cursor in either direction.

To extend the selection after you have released the mouse button, hold
down the Shift key while you click and drag some more.

To select a single word and its following space (if any):

Double-click the word.

To extend the selection by whole words, select a word by
double-clicking it and then Shift-click in either direction, or hold
down the mouse button on the second click and drag.

To select all the text in the document:

Choose Select All from the 4D Write Edit menu.

You can discard text completely or keep a copy of it on the Clipboard.
Text copied into the Clipboard can be pasted into another document
or pasted into the Scrapbook (on the Macintosh) or ClipBook (in
Windows).

To remove text permanently:

1 Select the text you want to remove.

Choose Clear from the 4D Write Edit menu.

OR

In Windows, press the Backspace or Delete key.
On the Macintosh, press the Delete key.

To remove selected text while keeping a copy of it on the Clipboard:

1 Select the text you want to remove.
2 Choose Cut from the 4D Write Edit menu.

You usually cut text from your document when you want to move it to
a new location.

Any text you remove can immediately be restored to its original
position by choosing Undo from the 4D Write Edit menu.
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Replacing Text

To replace text:

1 Select the text you want to replace

2 Type the new text over the selection

OR
Choose Paste from the 4D Write Edit menu to replace the text with
the contents of the Clipboard.

To replace text with a blank line (carriage return):

1 Select the text you want to replace.

Moving or Copying

Text

In Windows, press the Enter key.
On the Macintosh, press the Return key.

To restore any text that you have replaced, choose Undo from the
4D Write Edit menu.

Revisions often involve moving text from one place to another. You
can cut a sentence from one paragraph and paste it into another. You
can also copy a selection, leaving the original in place, and paste the
copy onto another page.

To move or copy text:

1 Select the text you want to move or copy.

2 Choose Cut or Copy from the 4D Write Edit menu.

Note

Cut removes the selection. Copy leaves the original selection in place.
Both commands store the selected material in the Clipboard, where it
remains until it is replaced by the next selection you cut or copy.

Click to set the insertion point where you want to place the material
from the Clipboard.

You can insert the text in the original document or in another one.
Choose Paste from the 4D Write Edit menu.

The cut or copied text appears at the insertion point.

When using two applications that both manage RTF format for the
clipboard, you can copy/cut and paste to transfer text from one
application to the other. In this case, the styles will be maintained.
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Inserting and After text is written, you can insert hyphens within words to enhance

Removing Hyphens  the page layout. You can manually insert “hard” hyphens into your 4D
Write documents using the “-” key. You can also use 4D Write Edit
menu commands to insert and remove hyphens automatically; these
are “soft” hyphens. If a word with a soft hyphen is relocated to where
it does not require the hyphen (for example, in the middle of a line),
the hyphen does not appear. It will reappear if the word is later put in
a position where it requires it again. You can insert any number of soft
hyphens in a word to make it break at the proper place when it is at
the end of a line.

The Soft Hyphen command is disabled if the insertion point is next to a
punctuation character, such a a period, comma, or parenthesis.

» To insert a soft hyphen:

1 Place the cursor where the word is to be separated at the end of a line.
2 Select the Soft Hyphen command in the 4D Write Insert menu.
The word is hyphenated.
Inserting the 4D Write allows you to insert the current date and time in a document.
C_urrent Date and The date and time can either be dynamically updated or can keep the
Time value they had at the time of the insertion.

» To insert the current date or the current time or both:

1 Click where you want to insert the date and time.
2 Select Date and Time from the Insert menu.
The Insert Date dialog appears:
=——————————————— Insert Date...
13
s:ﬂ < no date » < no time >
Z/41 799 [ []15:51:20 [
FMon, Mar 1, 1993 1351
Monday , March 1, 1993 15 hours 51 minutes 20 seconds
0= /01 /99 15 hours 51 minutes
FMarch 1, 1999 =:51 PM
Mar 1, 1993
0 /01 #1999
[Marsh 1, 1353 |
D Automatic update [ Cancal ] ” 0K "

3 Select the date from the left scrollable list.

The date will appear in the preview area according to the format you
entered.
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Updating the Date and
Time

Inserting the page
number

4 Select the time from the right scrollable list.

The time will appear in the preview area according to the format you
entered.

Select the Automatic update check box, if you want to be able to
update the date and time values in the document at a later time.

Click the OK button.

The date or time (or both) you selected are then inserted in the 4D
Werite document.

Provided you selected the Automatic update check box when you
inserted the date and time value, 4D Write can update them with the
new current time and date values. 4D Write updates those values
when:

the document is opened again

you select the Compute references now menu commands from the
Tools menu

4D Write allows you to insert the current page number as an automatic
variable. Inserting the page number (for instance in footers) will
display the page number of each page in the footers.

To insert the page number:

1 Click where you want to insert the page number.

Select Page Number Insert menu.
The Insert Page Number dialog appears:

ji|Insert Page Number...

You can choose:

« 1,2, 3, for standard numbering,

*a, b, corA, B, C for “alphabetical numbering”,
e i, ii, iii or I, 11, Il for roman numbering.
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3 Choose the page number format you want to use.

4 Click OK.
The page number is then inserted at the insertion point.

Inserting a Special 4D Write can assist you to insert any character in the current font. This
Character is particularly useful with foreign-language characters or symbols for
which you can’t to remember the correct keystrokes.

» To Insert a special character:

1 Choose Special character from the Insert menu.
The select special character dialog is then displayed:

|=i| Select Special Character. ..
q!"#$%&'()*+ [oliTalalz]3]4]sls]7]alal:[;[<]=]=]"
@ A|B|C|DE|F|GIH|I|[J|K|LIMN|OP|Q 5 W WY [ Z v
“lalbloc|dle|fTlg|lh|{i|jlkll|{mn|olp|lg|r|{s|t{ulw|w|x|v|[z|{|]]|}|~|O
olo|,|fl.l..[t|t| |%|5|<|cE|lo|o|o|o " == ™ & |e|loo]|¥
ilelel==l1ls] [al={<«[~]-[&[[[e[=]=]"Tuln]" el e [ulwlml s
AAALAIAIR EC|IEIEIE|E[T|T|T]|T|[B|N[&G|&|0]0 <|a|0|0j0|0Y PR
dlalald|ala|e|clele|e|e|i|i|i|i|a|A|la|dla(d|a|=|a|alald|a|f|p|§

A code: | 32 Fart: A
Eancell ak I

2 Select the font in which the character is supposed to be displayed.
The characters available in that font are displayed.

3 Select the character you want to insert
OR
Enter its ASCII code in the text box.

4 Click OK.
The character is then inserted at the insertion point.

Finding Text
You can use 4D Write to locate occurrences of:
= a particular character sequence,
= particular character formatting
= particular paragraph formatting,
= particular border formatting,

= a paragraph or sequence of characters that uses a particular stylesheet,
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Principle

The Find dialog

any combination of the conditions listed above.

To perform such a search, you will use the Find dialog, in which all the
search criteria will be defined.

In 4D Write, a character search is based on two types of criteria:
the actual sequence of characters,

the character, paragraph and border formats as well as the stylesheet
that are applied to the sequence of characters.

If more than one format is specified, text will only be located that
matches all of the formats specified. For example, specifying both the
sequence of characters and the format parameters focuses the search
on that sequence of characters with that specific formatting. Specifying
only a format will focus the search on all the sequences of characters to
which this format was applied. For more information about setting a
character search, refer to the section “Setting a Character Search,” on
page 98

You can access the Find dialog by choosing Find from the Edit menu
or by clicking on the icon in the Standard toolbar.

=i Find..
| =l
=] T Full word
" Case sensitive
=] ¥ wiap
Character... Paragraph... Borders... | Style Sheets .. |
Cancel | Find |

The Find dialog includes one entry area, one display area, three check
boxes and four format buttons. It also includes the standard Cancel
and OK buttons that allow you to respectively cancel or trigger the
search.
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The Entry area

The format buttons

The Entry area is the area in which you will enter the actual sequence
of characters you are looking for in your document. 4D Write records
all the sequences of characters you have looked for since the opening
of the current document. Clicking on the arrows [#] located next to
the entry area displays a drop-down menu that includes all the
sequences of characters you have been looking for in that document:

Ihound hound
qgood boy

n [:' Full word man's best friend
Font: 2Stone Sans, Size: 11 Canis

[ case sensitive| 909

0cm, First Indent: 0,0 om, Right chien

This feature allows you to select a sequence of characters you have
already searched for, without having to re-enter it.

The format buttons give you access to specific settings you may search
for. These settings are dealt with in four separate categories, each of
which corresponds to a button: Character, Paragraph, Borders and
StyleSheets. This allows you to extend the search to a sequence of
characters with a specific character format or to, for instance, search
for any paragraph that uses a specific stylesheet.

To set a character format for a search:

Click on the Character button __charscter.._].
The following dialog is then displayed:

@ Character... [ X]
DE]' Font: Size: ~ Underline
Wrial 12
Arny 2l Al
Arabia Lo ] colars
Architecture 11 Text Back Shado Underlin Strikethr
N A A
IAriaI Alternative =l s =l E' E'
-~ Affributes
[~ Bold ™ Superseript The quick brown fox jumps owver tf
™ Italic [~ Subscript
[~ Shadow [T Small Capitals
™ Strikethrou [~ Canpitals

Default | Maone | Revert | Cancel | OK I

This dialog is identical to the Character format dialog.
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Set the character format you want to search for by setting it as you
would in the Character format dialog.

For more information about how to set a character format, refer to the
section “Changing Text Attributes at Once,” on page 138.
Click OK to confirm your settings.

The Find dialog is then displayed and the preview area displays the
character settings you just entered.

To set a paragraph format for a search:

Click on the Paragraph button :
The following dialog is then displayed:

@ Paragraph... <]

~ I Indentation Format
) Default |

Left: | ™ alignment: I vl

Right: | I~ Bullet I -] Mone |

First line: I I™ Line Spacing I Revert |

Thiz iz a paragraph sample. This s a paragraph sampe. Thizis e parsgraph sample.
Thiz iz a paragraph sample. This s a paragraph sample.
Thiz iz a paragraph sample. This is a paragraph sampe. Thizis e paragraph sample.
Thiz iz a paragraph sample. This s a paragraph sample.
Thiz iz a paragraph sample. This iz a paragraph sample. Thiz iz a paragraph sample.
Thiziz a paragraph sample. Thiz iz a paragraph sample.

Cancel | Ok I

This dialog is identical to the Paragraph format dialog.

Set the paragraph format you want to search for by setting it as you
would in the Paragraph format dialog.

For more information about how to set a paragraph format, refer to
the section “Setting paragraph formats using the Paragraph dialog,” on
page 130.

Click OK to confirm your settings.

The Find dialog is then displayed and the preview area displays the
paragraph settings you just entered.
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» To set a border format for a search:

1 Click on the Borders button :
The following dialog is then displayed:

|=i| Borders. ...
— Borders ~ Frame style Colors
= Top  — Lines Back
—
I Lett Right T
Default |
I~ Bottam e
_— None |
=&l —
—
™ Between paragraphs Rewert |
Cancel | Ok I

This dialog is identical to the border format dialog.

2 Set the border format you want to search for by setting it as you
would in the border format dialog.
For more information about how to set a border format, refer to the
section “Setting Borders for a Paragraph,” on page 150.

3 Click OK to confirm your settings.

The Find dialog is then displayed and the preview area displays the
border settings you just entered.

» To select a stylesheet for a search:

1 Click on the StyleSheets button .
The following dialog is then displayed:

j=i| Select Style Sheet... E

@ Narmal =l

3Head
2Head

[
Cancel | ak. I

This dialog displays the list of stylesheets available for the document.
2 Click on the stylesheet on which you want to perform a search.
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The preview area

The Search Options

Click OK to confirm your settings.
The Find dialog is then displayed.

The preview area displays the format criteria, other than the sequence
of characters, that you have defined in your search. The following is an
example of what the display area would display if you had set the
options to find any sequence of character that uses the Arial font with
a size of 10 located in a paragraph with a left indent of 1 cm as well as
a top border.

|=8| Find...
Find: | =l
(Character: a| T Full word
Italic, Font: Aral, Size: 10 »
Faragraph: I Case sensitive

L eft Margin: 0.0 crn, First Indent: 0.0 crn, Right j ¥ wirap

-

Character... Paragraph... Borders... | Style Sheets... I
Cancel | Find I

There are three character options that can be set using the three check
boxes of the Find dialog:

Full word

When this option is selected, 4D Write will look for the sequence of
characters that was entered in the entry area, but will only select the
occurrences where the sequence is a specific word. For example if the
sequence of characters you are looking for is “part”, 4D write will select
“part” as a whole word but would not select “part” in “partition”.

Case sensitive
When this option is checked, 4D Write will only stop on the sequence
of characters whose case match the one entered in the entry area.

Wrap

When this option is selected the search will loop through the entire
document. If this option is not selected, the search will go from the
insertion point to the end of the document.
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Setting a Character
Search

» To define a character search:

1 Choose Find from the Edit menu.
OR
Click the Find icon .

4D Write displays the Find dialog box.

=i Find... B
Find: | =l
;I I Full waord
I Case sensitive
;I ¥ wiap
Character... Paragraph... Borders... | Style Sheets... |
Cancel | Find |

2 Type the text you want to locate in the Find text box.
In addition to entering text, you can paste Tab or Return characters in
the Find area to search those characters.
3 Select all options you want.
To find the text only when it appears as a whole word, click the
Full Word check box.

To find the text only when it occurs with the capitalization as you
typed it in the Find: text box, click the Case Sensitive check box.

To perform the character search in the whole document, click the
Wrap check box. For more information about the Wrap option, refer to
the section “The Search Options,” on page 97

You can add more specific search criteria by defining specific formats
using the format buttons. For information about how to use those
possibilities, refer to the section “The format buttons,” on page 94.

4 Click the Find button.

4D Write closes the dialog box and locates and selects the first
occurrence of text that matches the criteria you entered in the dialog
box.
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5 To locate and select the next occurrence of the text, choose Find Next
from the 4D Write Find menu.

4D Write continues the search until it either encounters another
occurrence of the sequence of characters or it reaches the end of the
search.

Finding and Replacing Text and formats

4D Write allows you to locate and replace the following:
= a particular character sequence,
= particular character formatting
= particular paragraph formatting,
= particular border formatting,
= a paragraph or sequence of characters that uses a particular stylesheet,

= any combination of the conditions listed above.

A “Find and Replace” operation can be of two types. You can locate
and replace a sequence of characters and replace them with another
sequence of characters. For more information about finding and
replacing sequences of characters, refer to the section “Finding and
replacing sequences of characters,” on page 105. You can also locate
and replace formats or stylesheets and replace them by other formats
or stylesheets. For more information about finding and replacing
formats, refer to the section “Finding and Replacing Formats,” on
page 106.
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The Replace Dialog The Replace dialog is the dialog in which you define both the Find
criteria and the Replace criteria.

@ Replace. ..
Replace: | =l
;I ™ Full word
" Case sensitive
=l Wlwiap
Character... | Paragraph... Borders... | Style Sheets... |
Wity | =l
=
Character... Paragraph... | Borders... | Style Sheets .. |
Cloze | Feplace all | Feplace I

It consists of three main areas:

= The “Replace” area which is identical to the Find area in the Find

dialog
Replace: | =l
;I ™ Full word
[ Case sensitive
LI ¥ wiap
Character. .. | Paragraph... I Borders... | Style Sheets... |

This area is the area in which the sequence of characters or format you
want to replace are defined. If you have already searched for a
sequence of characters or a format in the current document, the
replace area reflects the last search you have performed.
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The Replace area

The With area

The “With” area

Wity | =]
=
=

Character... | Paragraph... | Borders... I Style Sheets. . |

This area is the area in which you define the sequence of character or
format that is intended to replace the sequence of character or format
4D Write searches for.

The dialog buttons
Close | Replace all | Replace I

These buttons allow you to command the Replace actions or to close
the Replace dialog.

This area is identical to the Find area in the Find Dialog. For more
information about the Find dialog, refer to the section “The Find
dialog,” on page 93.

This area is the area in which you define the sequence of characters
that will replace the sequence you are searching for. In the case of a
format replacement, it also is the area in which the new format to
apply will be defined.

The Entry area

The Entry area is the area in which you will enter the actual sequence
of characters that will replace the sequence you are searching for. 4D
Write records all the sequences of characters you have used in the
Replace dialog since the opening of the current document. Clicking on
the arrows [£] located next to the entry area displays a drop-down
menu that includes all the sequences of characters you have used as
replacement sequences:;

with:  [button ][ button
(3
| hilosoph

This feature allows you to select a sequence of characters you used
searched for, without having to re-enter it.
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= The format buttons
The format buttons give you access to specific settings you may want
to set. These settings are dealt with in four separate categories, each of
which corresponds to a button: Character, Paragraph, Borders and
StyleSheets. This allows you to define replacement formats that will
either be applied to the replacement sequence or to the sequence
selected by the search.

» To set a replacement character format:

1 Click on the Character button _cherscter._J.
The following dialog is then displayed:

@ Character... [ x|
DE' Fant: Size: ~ Underline

purial 12

Ay e =l

Arabia I _| colors
1

Architecture Text Back  Shado Underlin Strikethr

0
1
IAriaIAIternative ;l F;I El El

~ Affributes
[~ Bold [~ Superscript The quick brown fox jumps over th
I~ ltalic [~ Subscript

[~ Shadow [~ Small Capitals
[ strikethrou [~ Capitals

Default | Mone | Revert | Cancel | Ok I

This dialog is identical to the Character format dialog.
2 Set the character format you want to apply by setting it as you would
in the Character format dialog.

For more information about how to set a character format, refer to the
section “Changing Text Attributes at Once,” on page 138.

3 Click OK to confirm your settings.

The Find dialog is then displayed and the preview area displays the
character settings you just entered.
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» To set a paragraph format to apply:

1 Click on the Paragraph button :
The following dialog is then displayed:

|=i| Paragraph... =]

L

~ [ Indentation Format
) Default |

Left: | ™ alignment: I vl

Right: | I~ Bullet I | More |

First line: | I™ Line Spacing | Revert |

Thiz iz a paragraph sample. Thiz s a paragraph sample. THsis a paragraph sample.
THiz iz a paragraph sample. This s a paragraph sample.
Thiz iz a paragraph sample. This is a paragraph sample. Thisis a paragraph sample.
Thiz iz a paragraph sample. This s a paragraph sample.
Thiz iz a paragraph sample. This is a paragraph sampe. Thisis e paragraph sample.
Thiz iz a paragraph sample. This iz a paragraph sample.

Cancel | ak. I

This dialog is identical to the Paragraph format dialog.

2 Set the paragraph format you want to apply by setting it as you would
in the Paragraph format dialog.

For more information about how to set a paragraph format, refer to
the section “Setting paragraph formats using the Paragraph dialog,” on
page 130.

3 Click OK to confirm your settings.

The Find dialog is then displayed and the preview area displays the
paragraph settings you just entered.

4D Write Reference Manual 103



Chapter 4 Entering and Editing Text

» To set a border format to apply:

1 Click on the Borders button :
The following dialog is then displayed:

|=i| Borders. ...
— Borders ~ Frame style Colors
= Top  — Lines Back
—
I Lett Right T
Default |
I~ Bottam e
_— None |
=&l —
—
™ Between paragraphs Rewert |
Cancel | Ok I

This dialog is identical to the border format dialog.

2 Set the border format you want to apply by setting it as you would in
the border format dialog.
For more information about how to set a border format, refer to the
section “Setting Borders for a Paragraph,” on page 150.

3 Click OK to confirm your settings.

The Find dialog is then displayed and the preview area displays the
border settings you just entered.

» To select a stylesheet for a search:

1 Click on the StyleSheets button .
The following dialog is then displayed:

j=i| Select Style Sheet... E

@ Narmal =l

3Head
2Head

[
Cancel | ak. I

This dialog displays the list of stylesheets available for the document.
2 Click on the stylesheet you want to apply.
3 Click OK to confirm your settings.
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Finding and
replacing sequences
of characters

The Find dialog is then displayed.

The preview area

The preview area displays the format criteria as you defined them using
the format buttons.

To locate and replace a sequence of characters:

Choose Replace from the Edit menu.
4D Write displays the Replace dialog box.
|=i| Replace...

Replace: I ;I
;I I Full word
[" Case sensitive

;I [v ‘wirap
| styte sheets.. |

Character... I Paragraph... Borders...

withy =l
|

[

| style sheets...|

Feplace all | Feplace I

Character. .. Paragraph... | Borders...

Close I

2 Type the text you want to locate in the Replace text box.

3 Select all options you want, in the Replace area.

To find the text only when it appears as a whole word, click the
Full Word check box.

To find the text only when it occurs with the capitalization as you
typed it in the Find: text box, click the Case Sensitive check box.

To perform the character search the text throughout the whole
document, click the Wrap check box. For more information about the
Wrap option, refer to the section “The Search Options,” on page 97

You can add more specific search criteria by defining specific formats
using the format buttons. For information about how to use those
possibilities, refer to the the section “The format buttons,” on page 94.
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4

Note

Finding and
Replacing Formats

>
1

Type the replacement text in the With text box.

In addition to entering text, you can paste Tab or Return characters in
the With area to use them as replacement characters.

Select all options you want, in the Replace area.

You can add some specific formats to the replacement sequence. For
information about how to use those possibilities, refer to the section
“The format buttons,” on page 94.

Click the Replace button
OR
Click the Replace all button

If you click on the Replace button, 4D Write closes the dialog box,
locates and replaces the first occurrence of text that matches the
criteria you entered in the dialog box.

If you click on the Replace all button, 4D Write closes the dialog box,
locates and replaces all the occurrences of text that matches the criteria
you entered in the dialog box.

To locate and replace the next occurrence of the text, choose
Replace Next from the 4D Write Find menu.

4D Write continues the search until it either encounters another
occurrence of the sequence of characters and replaces it or until it
reaches the end of the search.

Selecting Check Boxes in the Borders, Characters and Paragraph
dialogs:

You may need to click a check box twice to select it. When you first
enter the expanded Find dialog box, the check boxes are greyed to
indicate that the style attributes are not part of the search or replace
criteria. When you click a greyed check box, with the exception of the
Plain check box, it is deselected and becomes empty. When you click it
again, the check box is selected.

To locate and replace a format:
Choose Replace from the Edit menu.

106 4D Write Reference Manual



Finding and Replacing Text and formats

(&)

4D Write displays the Replace dialog box.

|=i| Replace. ..
Replace: 1 =l
| T Full ward
[ Case sensitive
=l 1 swirap
Character. .. I Paragraph... Borders.. | Style Sheets... |
withe | =l
Character... Paragraph... I Borders... | Style Sheets... |
Cloze | Feplace all | Feplace I

DO NOT type any text in the Replace text box and make sure this text
box is empty.

Define the format or combination of formats you want to replace,
using the four format buttons.

For information about how to use the format dialogs, refer to the
section “The format buttons,” on page 94.

Define the replacement formats, using the four format buttons of the
With area.

For information about how to use the format dialogs, refer to the
section “The format buttons,” on page 94.

DO NOT type any text in the With text box and make sure this text
box is empty.

Click the Replace button
OR
Click the Replace all button

If you click on the Replace button, 4D Write closes the dialog box,
locates and replaces the first occurrence of characters whose formats
match the formats you entered in the dialog box and replaces them by
the replacement formats.

If you click on the Replace All button, 4D Write closes the dialog box,
locates and replaces every occurrence of characters whose formats
match the formats you entered in the dialog box and replaces them by
the replacement formats.
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7 To locate and replace the next occurrence of formats, choose
Replace Next from the 4D Write Find menu.

4D Write continues the search until it either encounters another
occurrence and replaces it or until it reaches the end of the search.

Creating Headers and Footers

Initially, a document consists of only the main body of text. In

4D Write, the main body of text is called the document portion of the
text. A document first opens in the View Document mode. In this
mode, you can modify anything in the main body of text.

Later, you may want to add headers and footers to your document. The
header of a document contains material that appears at the top of each
page, such as the name of the document or your company logo. The
footer contains material that appears at the bottom of each page, such
as the chapter name and/or the page number.

You can display headers and footers only if your document is in the
Page View mode. 4D Write also allows you to differentiate headers and
footers depending on which page type they are (first page, left page or
right page). For more information on this feature, refer to the section
“Setting Preferences,” on page 72.

» To create a header or footer:

1 Choose Page from the View menu.
4D Write displays both header and footer areas.

2 Enter the text you want in the header or footer.

In addition to entering text, you can add pictures, references to data or
the current date or page number. A current date reference
automatically displays the current date. For more information about
how to insert the current date or the current page number, refer
respectively to the section “Inserting the Current Date and Time,” on
page 90 or to the section “Inserting the page number,” on page 91. For
information on referencing data, refer to Chapter 5.

3 To return to the main document, click in the main edition area.
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Resizing Headers
and Footers

Modifying Headers

and Footers

Note

To resize a header or footer area:

Choose Page from the View menu.

4D Write displays both header and footer areas and the vertical ruler is
displayed.

Click in the Header or Footer area.
The vertical limits of the area are displayed on the vertical ruler.

Place the mouse cursor over the upper or lower limit of the area.
The cursor becomes a double-sided arrow.

Drag the upper or lower limit of the area to its new location.

]

The footer or header area is then modified accordingly.

In the Normal view mode, you can modify only the main body of text.
To modify the header or footer, you must first make sure that you are
in the Page mode. You can then modify the definition of the header
and footer by click in their respective area.

You must be in the Page View mode to modify a document’s header or
footer.
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Working with Pictures

Picture Formats

4D Write allows you to paste pictures into the header, footer, or main
body of your document. You can use any picture that you can copy to
the Clipboard.

After you paste a picture into a document, you can manipulate it in the
following ways:

Move
Scale
Resize
Hide

The principle is to paste the picture in your 4D Write document. 4D
Write allows you to choose between pasting the picture in the text
flow and pasting it as a background picture. Pasting the picture into
the text flow will manage the picture as a character of the paragraph in
which it is pasted. Pasting the picture as a background picture will
affect it a fixed position in the page and will allow you to manage it in
a separate layer as the text.

4D Write handles the following picture formats:
PICT

Bitmap
EMF (Windows only)
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The Paste Picture The Paste picture dialog is the dialog that appears each time you paste
Dialog a picture in 4D Write while Page mode is selected:

Paste Picture...

~ Mode

Q Paste Picture in Text flow

O Paste Picture in Page

Place Picture

[Comen [ ]

A radio button allows you to select one of two different modes:

= Paste picture in text flow
Choosing this option will insert the picture in the text flow at the
insertion point.

= Paste picture in page
Choosing that mode will paste the picture as a background graphics. It
also gives you access to the following options and settings.

In current page
Choosing this option pastes the picture only in the current page.

In all pages

Choosing this option pastes the picture in each page of the docu-
ment.

In right pages

Choosing this option pastes the picture only in each right page of
the document.

In left pages

Choosing this option pastes the picture only in each left page of the
document.

Not in first page

Choosing this option prevents the picture from appearing in the
first page.
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= Behind text
Choosing this option will place the picture behind the text.

The options In right pages, In left pages and Not in first page may be
disabled depending on your preferences settings. For more information
about setting preferences, refer to the the section “Setting
Preferences,” on page 72.

Pasting a Picture When you paste picture in the text flow, it is managed as a character in
in the Text Flow a paragraph.

To place a picture in the text flow:

Copy the picture to the Clipboard.

In your 4D Write document, click where you want to insert the picture.

w N R~ Y

Choose Paste from the Edit menu.

If the Page mode is selected 4D Write displays the Paste picture dialog.
If the Normal mode is selected, the picture is directly pasted in the text
flow.

4 When in the Page view mode, select Paste picture in text flow.

5 Click OK.
The picture is then pasted in the text flow.

Pasting a Picture When you paste picture in the page, it keeps its position and appears
in the Page in a different layer to the text.

To paste a picture in a page:

Copy the picture to the Clipboard.

Choose Page from the View menu.

w N R~ Y

Choose Paste from the Edit menu.

4D Write displays the Paste picture dialog.
4 Select Paste picture in page.

5 Select the paste options.

For more information about those options, refer to the section “The
Paste Picture Dialog,” on page 111.

6 Click OK.

The picture is then pasted in the page and it is displayed according to
your settings.
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Selecting a Picture

Scaling a Picture

You select a picture to change its size or to copy, move, or delete it.

To select a picture:
Position the pointer over the picture.
When over the picture, the pointer changes to a plus sign Cﬁi

Click the picture.

A box with handles appears around the picture to indicate that it is
selected.

Scaling changes the size of a picture by increasing or decreasing its
height and width by the same percentage, retaining the picture’s
proportions.

To scale a picture:

1 Select the picture you want to scale.

Double-click on the picture.
The Picture Properties dialog box appears.

|=i| Picture Properties... |=i| Picture Properties. .. [ X]
“idth: E— o - Position——————————————— [~ Place Picture
. Left: 1.5 lor .
Height: |?,4 o | in page: |‘|
Top: 1.3 cm .
™ Keep propartions & in all pages
I Relat P —— T —
slalive ity [Fem gt pag
e | [ _] o Fam || Qi
™ Kesp proportions I [ Hlatify first mage
™ Relative ™ Bekind Test
Cancel | Ok I

o O~ W

Check the Relative check box.
Check the Keep proportions box.
Type a percentage in either the Width or Height box.

Click the OK button.
4D Write scales the picture to the size you specified.

4D Write Reference Manual 113



Chapter 4 Entering and Editing Text

Resizing a Picture You resize a picture by selecting the picture and dragging one of its
handles.

» To adjust the width of a picture using the handles:

= Drag the handle at the center of the right side.

» To adjust the width of a picture using the Picture Properties dialog:
1 Select the picture you want to scale.

2 Double-click on the picture.
The Picture Properties dialog box appears.

3 Make sure the Relative check box is deselected.

4 Check the Keep proportions box if you want the height to be modified
according to the picture’s current proportions.

5 Type a value in the Width box.

6 Click the OK button.
4D Write modifies the picture.

» To adjust the height of a picture using the handles:

= Drag the handle at the center of the bottom edge.

» To adjust the height of a picture using the Picture Properties dialog:
1 Select the picture you want to scale.

2 Double-click on the picture.
The Picture Properties dialog box appears.

3 Make sure the Relative check box is deselected.

4 Check the Keep proportions box if you want the width to be modified
according to the picture’s current proportions.

5 Type a value in the Height box.
6 Click the OK button.
4D Write modifies the picture.
» To adjust the height and width of a picture:

= Drag the handle at the lower right corner.

Note Dragging may change the picture’s proportions.
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Moving a Picture

Hiding and Showing
Pictures

Removing a Picture

To return a picture to its original size:

Click the handle at the upper right corner.

When you paste a picture in the background of the page, it appears in
the upper left corner of the page. You can move the picture to any
location you wish on the page.

When moving a picture located in the text flow of the document, you
can only set its horizontal position since it is managed as a character.
To set its horizontal position, you need to set and enter a tab stop
before it. For more information about setting tab stops, refer to the
section “Setting Tabs,” on page 124.

To move a background picture:

Drag the picture to the location you want.

An outline of the picture moves as you drag, showing the picture’s
current location.

Hiding all of the pictures in a document lets you scroll more rapidly.
4D Write is preset to show pictures.

To hide all pictures:

Choose Pictures from the 4D Write View menu.

4D Write replaces each picture with a box that has the same
dimensions. When pictures are hidden, the check mark is removed
from the Pictures command menu.

To show all pictures:

Choose Pictures from the 4D Write View menu.

You can remove a picture from your document by deleting it, cutting
it, or replacing it with text.

To permanently delete the picture:

1 Select the picture by clicking it.

2 Choose Clear from the 4D Write Edit menu or press the Delete key.

To remove the picture and copy it to the Clipboard:
Select the picture by clicking it.
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2 Choose Cut from the 4D Write Edit menu.

» To replace the picture with text:
1 Select the picture by clicking it.
2 Type the text.

Note You can replace a picture by text only when it was inserted in the text
flow.

Using a Spelling Checker

To use a spelling checker, you should have already selected a spelling
checker and a dictionary in the 4D Write Preferences dialog. For more
information, refer to the section “Setting Preferences,” on page 72.

» To automatically check the spelling in your document:

1 Place the insertion point in the document for which you want to
perform the check.
OR
If you want to check part of the document, select that part of the
document.

2 Choose Spelling from the 4D Write Tools menu.

If a spelling checker is correctly set in the Preferences, the check
begins. Otherwise, 4D Write displays a selection for you to select a spell
checker. For more information, refer to the section “Setting
Preferences,” on page 72.

If the spell checker encounters a mistake, the following dialog is

displayed:
@ Mat in dictionan: ﬁb Possible mistake
SuggeStEd correction ———————Change to: [i Ignore | Ignare All |
Suggestions: i = ’—I Action buttons
Other suggestions P Sl Chorce 1 |
“ sl | oo |

116 4D Write Reference Manual



Using a Spelling Checker

Choosing the Language

The following options are available:

Ignore: the possible mistake will not be corrected and the checking
resumes.

Ignore all: any occurrence of the current possible mistake will be
ignored and the checking resumes.

Change: the selected possible mistake is replaced by the suggested
correction displayed in the Change to area, and the checking resumes.

Change all: the selected possible mistake and all its other occurrences
are replaced by the suggested correction displayed in the Change to
area, and the checking resumes.

Add: the possible mistake is left untouched and is added to the current
user dictionary, then the checking resumes.

If the correction displayed in the Change to area does not suit your
needs, you can either select another one from the Suggestions area by
clicking it or manually enter a new correction in the Change to area.

Selecting a language for the document allows you to make sure the
current dictionary is compatible with the current language.

To select a language:

Choose language from the Tools menu.

The Language dialog is then displayed:

Language...

=
American English

Englizh Australian
Englizh

Catalan

Danish

Dutch

Finizh

French

French Canadian

] »

4

Coment [ ox ]

2 Select a language from the list.
3 Click OK.

The new language is set.
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Viewing Document Statistics

You can display the number of lines, characters, words, paragraphs,
pictures, database objects and pages in your document, as well as the
size of your document and the number of database objects it includes.

» To view these statistics:

1 Choose Statistics from the 4D Write File menu.
4D Write displays a Document Statistics message box with information

about the document.

El Document Statistics. ..
Lines: 13
Pages: 1
Characters: 33
wiords: "
Paragraphs: 12
Pictures: ]
Database Objects: 0
Size in Bytes: 78

2 Click the Close button to close the message box and return to your

document.
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4D Write enables you to customize the appearance of documents. You
can perform basic formatting changes to paragraphs by setting
paragraph margins, first line indent, alignment, line spacing, and tabs.
You can also modify selected text to display and print in a different
font, font size, style, or color. For example, you can select the title of a
book and make it italic.

You can use custom style sheets to apply several text attributes at once.
For example, if you want document headings to appear in 14 point
text and in the Avant Garde font, you can define a Heading style sheet
with these attributes. Once a style sheet is defined, you can apply it to
text anywhere in your document.

In this chapter, you will learn how to:

Set the margins, first line indent, borders and tabs for a paragraph
Set text alignment and line spacing

Change the font, font size, style, and color attributes of text
Manage character and paragraph style sheets

Manage separately colors for the text and its style

Insert page breaks

Insert arrays

Manage columns

Insert column breaks
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Formatting Paragraphs

The Ruler The 4D Write ruler appears just below the toolbars. You can use the
ruler to set margins, vertical separators and tab stops.
Left Marginmarker ——Llf— ¥ 5 4 s e o7 s s wonwoowoem a4 Right
First Line Indent Margin marker
marker
Tab Stop
marker

The ruler shows the settings for the paragraph in which you are
working. The Left and Right Margin markers show the margin settings.
The tab stop markers and the First Line Indent marker indicate where
the tabs and first line indent are located.

After you press Return (on the Macintosh) or Enter (in Windows),

4D Write creates a new paragraph with the same ruler settings as the
previous one. This lets you continue the document with the same
formatting from one paragraph to the next. You can use the ruler to
change some of the settings for the paragraph in which you are typing.
When you select one or more paragraphs, you can change the settings
for all of them at once. The ruler lets you change the position of:

= left and right margins;

= tab stops; and

= the first line indent.
Displaying and Hiding You can hide the ruler when you do not need it by choosing Ruler
the Ruler from the 4D Write View menu. To show the ruler again, choose Ruler

from the 4D Write Format menu. When the ruler is displayed, a
checkmark is displayed next to the Ruler menu command.

Selecting

Paragraphs
» To select a single paragraph:
= Click anywhere in the paragraph.
» To select several paragraphs:

» Drag through the paragraphs to select them.
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>

To select every paragraph in the body of the document:

Choose Select All from the 4D Write Edit menu.

Setting the Margins  Using the ruler, you can position the left and right margin for the
and First Line indent currently selected paragraphs.

LeftMarglnmarker EA..‘... R I R R R R R R s R T D LS LR

First Line Indent
marker

s Right

Margin marker

Note

Tab Stop
marker

On the ruler, grey triangles o mark the left and right margins.
The First Line Indent marker 5 indicates where the first line of the
paragraph begins.

When you open a new document, the margins are preset based on the
width of a standard 8.5 inch page. The left and right margins are
located 2.5 cm away from the paper borders. Using the ruler you can
change those values as long as they remain smaller than the values set
for the document margins. When moving the left paragraph margin,
the first line indent is moved accordingly. You can change the location
of the left margin, the right margin, and the first line indent by
dragging their markers to the left or right. All three markers move
independently and you can position the left and right margins to
within an inch apart.

To set the left or right margin using the ruler:

Drag the Left a4 or Right £ Margin marker to the desired position.

4D Write displays dotted lines down the page as guides to help you
align margins.

When dragging the markers, they snap to a grid set to 0.25 cm (or 1/8
of an inch or 10 pixels). To temporarily deactivate the grid, hold down
the Command key (on Mac OS or the Ctrl key (on Windows) while
dragging the marker.

To set the left or right document margin using the ruler:

1 Select the Page mode by choosing Page from the view menu.

2 Drag the Left ..[= or Right 18 Margin marker to the desired

position.
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Aligning Text

Centered text

4D Write displays margin guides to help you align margins. Left and
Right margin guides appear as dotted lines when you drag the margin
markers.

To set the first line indent:

Drag the First Line Indent marker s .

4D Write lets you align text with the left or right margin, center text
between the margins, or fully justify text so it is aligned with both
margins like text in newspaper columns.

Left aligned text

Right aligned text

|| Untitled [ 5 |
|| File Edt View Inseit Stle Colors Paiagiaph Fomat Tools
ISl Rl & Blo| ] el |
[EEEE =]
|| nomal =] | waton = = [ez|u |
[IEEEN=T=]}
E:Z-|\1-3\4-5\5-7\a-9\m\n-u-\a\m-w-a\wd
: Helicopter Summer Clearance
Buy Now and Get a Spare Rotor for Free!

xhv11, s

056/04/99

Invoice

Professional, Mary Werber Marcel

andergaard

Associaled Steal Dasigners

4581 SanBernardo Avenue

(408)-557-4600

Ref 45

T [ |
‘ | |
Pagel  1/1 [ Line 14, Col 7 Wm@

You can set text alignment using the text alignment icons on the
Format toolbar or the menu items in the Paragraph menu.

I====]1= 212 =

Format
toolbar

Text alignment buttons

To align text with the left margin using the ruler:

Click the Left Alignment icon E or choose Align left from the
Paragraph menu.
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To align text with the right margin using the ruler:

Click the Right Alignment icon EI or choose Align right from the
Paragraph menu.

To center text between the left and right margins using the ruler:

Click the Center Alignment icon EI or choose Align center from the
Paragraph menu.

To align text to both the left and right margins using the ruler:

Click the Left and Right Alignment icon El or choose Full justification
from the Paragraph menu.

Setting Line Spacing 4D Write lets you determine the spacing between lines in a paragraph.

Double-spacing

Single-spacing

The following figure shows a paragraph with double-spacing and
another paragraph with single-spacing.

|8 Untitled [_ O[]
|| Fie Edt View Inseit Sile Colors Paiagigph Fomat Tools

| misle] clel & sl sle] s olal

[EEEEISEE

|| ol =] [Easablanca = [z = B|zs|u ‘

0 e TS Y ] =T
IE‘:X-\‘2‘3-4‘5‘a-?‘s‘s-m-u‘m-w‘m‘w‘ PRy |
B andergaard

Associated Steal Designars

4581 San Bernardo Avenhue
(408)-557 -4600

Ret 45
Dear
Our Cupertino premises are now full of 38 model helicopters and we have no place left 1o

store the new 99 models that age coming in next week. Our accounting department

therefore allowed us to offera FREE REAR ROTOR to anybody who buys one or

frere of the remaining 98 models

k) | »
Page 1 1A | Line 19, Col 32 NUM |TAF5 /;I

To change line spacing, you can use either the Format toolbar or the
4D Write Paragraph menu. Both offer single, one-and-one half, and
double-spacing.

I e v Single Spaced
_— 1.5 Line Spaced
‘ Double Spaced

— Double spacing
One-and-a-half spacing
——— Single-spacing
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You can also use the Paragraph menu to set the line spacing to a
different value.

» To choose single-spacing:

= Click the [= icon or choose Single spaced from the Format menu.

» To choose one-and-one-half-spacing:

= Click the =l icon or choose 1.5 line spaced from the Format menu.

» To choose double-spacing:

= Click the =| icon or choose Double Spaced from the Format menu.

» To set a custom value for the line spacing:

1 Select Other from the Paragraph menu.
The line spacing dialog is then displayed:
izd] Other Line Spacing...

Size: |1
Cancel | Ok I

2 Enter the number of lines that you want to set the new line spacing to.
3 Click OK.

Setting Tabs By default, documents are preset with tab stops every centimeter across
the page. You can use these tab stops even though they do not appear
on the ruler. Just press Tab to move the insertion point to the next tab
stop. You can also set other tab stops anywhere along the ruler. The
default spacing between tabs can be set in the Preferences dialog. For
more information about this point, refer to “Setting Preferences”, on
page 72.

Note When you set a tab stop, any preset tab stops to the left of it are
removed.

124 4D Write Reference Manual



Formatting Paragraphs

To set a tab stop using the ruler:

Click on the drop-down menu located on the left of the ruler.

H BT R T R
& Left Tab
£ Centered Tab
a Right Tab

& Decimal Tab
0 “ertical separator

This menu allows you to select the type of tab stop that you want to
insert.

2 Select the type of tab stop.

3 Click in the ruler to insert the tab stop.

Creating Tabs using the
Tabs dialog

The tab stop is inserted where you click. You can modify its location by
dragging it in the ruler.

To move a tab marker:
Drag it to the right or left.

To delete a tab marker:

Drag it anywhere below the ruler.

When you want to set one or more tabs at the same time for a
paragraph, it is more convenient to use the Tabs dialog. Using that
dialog you can define the type of a tab stop, its position and the fill
character you want to use.

4D Write uses different tab markers to indicate tab alignment.

Tab Marker Alignment

Left-aligned
Decimal
Center-aligned
Right-aligned
Vertical separator

Note The vertical separator operates like a left-aligned tab but it also displays

a vertical separator at its location. It is mainly used in tables.
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The following table illustrates the use of tabs and fill characters.

|| Untitled3

[ E3
Il File Edit Yiew Inseit Style Colors Paragraph Format Took
=l @@@@ 2| o|=| 1ol c|a
| ferial =z = B|s|u |
===
O S ] E] 4 5 5 B 8 E] 10 [ 1z [ 1415 |
L
Center-
Code Hem Supplier Price I . d
i aligne
Left-aligned smssomn mmororne  peassn 13 9
FB332 Potted Beach Wirangler 4567
LR3334 Lazy River Rush Pearson 9.50
JMa1s Japanese Maple Srnith 2533 H H
LC443 Lobe Cactus Wirangler 11.50 ng ht‘al|gn9d
1 WL004 Willow Tree Handersan 2x65 ]
DECImal MP3433 Maonterey Pine Wirangler 46.50
0L4422  Olive Tree gmith 36.55
PP8797  PepperTree Handersan 29.95 DaShes used as
PL Plum Tree Handersan 3750 fill characters
[l
4| |
Page1 1A [ Line 1. Col 1 NUM [C2P5 /ﬁl

» To create a tab setting, follow these steps:

1 Choose Tabs from the Format menu
The Tab Options dialog box appears.

@Tahs
Tabs
.|  Position
st |
— Alignment Leading
(®) Left aligned (#) Nonhe
" Centered o
I ) Right aligned O
Add O Decimal separator -’
Delete | © Verlical separator O Other: |
Cancel | u]: I

The tab markers defined for the current paragraph are listed in the Tabs
area. The types of tab markers are listed on the left, in the Alignment
area. The types of fill characters for leaders are listed on the right.

2 Click on the Add button to create a tab stop.

The Add button creates a new entry in the Tabs area.
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Enter the new position value in the position area.

4 Click the Set button.

The new position value for the tab is then updated in the Tabs area.

5 Click the Alignment radio button for the type of tab you want.

6 Click the Leader radio button for the fill character you want.

4D Write lets you select dots, dashes or a solid line. You can also enter
any character by clicking the Other radio button and by entering the
fill character you want.

Click OK.

To close the dialog box without putting the changes you made into

effect, click the Cancel button.
To delete a tab setting, follow these steps:

Choose Tabs from the Format menu
The Tab Options dialog box appears.

|=i| Tabs....
Tabs
.|  Position
Set
— dlignment Leading
®) Left aligned =) Nonhe
) Centered o
LI ! Right aligned (@
Add O Decimal separator -’
Delete | O Wertical separator O Other: |
Cancel | Ok I

In the scrollable area, select the tab you want to delete.

3 Click the Delete button.

The tab stop is removed from the scrollable area.

Click the OK button.
The setting for this Tab is removed from the current paragraph.
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Changing Tab

Alignment and Fill

Character

To change the type, alignment or fill character of a tab, follow these
steps:

On the ruler, double-click the tab marker
OR
Choose Tabs from the Format menu

The Tabs dialog box appears.

|=i| Tabs....
Tabs
.|  Position
Set
— dlignment Leading
®) Left aligned =) Nonhe
) Centered o
LI ! Right aligned (@
Add O Decimal separator -’
Delete | O Wertical separator O Other: |
Cancel | Ok I

The tab markers defined for the current paragraph are listed in the Tabs
area. The types of tab markers are listed on the left, in the Alignment
area. The types of fill characters for leaders are listed on the right.

2 Click on the tab stop you want to modify.
3 Enter the new position value in the position area.
4 Click the Set button.

The new position value for the tab is then updated in the Tabs area.

5 Click the Alignment radio button for the type of tab you want.
6 Click the Leading radio button for the fill character you want.

4D Write lets you select dots, dashes or a solid line. You can also enter
any character by clicking the Other radio button and by entering the
fill character you want.

Click OK.

To close the dialog box without putting the changes you made into
effect, click the Cancel button.
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Setting bullets 4D Write allows you to set a bullet type for the paragraph currently
selected. You can choose between six standard bullets (black square,
white square, black circle, white circle, diamonds and clubs), or set
your own character as a bullet.

» To select a standard bullet:

1 Choose Bullet from the paragraph menu.
A hierarchical menu is then displayed.

Copy Ruler Ctel+Shift+C
Paszte Ruler Crl+Shift+4
N
u
v Align Left R i
. O white Square
Align Center .
) . ® Black Circle
Align Right .
Ful Justiization & whie Circle
# Diamonds
v Single Spaced 4 Clubs
1.5 Line Spaced v Other..

Double Spaced
Other...

2 Select the standard bullet you want to display.

» To select a customized bullet:
1 Choose Bullet from the paragraph menu.
A hierarchical menu is then displayed.
2 Select Other.
The character selection dialog is then displayed:

|=i| Select Special Character...
Pdr RS (L = IRl s s el alt o M T et - R - - - AT - S = 1 = - P
nlf (Bt 2w | F| Y O O O &R0 8| E+|F ¢ F =COD8NVY
E RN DR EEEEE T R E E AR R
@O DR @0 E RO E Q0066 D606 60 0 0 e m e e |
OO0 @@ O« |0 2|+ * = ¥ & %4 ¢ = @0 00600000 0a
OGO F % s ED Y EE W P W REE] €A | S D0 0]
St |b R A |y e b R(A e (n|e|e| 3|8 A|e|u|e| |« B B
Azt code: | a
Eancell Ok I

3 Select the character you want to use as a bullet
OR
Enter its ASCII code in the text box.
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4

Setting paragraph
formats using the
Paragraph dialog

Click OK.

The bullet is then displayed at the beginning of the paragraph and will
remain as a paragraph setting.

Using the Paragraph dialog you can define various formats for a
paragraph:

The left and right margins;
The first line indent;

The bullet character;

The line spacing; and

The alignment.

The Paragraph dialog is displayed by selecting Paragraph from the
Format menu.

@ Paragraph...
- ¥ Indentation Forrnat
= Default |
Left: |D v &lignment: Left Aligned -
Right: 0.0 em [ Bullet [none -1 Nane |
Firzt line: ID,D o ¥ Line Spacing |1 E— |

Thisiz a paragraph sample. This is a paragraph sample. This iz a paragraph sample.
Thsiz a paragraph sample. This iz a paragraph sample.
Thisiz a paragraph sample. This iz a paragraph sample. Thisis a paragraph sample.
Thisis a paragraph sample. Thisis a paragraph sample.
Thigiz a paragraph sample. Thisis a paragraph s=ample. Thisiz a paragraph sample.
Thi =iz a paragraph zample. Thiz iz a paragraph sample.

Cancel I Ok I

The Paragraph dialog is divided into three main areas.

The indent area
This area is the area in which you can set the values for the margins

and the first line indent.
[V Indentation

Left: |D
Right: ID,O cm

First line: ID,O cm
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The Format area
This area is the area in which you can set the alignment, the bullets
and the line spacing.

Format

[V Alignment: Left Aligned v
[V Bullet [none -1
IV Line Spacing [1

The preview area

This area is the area in which is displayed the preview of the current
properties you selected. Each time you modify the settings of the
dialog, the preview is updated.

h sample. Thi
h sample. Thi

ample. Thisis a paragraph sample

e

The Paragraph dialog also includes five buttons:

The Cancel button closes the paragraph dialog and cancels any
modification that was done since it was last opened.

The OK button applies the selected formatting to all paragraphs in the
current selection.

The Default button sets all the paragraph format back to the default
values set for the current style sheet (if any).

The None button removes any format applied to the paragraph.

The Revert button reverts the format options to their initial values.

To set the margins in the Paragraph dialog:

Check the indent check box.
This activates the spaces for entering values for the indents.

Enter the values to which you want to set the margins.

Left corresponds to the left margin, Right corresponds to the right
margin and First line corresponds the first line indent.

To set the alignment:

Check the Alignment check box.
When the check box is checked, it activates the drop-down menu.
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2 Select the alignment setting you want to use from the Alignment
drop-down menu.
» To select a bullet:

1 Check the Bullet check box.

When the check box is checked, it activates the Bullet drop-down
menu.

2 Select the bullet setting you want to use from the Bullet drop-down
menu.

If you choose the Other item, the custom bullet selection dialog is
then displayed. For more information about how to use this dialog,
refer to “Setting bullets”, on page 129.

» To set the line spacing:

1 Check the Line spacing check box.
When the check box is checked, it activates the entry area.

2 Enter the line spacing value you want to use.
This number must be expressed in number of lines.

Setting colors

4D Write allows you to separately assign colors to the text and to its
style attributes. You can, for instance, set a different color for a piece of
text and for the line that underlines it. Different colors can be set for
the following:

= the text characters;

= the background of the text;
= the strikethrough line;

= the underline line;

= the shadow effect;

= the border background; and

= the border line.
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Setting a color
for a character

» To set a color for the current selection of characters:

1 Select Text in the Colors menu.
A hierarchical menu is then displayed.

| Colors |
I Bk
Baclk + [ Red
Strike Dut » [ Orange
Uriderlite vy ] ellow
Shadow + [ Green
Borders Back » [ Elue
Borders Line  » [ Violet
[ white
[ Light Grey
[ Medium Gray
[ [vark Grey
[ Other...

2 Select the color you want to apply to the selection.

Once you have selected the color, it is applied to the characters of the
current selection. If you choose to define a custom color, select Other.
For more information about how to define a custom color, refer to
“Setting a Custom Color in Windows”, on page 134 or to “Changing
Text Attributes at Once”, on page 138, depending on the platform you
are currently using.

To set a color for a style effect applied to the current selection of
characters:

Setting a color for
style effect

1 Select the style effect in the Colors menu.
The corresponding hierarchical menu is then displayed.

v None v Automatic v Automatic [ Light Grey v None v Il Black
= 5

[ white M Black M Black E L‘Z,d,ﬁ”ﬁ":j” ] white E Efj:,ge
CIRed [ Red [ Red [ Other... L] Red [ ellow
[J Orange [ Orange [ Orange ] Orange [ Green
[ ellow [ ellow [ Yellow [ vellow [ Blue
[ Green [ Green [ Green [ Green B violet
[ Blue [ Blue = Blue [ Blue [ 'white
[ Wiolet [ Violet [ Violet [ Violet [ Light Grey
[ Light Grey [ white [ white [ Light Grey ] Medium Grey
[ Medium Grey [ Light Grey [ Light Grey [ Medium Grey [ Dark Grey
[ Dark Grey [ Medium Grey [ Medium Grey [ Dark Girey ] Other...
I Black [ Dark Grey [ Dark Grey M Black ="
[ Other... [ Other... [ Other... [ Other..

Back Strikethrough Underline Shadow Borders Back Borders LIne

Notes e For the Strikethrough and Underline menu commands, an
“Automatic” item is displayed at the top of the hierarchical menu.
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Setting a Custom Color
on the Macintosh

Setting a Custom Color
in Windows

Selecting this Item will assign the color that is currently selected for
the text.

= For the Back and Borders Back menu commands, a “None”
command is displayed at the top of the hierarchical menu. Selecting
this Item will assign no color to the corresponding style effect, making
the background transparent.

Select the color you want to apply to the selection.

Once you have selected the color, it is applied to the style effect for the
current selection. If you choose to define a custom color, select Other.
For more information about how to define a custom color, refer to
“Setting a Custom Color in Windows”, on page 134 or to “Setting a
Custom Color on the Macintosh”, on page 134, depending on the
platform you are currently using.

After you choose Other... from the Colors submenu, the Apple Color
Picker dialog box appears, enabling you to create a custom color. For
more information about how to use the system colorpickers, please
refer to the documentation that came with your system.

After you choose Other... from the Colors submenu, the expanded
Color dialog box appears, enabling you to create a custom color. You
can add the colors you create here to the Custom Colors palette. For
more information about how to use the Color dialog box, please refer
to the documentation that came with your system.
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Showing Invisible
Formatting
Characters

Copying Paragraph
Formatting

You can display the characters that show where the Tab, Return (or
Enter) and space characters are located. Ordinarily, these characters are
invisible.

To show invisible formatting characters:

Choose Invisibles Characters from the 4D Write View menu.
The invisible characters appear.

\zi| Untitled [_[Ofx]
Il Fle Edt View Inset Style Colors Paragraph Fomat Tools

| Blale] olel @& Sl =TT ol

I =[=[== =I=1 =]

[| et =] [asablarcs = fz = B|s|u]

o] SRR RN R R R R R R T R R R R R

the assooiated weaponry) to lighter, nimbler leisure models
il

[Youname-it, we-have it "]

Sincerely yours,

Il

John Matrix, Sales director |

Il

P8 Heawvy Duty models may require security clearance

IPPS: SBecurity clearancs can now be purchassd at a low low summer price. |

Il
M

[
¥
Page 1 11 | Line 29, Cel 66 NUM [CAPS /ﬂ

The following table describes each formatting character.

Character | Description

— Indicates a tab.
1 Indicates a hard carriage return.
Indicates a space.

You can copy paragraph settings and apply them to other paragraphs
to ensure that all paragraphs to which you apply the settings have
exactly the same formatting. Copying paragraph settings also lets you
quickly change an element of a document. For example, after you
change the formatting of a heading, you can easily apply the new
formatting to headings throughout the document.
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The following paragraph format settings are copied. These settings are
shown in the 4D Write formatting Ruler.

= Margins and first line indent
= Alighment

= Line spacing

= Tabs

» To copy paragraph formatting:
1 Click in the paragraph whose formatting you want to copy.

2 Choose Copy Ruler from the 4D Write Paragraph menu.

4D Write stores the paragraph settings separately from the normal
clipboard. The contents of the Clipboard are not affected.

3 Click in the paragraph to which you want to apply the copied settings.

You can apply the paragraph settings to more than one paragraph by
selecting them before the next step.

4 Choose Paste Ruler from the 4D Write Format menu.
The formatting you copied is applied to the selected paragraphs.

Changing Text Attributes

The font, type size, style, and color used for text are text attributes.
When you create a new document, 4D Write automatically sets the
font to Arial on Windows or New York on Mac OS, the size to 12 point,
the style to plain, and the color to black. Any text that you type will
have those attributes.

If you change any text attributes, 4D Write applies the new settings to
text as you type. You can apply different attributes to text you have
already typed by selecting the text and then changing the attributes.
You can view the attributes of any text by clicking within the text and
choosing Characters from the Format menu or using the Style Toolbar.
Check marks appear in the menus next to the text attributes that are in
effect.
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Changing the Font

Changing Text Size

All fonts installed in your system appear in the font drop-down list of
the Style toolbar menu and are available for use in your documents.

To change the font:

Select the text you want to change or click where you want to type
text using a new font.

Choose the font from the font drop-down list of the Style toolbar.

izl

Wsardwark
ladelaide
Wlefbet
1algiers

alto
lamherst
&y

lrabia
trchitecture

e

Varial Alternative
larial Alkernative Symbol

arial Black

1851_Mono

I551_Systern

Jawvalon = I

If you had selected text before this step, the font of the selection
changes to the one chosen. If you type new text, it will appear in the
chosen font.

Text size is measured in points. A point is roughly equal to 1/72 inch.
The font size drop-down list shows sizes ranging from 8 to 72 points.
;2_J&3]

To change the text size:

Select the text you want to resize or click where you want to type
using a different text size.

Choose the size from the font size drop-down menu.

When you choose a size, it is applied to your selection. 4D Write
adjusts the line spacing, if necessary, to accommodate the new size.
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Note

Changing Text Style

Note

Changing Text
Attributes at Once

You can directly enter a value into the value box if you want to assign a
size that is not available in the list.

Styles can help you emphasize text or enhance a document’s
appearance.

To change the style of text:

Select the text you want in a different style or click where you want to
type using a new style.

Choose a style from the 4D Write Style menu.

Styles include Plain, Bold, Italic, Underline, Strikethrough, Shadow,
Superscript, and Subscript. You can apply more than one style to
selected text. If you want to modify the case of the selection you can
also select Capitals or Small capitals.

After you choose a style, your selection changes to the new style and a
check mark appears next to the style in the Style menu. If a style is in
effect for only part of your selection, a dash is displayed to the left of
the style name.

If you want to select the Bold, Italic or Underline style you can
respectively use the icons B|~|u] , located in the Style Toolbar.

You can easily change several text attributes at once. Using the
Character dialog box, you can change the font, size, color, and style of
text. You can also set the color for the style effects. These attributes are
applied to the currently selected text or, if no text is selected, to the
text that you type.

If you want to use the same combination of attributes many times, you
can create a custom style sheet. A style sheet specifies a collection of
attributes. You apply a style sheet to text by selecting the text and
choosing the style sheet name from the Style Sheet drop-down list in
the Style toolbar.
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Using the Character
Dialog Box

» To change several text attributes in the Character dialog box:

Font list

1 Select Character from the 4D Write Format menu.

The Character dialog box appears.

@Ehalaclel...

Current font and font size .Wl Eagt: Sige: - Underline

Ariad 12 7

iy Al =

Arabia Lo )y colers

Architecture 11 Tend Back  Shado Underlin Strikethr

N A A
I_IAriaIAIternative jd |l el ,E' @ ,

Style attributes

:Attributes
™ Bold ™ Superscript
I~ ltalic [~ Subscript

The quick prown fox jumps over tt

Underline status

[~ Shadow [ Small Capitals
[ Strikethrou ™ Capitals

Default | Maone Revert

| ok |

Cange

Style effects color

Preview area

The dialog box shows the font, font size, color, and styles currently in
effect and provides sample text with those attributes.

To change the font, choose the font from the Font scrollable list
OR

Enter its name in the font box.

To change the color for either the text or the style effects selected,
choose the color from the Color picture menus.

You can choose any of the basic colors available in the picture menu or
create a custom color by selecting Other.... For information on creating
a custom color, refer to the “Setting a Custom Color” sections in this
chapter.

To change the text size, enter the size in the Size box or select a size in
the Size list.
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Select the check boxes for the style attributes you want.

Styles include Plain, Bold, Italic, Strikethrough, Shadow, Superscript,
and Subscript. You can also select the character case using the Capitals
and Small Capitals radio button.

Clicking once on a check box will select it. Clicking twice will “gray” it,
which means that this attribute will be left unchanged in your
selection. If, for instance, the Bold attribute is set only for some
character in your selection, the Bold check box will appear in grey.
Leaving that check box in gray will leave the Bold attribute untouched.

Select the underline attribute you want in the Underline drop-down
list.

You can choose Single underline to display only one line under the
selection, Word underline to underline only words, Double underline
to display two lines under the selection or Hatched underline to
display a doted underline.

To accept the attributes you set, click OK.

To return to the original text attributes and start over, click the Revert
button. To close the dialog box without applying any changes, click
the Cancel button. To go back to the default settings (if any) that apply
to the current selection, click the Default button. To set no attributes
for the current character selection, click the None button.

Managing Style Sheets

4D Write manages two types of style sheets. Style sheets that apply
only to characters and style sheets that apply to paragraphs. You can
create your own style sheets in a document. Each character style sheet
specifies a combination of attributes that can be applied to text. For
example, you might specify a Header style sheet that creates text in
18 point, Bold style, in the Avant Garde font. A paragraph style sheet
allows you to set attributes for a paragraph, which includes the
character formats, border settings, tab settings and paragraph settings.

The Style Sheet pop-up menu lists a documents style sheets. You use
this menu to apply existing style sheets to the text in your document.
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Defining a Custom
Style Sheet

Style sheets apply only to the current document. They do not apply to
all documents, even if the documents are in a 4D Write area. You can
save style sheets and load them into other documents. You can also
use documents containing style sheets as templates for 4D Write areas.
For more information on templates, refer to “Saving a Document as a
Template” in Chapter 2.

To define a new custom style sheet:
Choose Style sheets from the Format menu.

|=i| Style Sheets...
?B
Siyles: Presview |Desc:lipti0n|
Homal [
. . . Mew...
Thiz i+ 2 paragraph sampk. This =2 @ @graph sa mpke. THs &3 @egaphampk.
Thiz i paragraph sampk. This - @ 9graph 32 mplke.
Thiz iz 2 paragranh sampk. 5 agraph 33 make. Tz 3 @y @ph sampk. -
Thiz i+a paragraph samp k. Thiz i+ /@ agraph 3a mpke. Edi...
This i3 paregraphsampk. =3 @ agraph 3@ mpke. TH: 53 m@egaphampk.
This - paregraph samp k. Thiz -2 @ agraph 3a moke.
Delete |
Impaort... |
=l Apply |
Cloze

The Style sheets dialog box appears. It displays the list of style sheets
for the current document. In the center, the preview area can either
display the definition or a sample of the style sheet currently
highlighted in the style sheet list.

Click the New button on the right of the dialog to create a new style
sheet.

The following New style sheet dialog is displayed.

@ @& Empty

€ Using current text properties

€ Using a copy of stylesheet: I vl
Cancel | Create I
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This dialog allows you to specify which properties you want to use as a
starting point:

the current text properties,
the properties of an existing style sheet,

no text properties at all.

Choose the option you want to start with.

Selecting Empty will define no properties for the new style sheet.
Selecting Using current text properties will assign the properties of the
current selected text to the new style sheet. Selecting Using a copy of
style sheet will assign the properties of that style sheet to the new style
sheet. If you choose this option, you need to select a style sheet from
the drop-down list located on the right of the radio buttons.

Click the Create button.
The following dialog is then displayed:

ElEdit Style Sheet...
[
I ame: Shorbcut:
[Untitled 1 |
IAppIies ta Paragraphs d
Character... I Borders... | Faragraph... Tabz... | ¥ Set Tah:

Preview | Descriptionl

Thi= iz a paragraph=ample. This i a paragraph zample. Thiz iz a paragraphsample.
Thi= iz a paragraph=ample. This i a paragraph zample.

& &4 pamguphsaspl. Thi & a pangaph saepk:. This & 0 pamguphsanpk. This &
a pamguph sapk. Thi in o mugueehwanpk.
Thiz is a paragraph=sample. This 5 a paragraph sample. Thiz is a paragraphsample.
Thiz is a paragraph=ample. This i5 a paragraph sample.

More | Revert | Cancel | (1] 9 I

If you chose a starting point that uses preset properties this dialog
displays them accordingly. In this dialog you can: Define a shortcut
that will trigger the application of the style sheet, edit the name of the
style sheet and define the settings of the style sheet.

Click in the Name text box and edit the name of the style sheet.
Name:
[Untitled 3
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Click in the Shortcut text box and enter the character you want to use

as a shortcut.
Shortcut:

—

This character will have to be used with the combination of the
Command and Shift keys on Mac OS and Ctrl and Shift on Windows.

It is recommended that you use numbers as shortcuts in order to avoid
potential conflicts with normal 4D Write shortcuts.

Using the drop-down list, select whether the style sheet will apply to a
paragraph or to character.

If you choose Applies to characters, the Borders, Paragraph and Tabs
buttons become disabled.

Click the Character button to set the character properties.

For more information about how to set character attributes, please
refer to “Changing Text Attributes at Once”, on page 138.

If you selected Applies to characters as the scope of this style sheet, you
will not need to set any parameters for borders, tabs and paragraphs,
therefore you can directly go to step 12.

Click the Borders button to set the borders properties of the style
sheet.

For more information about how to set border attributes, please refer
to “Setting Borders for a Paragraph”, on page 150.

Click the Paragraph button to set the paragraph properties of the
style sheet.

For more information about how to set paragraph attributes, please
refer to “Setting paragraph formats using the Paragraph dialog”, on
page 130.

Click the Tabs button to set the tab properties of the style sheet

OR

Deselect the Set tabs if you do not want to set tabs properties.

For more information about how to set tabs properties, please refer to
“Setting Tabs”, on page 124.

You can now make sure the properties you have defined are correct by
checking the preview area. If you want to check the style sheet
definition, click the Description tab control. The preview area will then
display the settings defined for that style sheet.
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12 Click the OK button to create the style sheet
OR
Click the None button to reset all the settings and start over
OR
Click the Revert button to get back to the original settings
OR
Click the Cancel button to cancel all the settings and go back to the
Style sheet dialog.

Once you click OK, the style sheet is automatically saved and the Style
sheets dialog is displayed again.

@Slyle Sheets...
23
Styles: Preview I Diescription |
e . . Mew...
i i: @ paragraph samp k. Thiz = 2 [@agaph sampke, T 2 m@g @ phsam k.
Thi = 2 paragraph samp k. This = @ @ @graph amake.
Thisia b sl This s hsaenple Thisk o b aengle Thia ia ’
wpeesgmanky aegles This i s parsgragh saengle Edit...
Thiz 2 paragraph samp. This f: @ @ @graph s malke. THE = 2 mErg @ phsam ok .
Thiz = 2 paragraph samp k. This F @ @ agraph :amake.
Delate |
Impoit... |
= Apply |

13 Click the Close button.

This style sheet can then be selected from the Style sheet drop-down
list.

Edit View Insert Style Colors Paragraph Format Tools
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Modifying a Style
Sheet
» To modify an existing style sheet:

1 Choose Style sheets from the Format menu.

B
5 , Styles; Freview |Descnption|

MNormal -
Mew Stle Sheet
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Thiz 12 paragraph samp k. This 72 @@ 9graph 3amak.

Edit..

Delete

ddld

Impot...

;| Apply

The Style sheets dialog box appears. It displays the list of style sheets
for the current document.

2 In the Styles list, click on the style sheet you want to edit.
3 Click the Edit button.

4 The Edit Style sheet dialog is then displayed.

The preview area as well as the style sheet settings reflect the current
settings of the selected style sheet.

4| E dit Style Sheet... =
1z E dit Style Sh %]
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aragraphs
Applies to Characters

AppliestoParagraphs oo

10

11

Click in the Name text box if you want to edit the name of the style
sheet.

Name:
[Untitled 24

Click in the Shortcut text box to modify the character you want to use

as a shortcut.
Shortcut:

—

This character will have to be used with the combination of the
Command and Shift keys on Mac OS and Ctrl and Shift on Windows.

Using the drop-down list, select whether the style sheet will apply to a
paragraph or to character.

If you selected Applies to character, the Borders, Paragraph and Tabs
buttons become disabled.

Click the Character button to set the character properties.

For more information about how to set character attributes, please
refer to “Changing Text Attributes at Once”, on page 138.

If you selected Applies to characters as the scope of this style sheet, you
will not need to set any parameters for borders, tabs and paragraphs,
therefore you can directly go to step 12.

Click the Borders button to modify the border properties of the style
sheet.

For more information about how to set border attributes, please refer
to “Setting Borders for a Paragraph”, on page 150.

Click the Paragraph button to modify the paragraph properties of the
style sheet.

For more information about how to set paragraph attributes, please
refer to “Setting paragraph formats using the Paragraph dialog”, on
page 130.

Click the Tabs button to modify the tab properties of the style sheet

OR
Deselect the Set tabs if you do not want to set tabs properties.

For more information about how to set tabs properties, please refer to
“Setting Tabs”, on page 124.

You can now make sure the properties you have defined are correct by
checking the preview area. If you want to check the style sheet
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Saving and Loading
Style Sheets

definition, click the Description tab control, the preview area will then
display the settings defined for that style sheet.

Click the OK button to validate the modifications of the style sheet
OR

Click the None button to reset all the settings and start over

OR

Click the Revert button to get back to the original settings

OR

Click the Cancel button to cancel all the settings and go back to the
Style sheet dialog.

Once you click OK, the style sheet is automatically modified and the
Style sheet dialog is displayed again.

@Slyle Sheets...
23
Styles: Preview I Diescription |
Marmal -
Mew Stule Sheet
e . . Mew... |
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Thiz = 2 paragraph samp k. This F @ @ agraph :amake.
Delate |
Impoit... |
= Apply |

Click the Close button.

Style sheets created in the Style Sheet dialog are saved in the document
file. You can then import the style sheets into any other 4D Write
document.

To import style sheets from another document:

Select Style sheets from the Format menu.
The Style sheets dialog appears.

Click the Import button.

An Open File dialog box appears.

Select the document from which you want to import the style sheets
file and click the Open button.
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The style sheets are loaded into the document. After the style sheets
are loaded, they immediately become available to the document.

4 Click the Close button.
The Style sheets closes.

Applying Custom
Style Sheets

Applying a Character
Style Sheet

» To apply a character style sheet to text:
1 Select the text to which you want to apply the style sheet.

2 Choose the character style sheet from the Style Sheet drop-down list
in the Style toolbar.
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The text is given the attributes of the selected style sheet.

Applying a Paragraph
Style Sheet

» To apply a paragraph style sheet to a paragraph or a selection of
paragraphes:

1 Place the cursor in the paragraph to which you want to apply the
paragraph style sheet,
OR
Select some text in the paragraph to which you want to apply the
paragraph style sheet,
OR
Select text that overlaps all the paragraphs to which you want to
apply the paragraph style sheet.
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2 Choose the paragraph style sheet from the Style Sheet drop-down list

in the Style toolbar.
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Applying a Style
Throughout a
Document

Deleting a Style
Sheet

The paragraph is then given the attributes of the selected paragraph
style sheet.

4D Write allows you to update the formatting of all the text in the
document that uses a particular style sheet. This feature is useful when
you want to make sure that all the occurrences of text that use that
style sheet accurately respect the style sheet attributes.

To update a style sheet throughout the document:

Select Style sheets from the Format menu.
The Style Sheets dialog is displayed.

In the Styles list, select the style sheet you want to update throughout
the document.

Click the Apply button.

All the attributes of that style sheet are applied to each occurrence of
text that uses it.

You can delete a style sheet at any time. Text that uses that style sheet
will remain unchanged but they will cease to be defined as using that
style sheet.

To delete a style sheet:

Select Style sheets from the Format menu.
The Style Sheets dialog is displayed.

In the Styles list, select the style sheet you want to delete.

3 Click the Delete button.

The style sheet is deleted as well as any reference to it.
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Setting Borders for a Paragraph

4D Write allows you to define borders for a paragraph. A border setting
can be defined for either a separate paragraph or a paragraph style

The Borders Dialog

sheet.

The Borders dialog is the dialog in which borders are set. This dialog is
used when you design a style sheet that uses border formats or when
you want to set borders for a paragraph or a set of paragraphs.

When you click the Borders button in the Edit Style sheet dialog, or
when you select Borders from the format dialog, the Borders dialog is

displayed:
|=i| Borders...
— Borders — Frame stple ———— - Colars
— ||
[
I Left Right
rmm——
Default |
[ Bottom  —
= Mo |
Al [~ Betweenp
_—
¥ Fram Text: ID,2 Revert |
Cancel | Ok I

This dialog consists of three main area:

The Borders area:

 Borders
M Top
I Left Right -
I Battam
&l [~ Betweenp
[ From Test: IU,2

This area is the area in which borders can be selected. It consists of

150 4D Write Reference Manual



Setting Borders for a Paragraph

seven check boxes and a preview area. The preview area displays the
border according to the check boxes you selected.

= The Left, Top, Right and Bottom check boxes
When those check boxes are selected, the corresponding border is
set for the paragraph. When those are grayed, it means that the cor-
responding border is not selected for each paragraph that belong to
the current selection. In this case, leaving the check box untouched
will leave the setting for that border untouched.

= The All check box
When this check box is selected, it selects the Left, Top, Right and
Bottom check boxes and the corresponding borders.

» The Between paragraphs check box
When this check box is selected, a border is displayed between the
paragraphs of the selection (if there is more than one).

=  The From text check box
When this check box is selected, the entry area located next to it
allows you to set the distance between the upper, lower, right and
left limits of the characters and the border lines.

The Frame area:

Frame style

This area is the area in which the frame of the borders can be selected.
Clicking on the frame type will assign it to the borders.

The Frame area:
Colors

Lines Back

(] [

This area is the area in which the colors for the border lines and the
border background will be selected.

4D Write Reference Manual 151



Chapter 5 Formatting Text

= The Lines picture menu

The color selected in this picture menu will apply to the line of the
borders.

= The Back picture menu

The color selected in this picture menu will apply to the back-
ground of the borders.

The Borders dialog also includes five buttons:

The Cancel button

This button closes the Borders dialog. If the Borders dialog was called
from another dialog (Edit style sheet, Find or Replace), clicking on the
Cancel button calls back the dialog from which it was called.

The OK button

This button closes the Borders dialog and validates its contents. If the
Borders dialog was called from another dialog (Edit style sheet, Find or
Replace), clicking on the OK button calls back the dialog from which it
was called.

The Default button

This button assigns the default settings back in the Borders dialog.
Default settings are typically style sheet settings that were altered for
the selected paragraph before the Borders dialog was opened.

The Revert button

This button assigns the original settings back in the Borders dialog. The
original settings are the settings that were first displayed when you
opened the Borders dialog.

The None button
This button resets all the settings back in the Borders dialog. Clicking
on the None button deselects any border, frame or color.
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» To define and apply a border setting to a paragraph or a selection of
paragraphes:

1 Place the cursor in the paragraph to which you want to apply the
border settings,
OR
Select some text in the paragraph to which you want to apply the
border settings,
OR
Select text that overlaps all the paragraphs to which you want to
apply the border settings.

2 Select Borders from the Format menu.
The Borders dialog is then displayed

@ Borders...
— Borders — Frame style Colars
— ||
——
I Lekt Right I :
Default |
[ Battam —
_— Mohe I
&l [~ Betweenp
—_—
v From Test: ID,2 Rievert I
Cancel I Ok I

3 Select the borders you want to select by clicking on the corresponding
check box.

For more information about the meaning of those check boxes, refer to
“The Borders Dialog”, on page 150.

4 Select the frame type you want to select by clicking on the frame in
the Frame style area.
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Click OK to validate the modifications you just made

OR

Click the None button to reset all the settings and start over

OR

Click the Revert button to get back to the original settings

OR

Click the Default button to get back to the default style sheet settings
OR

Click the Cancel button to cancel all the settings and go back to the
Style sheet dialog.

Managing Tables

The Table Wizard

4D Write manages graphical tables, although they are actually stored
as formatted paragraphs. This means that if a table needs significant
modification, it is often easier to re-create it.

4D Write allows you to insert and define graphical tables in your
documents. For each table you can:

select predefined table templates,

define the number of rows and columns,

set an automatic text format,

set different automatic values and styles for each column,

set different automatic values, colors and styles for specific rows.

In 4D Write, tables are created and modified using 4D Write’s Table
Wizard. The Wizard Table is displayed by selecting Table Wizard in
the Tools menu.

Table Wizard...
Spelling...

Language...
Document Informations...
Document Statistics...

Compute references now %K
Freeze reference
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The table wizard appears as follows:

|=i| Create Array...

Template | Columns | Flowsl

Chooze a template and a general style for
the table

Table Type:

~ Size

Rows: I 5 Columns: I 4

 Text Format

Fant: IEasabIanca j
Size: 12 =
More... |

¥ Vertical separator

Cancel | Ok I

The table wizard mainly consist of three pages and a preview area:

The Template page
This page is the page in which you can select a template for the table,
define the table size and set the global text format.

The Columns page
The Column page is the page in which you can define column widths,
and assign automatic values as well as custom text format.

The Rows page

The Rows page is the page in which you can select the line spacing
between rows, select predefined values for the first and last rows, set a
color and a text format for specific rows.

The preview area
The preview area displays a preview of the table as you set it,
modifications are displayed on the fly.

4D Write Reference Manual 155



Chapter 5 Formatting Text

The Template Page The template page is the default page on which the table wizard opens:

Template |

Chooze a template and a general style for
the table

Table Type:

~ Size

Rows: I 5 Columnz: I 4

r Text Format
Famt: |Easablanca =
Size: 12 =

More... |

v Vertical separatar

This page consists of three element:

= The Table type drop-down list:

-

‘web Horizontal

Selecting an Item from this list will apply the corresponding template
to the table you are creating.

= The Size area:

Size
’V Rows: I 5 Columns: I 4

This is the area in which you set the number of rows and columns for
the table you are creating, by respectively entering those numbers in
the Rows and Columns boxes.
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The Columns Page

The Text format area

Text Format

Font: |Arial LI

Size: 12 =

More... |

v “ertical separatar

This area is the area in which you select the format of the text that will
be entered in the table. The Font drop-down list lets you select the font
that will be applied to the text. The Size drop-down list lets you select
the size of the font that will be applied to the text. The Vertical
separator check box lets you choose whether you want to display
separators between columns. When you click the More button, the
Character dialog is displayed. For more information about how to use
this dialog, refer to “Using the Character Dialog Box”, on page 139.

The Column page is the page in which you define the format and
automatic contents for columns:

Columtis |

@ Cusztomize the style of the columns

Style far:

- Walues
* None
O Predefined:  [1.2.3 -
Stark VW alue: |—1
CaFed [ ]

Find. | ser. |

0 records selected

- Format

Alignment: ILeft - l
[ Fixed width: |4,D =
Text Format... |
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This page consists of three main interface elements:

The Style for drop-down list:

Style far:

This list allows you to select the column to which the settings in the
Columns page will apply. For example, if you select Column 1, the
settings that will be defined in the Values and Format areas will only
apply to the first column. If you want to set the format of several
columns, you will need to select one column at a time and define their
formats separately.

The Values area:
- Walues
& Mone
' Predefined:  [1.2.3 -
Start Walue: I—‘I
CaFe: [ ]

Frd. | |

0 records selected

The value area is the area in which you select predefined values for the
current column. A radio button offers you three choices:

= None
If you select this choice, no predefined value will be used for the
current column.

= Predefined
If you select this choice, the Start value area is activated. This allows
you to select a type of predefined value from the drop-down list and
to define which value to start with. The values you can select are:
» 1,2, 3, for standard numbering,
e a, b, corA, B, Cfor “alphabetical numbering”,
e i, ii, iii or I, 11, Il for roman numbering,
- Monday, Tuesday for days,
e January, February for months.
For more information about selecting a predefined value, refer to
“Inserting a predefined value as an Automatic Column Value”, on
page 165.
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4D Field

If you select this choice, the field value is then inserted in each row
and the number of rows will depend on the number of selected
records. Since you then benefit from the Order by and Query fea-
tures of 4D, you can narrow your record selection and rearrange it.
For more information about selecting a field as a column value,
refer to “Inserting a 4D Field as an Automatic Column Value”, on
page 162.

The Format area:

Format

Alignment: ILeft - l
[ Fixed width: |4,D &

Text Farmat... |

This is the area in which you select the format and alignment of the
text that will be entered in the column. When selected, it overrides the
format defined in the Template page. It also allows you to define the
alignment for the text and the Column width. This area consists of the
following elements:

The alignment drop-down list
This list lets you choose the alignment between Left, Centered,
Right and Decimal.

The Fixed Width check box

When this option is selected, it activates the value box located next
to the check box. You can then enter a fixed value for the width of
the current column.

The Text Format button

Clicking on this button opens the normal Character formatting dia-
log, so that you can choose character formatting for the contents of
the column. For more information about how to use the Character
formatting dialog, refer to “Using the Character Dialog Box”, on
page 139.

4D Write Reference Manual 159



Chapter 5 Formatting Text

The Rows Page

The Rows page is the page in which you define the style, the color and
the automatic contents for rows:

Rows I

@ Customize the gtyle of the rows

Style for:

~ Walues

@ Haone
¢ Predefined:  |1.2.3 -

Start W alue: | 1

 Colors

Back

Row
(]
— Farmat
Line Spacing: |1

I Leave Emply

Text Format.. | Borders... I

This page consists of three main interface elements:

The Style for drop-down list:

Style for:

This list allows you to select the row to which the settings that are
currently set in the Columns page will apply. For example, if you select
Odd rows, the settings that will be defined in the Values and Format
areas will only apply to the odd rows of the table. If you want to set the
format for several types of rows, you will need to select one type of row
at a time and define their formats separately. The types of rows
available are:

= First Row
The chosen settings will only apply to the first row.

= Odd Rows
The chosen settings will only apply to odd rows, excluding the first
and last rows.

= Even Rows
The chosen settings will only apply to even rows, excluding the last
row.

= Last Row
The chosen settings will only apply to the last row.
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The Values area:

Walues

# Mone
Ci Predefined:  |1.2.3

Start Walue: | 1

The value area is the area in which you select predefined values for the
current type of rows. A radio button offers you two choices:

= None

If you select this choice, no predefined value will be used for the

current column.
= Predefined

If you select this choice, the Start value box is activated. This allows
you to select a type of predefined value from the drop-down list and
to define which value to start with. The values you can select are:

« 1,2, 3, for standard numbering,

e a, b, corA, B, Cfor “alphabetical numbering”,
e i, ii, iii or I, 11, 11l for roman numbering,

 Monday, Tuesday for days,
= January, February for months.

For more information about selecting a predefined value, refer to

“Inserting a predefined value as an Automatic Row Value”, on

page 166.

The Colors area:

- Colors
Line Back

L]

The Colors area is the area in which you can separately select a color
for the lines and background of the current type of rows.

The Format area:

Farmat
Line Spacing: |1

I~ Leave Empty

Text Format... | Borders... I

This area is the area in which you select the format of the text that will
be entered in the row and its alignment. When selected, it overrides

4D Write Reference Manual

161



Chapter 5 Formatting Text

Setting Predefined
Values

Inserting a 4D Field asan
Automatic Column Value

>
1

the format defined in the Template page. It also allows you to define
the border formats. This area consists of the following elements:

= The Line spacing value box
This box is the box in which you enter the line spacing value for the
current type of rows.

= The Leave empty check box
When this option is selected, the row will remain empty even in
columns for which you have selected automatic values.

= The Text Format button
Clicking on this button calls the Character dialog. For more infor-
mation about how to use the Character dialog, refer to “Using the
Character Dialog Box”, on page 139.

=  The Borders button
Clicking on this button calls the Borders dialog. For more informa-
tion about how to use the Borders dialog, refer to “The Borders Dia-
log”, on page 150.

4D Write allows you to set automatic values in your tables. There are
two types of automatic values:

4D Fields, and

predefined values such as automatic numbering, months, days.

4D Write allows you to insert 4D fields or Formulas in columns and
also manages predefined values in both rows and columns.

To insert a 4D Field as an automatic column value:

Select Table Wizard from the Tools menu.
The Table wizard is then displayed.

Click on the Columns tab control.

The Column page is displayed.

In the Style for drop-down list, select the column in which you want
the 4D Field to appear.

4 Choose [ciared in the Value area.

Click the Field selection button -
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The Insert 4D expression dialog is then displayed:

Insert 4D Expression
Field IExpression I
Format
= [ Table 1 - TN TTIT] -~
- — (#wE) REE_FEEE ]
A Fiedt AR
A Fieldz REE_BH_BERE
A Fields o000
£ Fielda_
[~
h [ |
[ Cancel ] ” ok "

In the Field page, you can select the field that will be inserted. In the
Format area, you can select one of the predefined display format or
define a specific display format. For more information, about display
format, please refer to the 4™ Dimension User Reference manual.For
more information about how to use the Insert 4D Expression dialog,
refer to “Referencing Fields and Expressions”, on page 177.

Expand the hierarchical list of the table that contains the field you
want to insert.

Double-click on the Field that you want to insert as a value.
It is then displayed in the area next to the 4D Field button.

@ HD Field ! [[Tabrle 1]Fieldz |

[ e ][ st ]

20 records selected

The numbers of selected records for that table is displayed at the
bottom of the Values area. For each record, the value of the record will
be displayed in a row.
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8 If you want to select some specific records, click the Find button.
The Query editor is then displayed:

uery=—————————H

@ ~Query Editor
-

4]

Available Fields:
[Re ated Tables

A Fizldi

A Fieldz

AC FieldZ

& Fieldd_

’—Value
[ |
n r e ine

“

ID

<]

Edit the query as you would in 4D. For more information about
queries, please refer to the 4D User Reference manual.

Once you are done executing your query and if the number of records
matches the size of the table, the Column page is displayed again and
the number of records is modified accordingly. If the number does not
match the array, the following dialog is then displayed:

Stylesheet Modifications... "rc0————

@ The new selection doesn’t fit in the array.
Do you want to resize the array 2

Leave Unchanged ] ” Resize "

If you click on the Leave unchanged button, the Column page is
displayed again and the size of the table remains unchanged. If you
click on the Resize button, the Column page is displayed again and the
number of rows was modified to match the number of records.
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9

10

Inserting a predefined
value as an Automatic
Column Value

If you want to modify the sort order, click the Order button.
The 4D Order by dialog is then displayed:

= rderly=—"——"——"MH5
@ [ Order by Editor
Available Fields Ordered by Fields/Formulas
% Fieldd |- [=]
A Field2
A Fieids
& Fieldd
[+
[~ [ Add Farrmuls I [ ]

You can then define the sort order. For more information about
defining the sort order, please refer to the 4th Dimension User
Reference manual. Once the Order by is defined, it is used to define the
sequence of values in the table.

Once you are done defining your selection and sorting it, you are done
with the insertion of 4D Fields as values.

You can then resume the remainder of the creation of the table.

To insert a predefined value as an automatic column value:

Select Table Wizard from the Tools menu.
The Table wizard is then displayed.

Click on the Columns tab control.
The Columns page is displayed.

In the Style for drop-down list, select the column in which you want
the predefined values to appear.

Choose tiredsfired in the Value area.
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5

Inserting a predefined
value as an Automatic
Row Value

Select the type of predefined value from the value drop-down list.

For more information about the options you can select, please refer to
“The Columns Page”, on page 157.
Select the starting value.

The starting value is always a number but it will apply to any kind of
selected value. For example, if you enter 2 as a starting value and select
the month value, the first value will be February.

Once you are done with the Predefined value settings, proceed with
the remainder of the table configuration.

To insert a predefined value as an automatic row value:

Select Table Wizard from the Tools menu.

The Table wizard is then displayed.

Click on the Rows tab control.

The Rows page is displayed.

In the Style for drop-down list, select the row type in which you want
the predefined values to appear.

For more information about the Style drop-down list, refer to “The
Rows Page”, on page 160.

4 Choose iredsfired: in the Value area.

5 Select the type of predefined value from the value drop-down list.

For more information about the options you can select, please refer to
“The Rows Page”, on page 160.
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Creating a Table

Select the starting value.

The starting value is always entered as a number but this allows you to
select any kind value. For example, if you enter 2 as a starting value
and select the month value, the first value display will be February.

Once you are done with the Predefined value settings, proceed with
the remainder of the table configuration.

Before creating a table, you should make sure the element that will be
entered in the table will fit in the columns. Since 4D Write does not
manage the concept of cells, reaching the limit of a column or entering
a Carriage Return does extend the height of the “cell”.

To create a table:

Select Table Wizard from the Tools menu.
The Table wizard is then displayed.

In the Template page, select the template by selecting it from the
Table Type drop-down menu:

® Claszic Horizontal
Claszic Yertical
Professional Elue
Professional Grey
Professional Beige
Professional Green

Simple -1

Simple - 2

‘web Horizontal
‘web Yertical
Cornpact Horizontal
Cornpact Yertical
Nurneric - 1
Nurneric - 2
Nurneric = 3

Enter the number of rows and columns in the Rows and Columns
boxes.

If you want, define a global character format for the table in the Text
format area.

For more information about the effect of the character options, refer to
“The Template Page”, on page 156.

Click on the Column Tab control to set the column options.

The Columns page is then displayed.

Using the Style for drop-down list, select the Column you want to
modify.
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7

10

11

12

13

14

15
16

Note

For the current column, you can either set predefined values or a 4D
Field as automatic values.

For more information about inserting a 4D Field as an automatic
column value, refer to “Inserting a 4D Field as an Automatic Column
Value”, on page 162. For more information about inserting a
predefined value as an automatic column value, refer to “Inserting a
predefined value as an Automatic Column Value”, on page 165.

In the Format area, set the alignment, format and width of the current
column.

For more information about the options of the Format area, refer to
“The Columns Page”, on page 157.

Restart step 6 through 8 for each column you want to set.

Click on the Rows tab control to set the rows options.

The Rows page is then displayed.

Using the Style for drop-down list, select the type of row you want to
modify.

For more information about the types of row you can select, refer to
“The Rows Page”, on page 160.

For the current type of row, you can set predefined values as
automatic values.

For more information about inserting a predefined value as an
automatic row value, refer to “Inserting a predefined value as an
Automatic Row Value”, on page 166.

In the Format area, set the border, formats and line spacing of the
current row.

For more information about the options of the Format area, refer to
“The Rows Page”, on page 160.

Using the Back and Line picture menus, select a color for the line and
for the background of the selected type of rows.

Restart step 11 through 14 for each type of row you want to set.

Click OK to create the table.

Since 4D Write does not manage cells in tables as rows and columns,
once a table is created it is usually easier to create it again than to
modify it.

168 4D Write Reference Manual



Managing Columns

Managing Columns

Note

The Columns Dialog

4D Write allows you to manage text columns in your documents.
When you set columns in a 4D Write document, they apply to the
whole document. In 4D Write, columns are chained from the leftmost
column to the rightmost column. In other words, when entering text,
the text flow will start filling the left column and continue with the
column directly to the right until it reaches the end of the page. Once
the end of the page is reached, the text flow cycles through the next
page. In order to be able to balance the page settings, 4D Write also
allows you to insert column breaks.

For a proper display of columns, you should always select the Page
viewing mode.

The current section will describe how to :
set columns in a document,
modify columns in a document,

insert and remove a column break in a column.

The Columns dialog is the dialog in which you define the column
settings for the current document. The Columns dialog displayed by
selecting Columns from the Format menu:

Columns...

&,
% Columns

Width: L 1
Spacing: L 1

D Yertizal separator

coeet )

The Column dialog consists of two main areas:

The Columns area
This area is the area in which you can define the number of columns,
their width and the space between them.
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The Column area includes the following interface elements:

=  The Number drop-down list:
This list allows you to select the number of columns that will
appear in the document. No more than ten columns can be created.

= The Width box
This box is used to set the width of the columns. The value entered
is applied to each columns and has no influence on the number of
columns. If there is not enough room to accommodate the value
entered, 4D Write will select the highest possible value and reduce
the Spacing value accordingly.

= Spacing
This box is used to set the space between columns. If there is not
enough room to accommodate the value entered, 4D Write will
select the highest possible value and reduce the Width value accord-
ingly. 4D Write will always maintain a minimum value for the col-
umn width.

= The Vertical Separator check box
When this check box is selected, a vertical separator is displayed
between the columns.

= The preview area
This area displays in real-time the effect of the value you are entering
in the Columns area.

When you work with columns, it is required to be in Page view mode.
If Normal view mode is selected, only one column is displayed, which
is often easier for editing.
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Setting columns for
a document

» To define columns in a 4D Write document:

1 Select Columns from the Format menu.
The Columns dialog box is then displayed:

Columns...

&
Columns
width: L 1
Spacing: |

D Mertical separator

e | |

2 Choose the number of columns from the Column drop-down list.
The preview area is modified accordingly.
3 Enter the value for the column width in the Width area.

OR
Enter the value for the space between columns in the Spacing box.

Setting only one of those two values lets 4D Write assign a
complementary value to the other one.

4 Click the OK button.
The 4D Write document is modified according to the column settings.

Modifying the
Column Width
Using the Ruler
» To resize a column:

1 Choose Page from the View menu.
The 4D Write ruler displays the column limits.

-2---1-..2..-1---2-,\ 4150 I IEFEEE EEEREER R E
=

2 Place the mouse cursor over the column limit.
The cursor becomes a double-sided arrow.

4D Write Reference Manual 171



Chapter 5 Formatting Text

3

Modifying the
Columns Settings

Note

Drag the limit of the column to its new location.
The column is then modified accordingly.

To modify the column settings of a 4D Write document:

Select Columns from the Format menu.
The Columns dialog box is then displayed:

Columns...

&
— Columns

Murnbet : three 3

width

Spacing: 0 e

|z Mertical separator

cmon [ x|

Its contents reflects the current settings.

Choose the settings you want to modify.

You can modify any parameter from the number of columns to their
size. For more information about the options you can set, refer to “The
Columns Dialog”, on page 169.

Enter the value for the column width in the Width area.
OR
Enter the value for the space between columns in the Spacing box.

Setting only one of those two values lets 4D Write assign a
complementary value to the other one.
Once you have defined the new settings, click the OK button.

The 4D Write document is modified according to the new column
settings.

When modifying the column settings you may want to check the
position of column and page breaks, since they may need to be moved
to match the new settings.
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Managing Column

Breaks

Note

Inserting a column break moves characters or paragraphs located after
the insertion point to the top of the next column. You can use column
breaks to balance your columns. When inserted, a column break
appears as follows:

Column breaks are automatically displayed when the invisible
characters are displayed. When in Normal view mode, column breaks
are always displayed. When in Page view mode, they are displayed
only when the invisible characters are displayed.

To insert a column break:

Select Page from the View menu, if you are in the Normal View mode.

The Page viewing mode is selected and the borders of the columns are
properly displayed.

To work with columns, you must be in Page view mode.

Place the cursor where you want to insert the column break in the
column.

This action establishes the insertion point.
Select Column Break from the Insert menu.

The column break is then inserted and any paragraph that was located
after the insertion point is moved to the next column.

To remove a column break:

1 Click just after the column break.

On the Macintosh, press Backspace. In Windows, press Backspace or
Delete.

The column break is deleted.
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Creating a Page Break

Specifying where a page break occurs can improve the appearance of a
document. You can use page breaks to start a section at the top of a
new page or to eliminate lines of text at the top of an otherwise blank
page.

» To create a page break:

1 Click at the location where you want the page break to occur.
This action establishes the insertion point.

2 Choose Page Break from the 4D Write Insert menu.

In the Normal mode (selected using the Page Command from the
View menu), a dotted horizontal gray line marks the page break.

Page breaks are automatically displayed when the invisible characters
are displayed. When in Normal view mode, page breaks are always
displayed. When in Page view mode, they are displayed only when the
invisible characters are displayed.

In the Page View mode, a new page is created as shown.

|d| Untitled1 [_[O[x]
|l File Edt View Inseit Style Colors Paragiaph Fomat Tools

| Disl®| Blel & S0l <l xla| ©(a]

=S = e = fz = lefu]

El ‘ P . L L T AR S L B S S St ' SR L USRI S N I b SRR | I CATe 18 | 3

[The page break is inserted after this paragraph

|50 »
Page 2 2/ [ Ling 2, Cal 1 MNUM [CAPS /A

All text to the right of and below the insertion point moves to the top
of the next page.
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To remove a page break:

1 Drag to select the blank space preceding the page break.

On the Macintosh, press Delete.
In Windows, press Backspace or Delete.
The page break is deleted.
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4D Write enables you to use information from your database in a
document. For example, you might create a form letter that you want
to customize for each person in your database.

To facilitate this, 4D Write 6.5 allows you to embed 4D fields or
expressions in your documents. For example, an expression could
determine an employee’s monthly salary or the amount of an
employee’s profit sharing check.

This chapter explains how to do the following:

Reference and modify fields and expressions in a document;
= Show the current values of fields and expression;

» Freeze the values of fields and expressions;

Insert data using the Table Wizard

Referencing Fields and Expressions

You can 4D fields and expressions into a 4D Write document. You can
display the referenced data as references or as their immediately
calculated values based on data from your 4™ Dimension database.

When fields and expressions are shown as references, they are
surrounded by reference (« ») symbols. 4D Write inserts these symbols
when you insert the field in the document.
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The following figure shows the use of references in a form letter. The
letter uses field references for the person’s name and address and an
expression for the letter’s date.

1= Untitled J[=] ES
Il File Edit “iew Inset Style Colors Paragraph Format  Tools

| Dlalel nlel & B2 =l o[« olal
IEEEEIEEEE]

|| INnrma\ ;I lAvaInn =l |12 =l E] u |

Field references for s(Contacts)First Name», «{Contacts)Last Name:

#(Contacts)Company»
name and address «(Contacts)Address»

#(Contacts)Citys, «(Contacts) States «(Contacts)Zip_Codes

Dear «[Contacts]Honorific» «[Contacts]Last MNames.

-

1«1 | B
Page 1 14 Line 10, Col 1 MUM |CaPs
2

S

When the references are converted to values, the values are displayed
as regular text.

|| Untitled [_[0]x]
Il File Edit “iew Inset Shle Colors Paragraph  Format  Tooks

| DiSle] Blel & 5172 =l 9]a]
IE===F ===

|| aomai =] Jia =l [z = B|~ g”
R R R R I D R R L R - D L R LRt

Helicopter Summer Clearance
Buy Now and Get a Spare Rotor for Free!

John, Smith

Rent a copter

15015 Main Street
Cupertino,CA $5014

Dear Major Smith
L«

| B
| Page 1 11 | Line 14, Col 1 HUM [CAFS

L

-

[N

The values from field references and expressions always refer to the
current record. They are updated whenever the current record changes.
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Inserting a
4™ Dimension Field

You can insert the contents of a field in a 4D Write document. The
field information displayed is dynamic. If you change the information
in the current record, you will need to update it by selecting Compute
references now from the Tools menu.

4D Write also allows you to insert data into a table in your document
using the table wizard. For more information, refer to “Managing
Tables”, page 154

You can display and print data from the current record. When the
document is displayed in a form, the current record is the record being
displayed. When the document is displayed in an external window,
the current record is the record currently open on the screen.

You can print merge data from a selection of records to create form
letters and reports that draw information from each record in the
selection. For information on printing merge documents, refer to
“Printing a Merge Document”, page 189.

There are two ways to insert a 4" Dimension database field—using the

Insert menu or using keyboard commands and the mouse.

To insert a 41"

Dimension database field using the Insert menu:
Click where you want the field to be located.

The insertion point should be blinking at this location.
Choose 4D Expression from the Insert menu.

The following dialog box is displayed.

Insert 4D Expression

Field IExpression I

[+ H Table 1

Format

T TTIT]
(R #Ra_Bpu
A HEAR
AR

Q0000

ID
D

1]

4

Comest )

The hierarchical list displays the names of your database tables.

4D Write Reference Manual 179



Chapter 6 Using Data

3 Expand the table in which the field is located.

Insert 4D Expression

Field IExpressionI

= [ Table 1

Format

EEENTTT]

D
[»

) wun_wnn
A Fieldl Ex##_)##a_:ua#
A Fisld2 HAAE_pE_AERR
4 Fields (faletele
& Fieldd
[~
= [ |
[ Cancel ] ” Ok ]I

4 Select the field by clicking it in the Field list.
The display formats that match the type of field you just selected are
displayed in the Format list.

5 If you want to apply a display format to that field, select one from the
Format area.
OR
Enter a new display format in the edition area located above the
Cancel button.

For more information about display formats, refer to the
4™ Dimension Design Reference manual.

6 Click OK.
The field is added to your document.
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Referencing Fields and Expressions

» To insert a 4" Dimension database field using keyboard commands:

1 Click where you want the field to be located.
The insertion point should be blinking at this location.

2 In Windows, press the right mouse button to display a pop-up menu

of database tables.

On the Macintosh, press Ctrl and the mouse button to display a pop-

up menu of database tables.

|d| Untitled =]

Il File Edit “iew Inset Style Colors Paragraph Format  Tools

| Dlalel nlel & B2 =l o[« olal
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Helicopter Summer Clearance
Buy Now and Get a Spare Rotor for Free!

4«(Contacts)Fi = AN mes»
s(Contacts)C g » Company
«(Contacts)Address» Address
«[Contacts)Citys «(Contac ;‘“‘t cts)Zip_Codes
ale
Zip_Code
Honatific e
Last Name
Dear «[Contacts]Honorific » «[Contacts]Last Names. =l
3| | &
|Page1 141 | Line 5. Cal 2 NUM [CAFS

&
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Chapter 6 Using Data

Field reference

Viewing Field Values

Modifying Field
References

Inserting an
Expression

3 Choose the table from the popup menu and then field from the

submenu beside the table.

When you release the mouse button, the field reference is displayed in
the document.

14| Untitled [_[O][x]
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=
3| | &
|Page1 141 | Line 5. Cal 2 I

To view the field values, you must show the values for the referenced
data. For more information, refer to “Showing References or Values”,
page 185.

To change the field reference:

Double-click the field reference.

The Insert 4D Expression dialog box is displayed, enabling you to
change the field reference.

You can insert any valid expression in a document. The expression can
be any of the following:

A 4™ Dimension variable;

A 4™ Dimension function:;

A plug-in function, such as a 4D Write function;

A project method that returns a value; or

Any valid 4th Dimension expression
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Inserting expressions enables you to use the power of 4D’s procedural
language within 4D Write documents. You can perform calculations,
concatenate information from several fields, and so forth.

The following are examples of expressions:

Expression Comment

Current time A 4™ Dimension function

Current date-vDate A statement that performs a calculation
Salute A project method that returns a value
WR Count A 4D Write function

If an expression returns text that includes carriage returns and tabs,
4D Write formats the text according to the settings of the paragraph in
which the expression is inserted.

To insert an expression:
Click where you want the expression to be located.
The insertion point should now be blinking.
Choose 4D Expression from the Insert menu.
The following dialog box is displayed.

Insert 4D Expression

Format

Field lExpression I
ERE_RRAE ~

Table 1 -
rE T (mawy wan_wwwn 1

T T
T

Q0000

1]

4

(omet I &
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Chapter 6 Using Data

3 Click the Expression tab control.
The Expression page is then displayed.

——————— Insert4D Expression="c0————

Field | Expression I

Format

A _AAEN
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;
a2 (R 2]
a2 (e 220 O0)
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s wap. gaae 2
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| ]
Comn I = )

4 Click the Edit button.
The Formula Editor is then displayed.

Formula Editor oo—"—"————H

Formula Editor

EEMMWE e J

[Related Tables

1k

[Commands by Thernes

L3

4D Environment
Arrays

BLOB

Boolean
Clipboard
Communications
Compiler

Data Entry
Date and Time
Drag and Drop
Entry Control
Form Events

[P E [Table 11

ID

m

1]
1

o ) [ s ) [ omen I = )

5 Edit your 4D Expression.

For more information about the use of formula editor, refer to the
4™ Dimension User Reference Manual.
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Showing References or Values

Viewing Expression

Values

Modifying Expressions
>

Click OK to validate your expression.

The Insert 4D Expression dialog is displayed again. This time the
contents of the Expression page reflect the 4D Expression you just
edited.

If you want to apply a display format to that expression, select one
from the Format area.

OR

Enter a new display format in the edition area located above the
Cancel button.

For more information about display formats, refer to the
4™ Dimension Design Reference manual.

Click OK to insert your 4D Expression in the document.

To view the value of the expressions, refer to “Showing References or
Values”, page 185.

To modify an expression:

Double-click the expression.

The Insert 4D Expression appears, allowing you to change the
expression.

Showing References or Values

>

To show the references or the values in a document:

Choose References from the View menu.

When references are shown, a check mark must be displayed next to
the Reference menu command. When values are displayed, the check
mark is not displayed.

Freezing References

Once the values are displayed, you may wish to “freeze” them.
Freezing references converts their currently displayed values to regular
text and removes the associated references. This enables you to keep a
permanent record of a document or portion of a document you
created. For example, you can freeze a report containing financial data
so that any further modifications to the data do not impact the report.
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» To freeze the references:

= Choose Freeze Reference from the Tools menu.

Note The Freeze Reference operation cannot be undone.

Computing References

You must force the computation of references each time you need to
update them. References are only computed when you request it.

To force the computation of the references:

= Choose Compute References Now from the Tools menu.
The values of the references are instantaneously updated.
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Printing

You can print any 4D Write document in a variety of ways. For

example, a form letter that includes fields from a 4™ Dimension
database can be print merged to provide a copy for each person in a
group, or a single letter can be printed for a specific person.

This chapter describes how to:

= Print only the current document

= Print merge a document once for each record in a selection

= Print a document as part of a record

Printing the Current Document

4D Write can create stand-alone documents such as memos, letters,

and notes in either external windows orin 4D Write areas in forms.

The following figure shows a letter in a 4D Write area.

124/ Entry for Table 1 [_[o[-]
@ Table 1 =
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ﬂ 4581 San Bemaran Avenue =
*@ Type [Frofessional
ol |l Fle Edit View Inset Sule Colors Paragiaph Fomat Took ol
I I I T TR TR TR R ST ST AR SRR R IR
@J Marcel
Vandergaard
Associated Steel Designers
4881 San Bernardo Avenue
(408)-557-4600
-
1«1 | 2
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Chapter 7 Printing

To print only the letter shown, choose Print... from the 4D Write File
menu. Margin settings, page breaks, and any other paragraph format
features incorporated in the document are used during printing.

As a general rule, when the references are displayed, they will be
printed as shown. On the other hand, if the references are being
displayed as values, these values will be re-computed before the
document is printed, using the values of fields in current records. This
applies both to direct printing and to print previews. For more
information about displaying references or value, refer to “Showing
References or Values”, page 185.

The contents of the header and footer are printed, even if the
document is in Normal view mode, in which headers and footers are
not displayed on the screen.

» To print a document:
1 If necessary, choose Page Setup from the 4D Write File menu to
modify the page setup.

The Page Setup dialog box presents different choices depending on the
printer driver that you have selected. The 4D Write page setup is
independent from that of 4™ Dimension.

2 Choose Print from the 4D Write File menu.
4D Write displays the standard Print File dialog box.

3 On the Macintosh, click the Print button (or it may be an OK button).
In Windows, click the OK button.

The document is printed.
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Printing a Merge Document

Printing a Merge Document

Field references

Field references
for salutation

You may often use 4D Write to create documents, such as form letters
and reports, that draw information from records. You can print such a
document once for each record in the current selection.

The following figure shows a form letter that will be printed for a
group of people listed in the Contacts database.

1] Untitled =l B3
|| File Edit View Inset Stle Colors Paragraph Format Tools
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«(Contacts)First Name», «[Contacts)Last Names
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«(Contacts)Citys, «(Contacts) States «(Contacts)Zip_Codes

T 1
Dear «[Contacts]Honorific » «[Contacts]last Name:z

=
|41 | E
[Pagel 171 [ Line 10, ol 1 NUM [C2F5

K

Z

In the letter, field references are inserted for the name and address
fields. When the letter is print merged, the data from the fields is
inserted so the correct name and address are printed for each person.

To print such a document, choose Print Merge from the 4D Write File
menu. This command prints the document once for each record in the
current selection. Margin settings, page breaks, and any other
formatting features are included.

To print merge a document:

If necessary, choose Page Setup from the 4D Write File menu to
modify the page setup.

The Page Setup dialog box presents different choices depending on the

printer driver that you have selected. The 4D Write page setup is
independent from that of 4™ Dimension.
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2 Choose Print Merge from the 4D Write File menu.
4D Write displays the Create Merge Selection dialog box.

Print Mailing...

-;EE
5t 20 records zelected:

Table 1
Table 2

[~ | Sort... I

T |

3 Click the table you want to use as the master table for this document.
The document will be printed once for each record in the master table.
The dialog box indicates the number of selected records in the master
table.

N

To change the selection of records, click the Find button.

4D Write displays the 4™ Dimension Query editor, which you can use
to search for a specific group of records. For information on using the
Search editor, refer to the 4™ Dimension User Reference manual.

If no records are selected, the Print button is disabled.

5 To sort the records from the master file, click the Sort button.

4D Wirite displays the 4th Dimension Order by editor, which you can
use to sort the records in the selection. For information about using
the Sort editor, refer to the 4™ Dimension User Reference manual.

6 Click the Print button.
4D Write displays the standard Print File dialog box.

7 On Mac OS, click the Print button (or it my be an OK button).
In Windows, click the OK button.

The document is printed once for each record in the selection.
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Previewing the Document

You can preview a document by choosing Print Preview from the
4D Write File menu. The data for the referenced fields is drawn from
the first record in the selection.

The following figure shows the letter being previewed on screen.

@ Print Preview. . B

Page 141

Print icon

Stop icon
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Sineerddy poucs,
Joha [efutris, Bakes direchs
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PP Setiny e s pebriaed @4 Lo |

A set of icons appear to the left of the previewed document.

= Printicon: Clicking this prints the document. The Page Setup dialog
box is not presented before printing.

= Stop icon: Clicking this quits the print preview and returns you to the
original document.

= Next Page icon: Clicking this displays the next page of the document.
If the last page is already displayed, the icon appears dimmed.
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= Previous Page icon: Clicking this displays the previous page of the
document. If there are no previous pages, the icon appears dimmed.

= Zoom drop-down list: Clicking this displays a list of zoom ratios.
Selecting one of those ratios will apply it to the print preview.

Printing a Document as Part of a Record

You may want to print a 4D Write document as part of a record. The
information on the document appears together with each record just
as it does on the screen, except that the 4D Write area on the printout
will expand to print the entire document.

|d| Entry for Table 1 [-10] =]
Table 1 =
1of1

Contact Code g}l
From Mary Werber
Mailling date |06/04/99

Subject fInvoice

To Marcel B
andergaard

ssociated Steel Designers
4581 Ban Bernardo Avenue LI

Twpe Frofessional

H File Edit “iew Insett Style Colors Paragraph  Format  Tool: El
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Marcel
Vandergaard
Associated Steel Designers
4581 San Bernardo Avenue
{408)-557 4800

| EERkEEEEEX
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| Page 1 11 | Line 5, Cal 2 HUM [CAFS

i O

4th

When you print a record, you follow Dimension printing
instructions. The 4D Write instructions for page setup, headers and
footers, page breaks, column breaks and so on, do not apply.

» To print a record or group of records:

1 Select the record or records you want to print.

For information on selecting records, refer to the 4™ Dimension User
Reference manual.
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Printing a Document as Part of a Record

2 Choose Print from the 4" Dimension File menu.

The Print Form dialog box appears. You use this dialog box to select the
form you want to use to print the records.

@ Pririt Farrmn

H Output u]

Cancel | (0] I

3 Select the form and click OK.
The Page Setup dialog box appears.

4 Make any necessary modifications to the Page Setup dialog box and
click OK.
The standard Print File dialog box appears

5 Make any necessary modifications to the Print File dialog box.

On the Macintosh, click the Print button (or it may be an OK button).
In Windows, click the OK button.

The records are printed. The 4D Write area behaves like a variable
frame Text field. The 4D Write area expands vertically to print all the
information on the document.
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Previewing the The following figure shows a record being previewed on the screen.

Record You can preview a record before printing by selecting the Preview on
Screen (Macintosh) or Print Preview (Windows) check box in the Print
File dialog box.

e Ath Dimension M=l B3
File Edit Use Enter Queries Heport Special Web Server Plugin: Help

Glaly|@le] A el 2 0IR| Hlb| sl 6] @6l el

Print Preview

For more information on variable frame printing, refer to the
4™ Dimension Design Reference.

194 4D Write Reference Manual



Index

Symbols
>referencesymbols. . .. ...... ... .. .. ... 177
_ (underscore character). . .. ............... 63
Numerics
4D Field
asacolumnvalue. . . . . . . .. .. ... 162
4D Write
documents. See documents
enteringtext . . . . . . . ... ... ... 86
integration with other products. . . . . . . 12
menubarin . . .. ... ... L. 59
overview . . . . . . . ..o 11
saving documentsin . . . . . . . .. . .. 69
using in external windows . . . . . . .. 78-80
usinginforms . . . . .. ... ... .. 80-81
window . . . .. ... .. ... ..., 78
4D Write areas
creatinginaform. . . . . . . . ... ... 63
creatinginforms . . . . . . . .. .. .. 62-67
creating new documentsin . . . . . . . . . 68
enlarging. . . . . . . . . . ... ... .. 63
naming . . . . . . . ... .. .... 66, 67
opening documentsin . . . . . . . . . .. 68
renaming. . . . . . . ... ... 68
saving documents . . . . . . .. .. .. 67-68
4™ Dimension
compatibility. . . . . . ... .. ... .. 55
inserting expressions . . . . . . . . . 182-185
inserting fields . . . . . .. .. ... 179-182
A
area
minimumsize . . . . ... ... ... L. 81
areas
creating4D Write. . . . . . . . . .. .. 62-68
B
Binding . ........... . ... ... . 73

BLOB fields
4D Write areas in
naming. . . . . . . . . .. ... ...
body, main
Bullets
setting

C

Case
Case Sensitive check box. . . ...........
Character
color
Dialog
fill character
special
Characters
invisible
Clipboard
copying pictures to
copying text to
using text from
Close box
Color
custom
Colors
setting
Column
predefined value
column

Columns
managing
page

Copy menu item
Copying
Paragraph Formatting
Create Merge Selection dialog box
Creating
tables. . . . . . . .. ... ...
tabs

4D Write Reference Manual

195



Index

creating
4D Writeareas . . . . . . . ... . 62-68
BLOBfields . . . . . . . .. ... ..... 63
footer. . . . . . . ... ... 108
header . . . . . . . . ... ... .... 108
newdocuments. . . . . . . . . . ... .. 68
Picturefields . . . . . . .. .. ... ... 63
CustomColor . ... 134
CUL. o 25
Cutmenuitem ........................ 89
D
data
inserting in 4D Write . . . . . . . .. 179-182
referencing in documents . . . . . . . 177-185
database information
using . . . . ... e e 177-186
Delete. . ..ot e 25
DeleteKey . . . oo i e e 86
Dialog
Borders . . . . . . . ... ... ..., 150
Character. . . . . . . . . .. ... ... 139
column. . . . . ... ... 169
paragraph. . . . . . . . .. .. ... .. 130
Displaying
ruler . . ... 120
Document Information . ................. 45
Document Statistics . . . . ........ .. ... ..., 45
document statistics . ................... 118
documentview ... ........... ... 108, 109
documents
creating. . . . . . . . . . ... ... 68
enlarging . . . . . .. .. ... .... 60, 63
managing. . . . . . . .. ... ... 55-72
opening. . . . . . . . ..ol 68
printingcurrent. . . . . . . . .. .. 187-188
printingmerge . . . . . . . ... .. 189-191
printing withrecords . . . . . . . .. 192-194
savingasfiles. . . . . .. .. ... .. 69-70
savingastemplates . . . . . .. . ... .. 70
savingwitharecord. . . . . . . . . .. .. 69
setting preferences. . . . . . . . . . .. 72-76
updatingsaved . . . . . . . .. ... ... 70
viewing statisticsfor. . . . . . . .. . .. 118

196 4D Write Reference Manual

E
entering and editingtext.............. 77-118
expressions

inserting . . . .. ... .. ..... 182-185

referencing . . . . . . . ... 177
external windows

creating new documentsin . . . . . . . .. 68

expanding to full screensize. . . . . . . 79, 81

moving . . . . . . .. ... 79, 81

opening documentsin. . . . . .. .. ... 68

resizing . . . . . .. .. ..o 79, 81

using 4D Writein . . . . . . . . . ... 78-80
F
Field

asacolumnvalue . . . . . . ... .. .. 162
fields . ... ... .. . 177

inserting . . . .. ... .. .. ... 179-182

referencing . . . . . .. ... .. .. 177-182
files

saving documentsas. . . . . . . . . .. 69-70
FillCharacter . ........................ 128
Find dialog box

findingtext. . . . .. ... .. .. .... 98
Finding

formats . . . . . . ... ... 106
finding and replacingtext . .. .......... 99-106
findingtext. . ............. ... ... ... 92-106
Firstlineindent. . .. .................... 121
Font

changing . . . . . . . ... ... .. .. 137
FOOTEr. . . it 73
footer

creating. . . . . . . . ... ... 108-109

modifying. . . . . . .. ... 109
00 =Y 108

Resizing. . . . . . . . . . . .. ... .. 109
form letters. See merge documents
Format

searching . . . . . . . .. ... .. ... 106
forms

4D Write areasin . . . . . . . ... .. 62-68

using 4D Writein . . . . . . . . . ... 80-81



Index

G
Goto Full Window menuitem........... 63, 80
H
Header. ........ ... . ..., 73
header
creating . . . . . . .. ... 108-109
modifying . . . . . . .. .. ... ... 109
Headers . . ... 108
Resizing . . . . . . . . . . .. ... ... 109
Hiding
ruler . . ... 120
hyphens. . ... .. ... .. . . i 90
I
Indent . ......... .. ... 121
Inserting
4D Expression . . . .. ..o 0. 33
Columnbreak . . . . . .. ... ..... 33
Dateandtime . . . . . .. ... .. ... 31
Hyphen . . . . . . . . .. ... .. ... 32
Non Breakingspace. . . . . . . . . . . .. 32
Pagebreak . . . . . . . .. .. ... ... 33
Pagenumber. . . . . . . . .. ... ... 32
Special character . . . . . . . .. .. ... 32
integration with other products. . . .. ........ 12
L
LanQuUAage « « v v v vttt e 44
choosing. . . . ... ... ... ..... 117
Line spacing
setting . . . . . .. ..o 123
M
mainbody . ............... ... .. .. ..., 108
manual
conventions . . . . . . .. .. ... ... viii
hypertext navigation . . . . . . . . .. .. vii
using. . . . . . ..o e e e VII-IX
Margins
setting . . . . . . .. . . ... L. 121
Maximize. . ... 79
Maximize button . ................ 60, 63, 79

Menu
Colors . . . . . . . .. oo 35
Edit . . .. .. .. .. ... . ..., 24
File. . . . . . . . . .. ... .. ..., 21
Format. . . . . . .. . ... ... .... 39
Insert. . . . . . . . . . . ... .. .. 31
Paragraph . . . . . . . .. ... .. ... 37
Style . . . . . ... 33
Tools. . . . . . . . . . . ... .. ... 43
View . . . . ... e 28
MenuBar. . ......... .. ... 17
moving. . . . . . . . . .. 17
menu bar
ADWrite . . . . . . . ... ... 59
4N Dimension . . . .. .. ... .. 59
MNENUS . « vt et e ettt e ettt 20
merge documents
defined. . . . . . . . . ... ... ... 189
printing . . . . . ... .. .. ... 189-191
Modifying
Columns. . . . ... . ... .. ..... 171
footers . . . . . . . . .. .. ... 109
headers. . . . . . . . . . . . .. .. ... 109
N
naming
ADWriteareas . . . . . . . .00 66
BLOBfields. . . . . . . . . .. ... ... 63
Picturefields . . . . . . . . . . . ... .. 63
Numbering
Firstpage. . . . . . .« v v v o oo 73
@)
opening
documenttypes. . . . . . . . .. .. ... 68
documents in external windows. . . . . . . 58
P
Page
Columns. . . . . . . . . . .. .. 157
Gotopage . . . . . .o 28
FOWS . . . v v i e e e e e e e e e 160
Setup. . . . . . o 22
Template. . . . . . . . ... ... ... 156
PageBreak............ ... ... .. .. ... 174
Page Setup dialog box. .. ........ 188, 189, 193
4D Write Reference Manual 197



Index

Paragraph
borders . . . . . ... ... ... .. 150
dialog. . . . . . . ... ... ... 130
formatting . . . . . . .. .. ... ... 120
StyleSheet . . . . . . . ... ... ... 148
Paragraphs
selecting . . . . . .. .. ... ... .. 120
Paste menuitem ....................... 89
Pasting
pictures. . . . . . . . ... ... 111
Picture
Formats. . . . . . . . . ... . ..... 110
inpage . . . . . . . ... 0 112
intextflow. . . . .. ... .. ..... 112
moving. . . . . . . . ... ... 115
selecting . . . . . .. ... ... .... 113
Picture fields
4D Writeareasin . . . . . . . . . . . ... 63
naming. . . . . . . . .o 63, 67
Pictures. . . ... .. i e 110
Hiding . . . . . ... ... ....... 115
pasting . . . . . . . . . ... ... ... 111
Showing . . . . . . . . ... ... ... 115
pictures
copying from the Clipboard . . . . . . . . 112
deleting. . . . . .. .. ... .. ... 115
removing . . . . . . . . ... ... .. 115
resizing. . . . . . . . ... ... 114
scaling . . . . .. ..o 113
selecting . . . . . . . .. ... 113
Plug-lnsmenu. .. ..., 58
Preferences . ............ ... 22
preferences
setting . . . . . ... .. ... .. 72-76
settingrulerunits . . . . . . .. . ... .. 73
Preferences menuitem................... 72
Preview on Screen check box . ............ 194
Print File dialog box. . .......... 188, 190, 193
Printmerge. . ......... ... 24
PrintPreview. . .. .......... ... .. ....... 23
printpreview. . .. ....... .. 194
Print Preview check box . . ... ............ 194
Print Preview menuitem ................ 191
printing
currentdocument. . . . . . . .. .. 187-188
documents with records . . . . . . . . 192-194
merge documents . . . . . . . . . .. 189-191
previewing documents. . . . . . . . . .. 194
Property listwindow . ................... 65

198 4D Write Reference Manual

R
records

printing documentsin. . . . . . . .. 192-194

saving documentswith . . . . . . . .. .. 69
Redo. . ... ... 25
reference (>)symbols. . .. ................ 177
References . .......... .. 46
referencing fields and expressions. . . .. .. 177-185
Replace. . . ..o 27

Next . . . . . . . o 27
Replacing

formats . . . . . . . . ... ... ... 106
replacing text

by copying Clipboard contents. . . . . . . . 89

bytyping . . . . .. .. ... ... 89
Return to Formmenuitem. . ............ 63, 81
Row

predefined value. . . . . . . . . ... .. 166
Rows

BVEN . . v o e e e e e e 160

odd. . . . . . ..o 160

PAge . . . . e e e e e e e e 160
Ruler . ... ... . . 120

displaying. . . . . . . . . .. ... ... 120

hiding . . .. ... .. ... ...... 120
FULBr . e e 19

settingunitsfor . . . . . . . . . ... ... 73
S
Save as Template menuitem ............... 71
Save File as type

pop-upmenu . . . . . ... e 69
saving

documents . . . . . ... ... .. 69-72

documentsasfiles. . . . . . . .. ... 69-70

documentsastemplates . . . . . . . . . .. 70

documents withrecords . . . . . . . . . .. 69
scrollbars. .. ... .. 82
Selectall . .. ... ... 26
selectingtext. . .. ... ... i 88
Setting

bullets . . .. ... .. ... ...... 129

colors. . . . . . ... 132

linespacing. . . . . . . .. ... .... 123

tabs. . . . ... 124
Size

text. . ... 137



SiZEbOX . .o e 79
softhyphens. . . ....... .. ... ... ... ... 90
Spacing

line . . .. ... ... . 123
Spelling .. ... .. . 44
SpellingChecker. . . ....... .. ... ... ..... 116

language . . . . . . . . ... 116
Status Bar. . ... .o 19
Style Sheet

Custom . . . . ... .. ... ...... 141

loading. . . . . . . . .. . ... 147

modifying . . . . . .. ..o 145

saving . . . . . e e e e 147
Style Sheets

applying . . . . . . ... oL 148

management. . . . . . . . . . ... ... 140
T
Tab

alignment . . . . .. .. ... ... 128
Tab Spacing

Default. . . . . . . .. ... ... .... 74
Table

creating . . . . . . .. .. oo 167
TableWizard . .......... ... ... ... ... 154
Tables

managing . . . . . . . . . ... .. 154
Tabs

creating . . . . . . .. .. 125

dialog . . .. ... ... .. 0. 125

setting . . . . . ... ..o 124
Template

PAge . . . . e e e e e e e e 156
templates

creating . . . . . . .. .. 70

multi-platform . . . . . . . .. ... ... 72
Text

alignment . . . . .. .. ... ... 122

Attributes . . . . . . ..o 138

Size . . . ... 137

Style. . . . .. .o 138
text

COPYING + « v v v v v e e e e e 89

correcting mistakesin. . . . . . . ... .. 86

entering . . . . . . . . ... ... 86

entering and editing . . . . . . . . .. 77-118

finding. . . . . .. ... ... 92-99

finding and replacing. . . . . . . . .. 99-106

hyphensin. . . . . .. .. .. ... ... 90
moving. . . . . . v v v v e 89
removing. . . . . . . . ... ... .. 88
replacing . . . . . . .. .. ... ... 89
selecting . . . . . . .. ... ... ... 88
This. . .. e 77
Titlebar. . ... ... 61, 79
Toolbar . ... 18, 46
Borders. . . . . . . . ... ... 52
Format. . . . . . .. ... ... ..... 51
moving. . . . . . . . ... 18
Standard . . . . . . . .. ... ... 47
Style . . . . . . .. 50
U
underscore () character . . ................ 63
undo. . ... 25
Undomenuitem . ...................... 87
V
Value
predefined . . . . . . . .. ... ... .. 162
Values. . . ... e 158
values
showing . . . . . . ... ... ... ... 185
View
Normalmode. . . . . . . . . . ... ... 28
Pagemode . . . . . . . .. ... ... .. 29
View Documentmode . ................. 108
W
WidowandOrphan . . ................... 74
Window
extermal . . . . .. .. ... ... 16
Gotofullwindow . . . . ... ... ... 24
opening 4D Write inexternal . . . . . . . . 58
windows
enlarging. . . . . . . . .. ... .. 63
opening additional 4D Write . . . . . . . . 60
title barsof 4AD Write . . . . . . . . . . .. 61
Z
Zoombox ... . 60, 63, 79

4D Write Reference Manual 199



Index

200 4D Write Reference Manual



	Contents
	Preface
	About this Manual
	Cross-Platform Considerations
	Hypertext Navigation
	Chapter Descriptions
	Conventions


	1 Introduction
	Overview
	Integration with 4th�Dimension
	4D�Write with a 4th�Dimension Database
	4D�Write as an Independent Application


	2 Interface
	Introduction
	The 4D Write Window
	The Menu Bar
	The Toolbars
	The ruler
	The Status Bar

	The 4D Write Menus
	The File Menu
	The Edit Menu
	The View Menu
	The Insert Menu
	The Style Menu
	The Colors Menu
	The Paragraph Menu
	The Format Menu
	The Tools Menu

	4D Write Toolbars
	The Standard Toolbar
	The Style Toolbar
	The Format Toolbar
	The Borders Toolbar


	3 Managing 4D Write Documents
	Compatibility with 4th�Dimension
	Multi-platform Document Management
	Format Management
	File Equivalents on Mac OS and Windows

	Opening 4D�Write in an External Window
	Creating a 4D�Write Area in a Form
	Saving Documents

	Creating a New Document
	Opening Documents in 4D Write
	Saving 4D�Write Documents
	Saving a Document with a Record
	Saving a Document as a File
	Saving a Document as a Template

	Setting Preferences
	Selecting a spellchecker
	Selecting a dictionary


	4 Entering and Editing Text
	The 4D Write Window
	Using 4D�Write in an External Window
	Using 4D�Write in a Form
	Scrolling
	Splitting the 4D�Write window
	Going to a Specified Page

	Entering Text
	Correcting Mistakes
	Selecting Text to Edit
	Removing Text
	Replacing Text
	Moving or Copying Text
	Inserting and Removing Hyphens
	Inserting the Current Date and Time
	Inserting the page number
	Inserting a Special Character

	Finding Text
	Principle
	The Find dialog
	Setting a Character Search

	Finding and Replacing Text and formats
	The Replace Dialog
	Finding and replacing sequences of characters
	Finding and Replacing Formats

	Creating Headers and Footers
	Resizing Headers and Footers
	Modifying Headers and Footers

	Working with Pictures
	Picture Formats
	The Paste Picture Dialog
	Pasting a Picture in the Text Flow
	Pasting a Picture in the Page
	Selecting a Picture
	Scaling a Picture
	Resizing a Picture
	Moving a Picture
	Hiding and Showing Pictures
	Removing a Picture

	Using a Spelling Checker
	Viewing Document Statistics

	5 Formatting Text
	Formatting Paragraphs
	The Ruler
	Selecting Paragraphs
	Setting the Margins and First Line indent
	Aligning Text
	Setting Line Spacing
	Setting Tabs
	Setting paragraph formats using the Paragraph dial...

	Setting colors
	Setting a color for a character
	Setting a color for style effect
	Showing Invisible Formatting Characters
	Copying Paragraph Formatting

	Changing Text Attributes
	Changing the Font
	Changing Text Size
	Changing Text Style
	Changing Text Attributes at Once

	Managing Style Sheets
	Defining a Custom Style Sheet
	Modifying a Style Sheet
	Saving and Loading Style Sheets
	Applying Custom Style Sheets
	Applying a Style Throughout a Document
	Deleting a Style Sheet

	Setting Borders for a Paragraph
	The Borders Dialog

	Managing Tables
	The Table Wizard
	Setting Predefined Values

	Managing Columns
	The Columns Dialog
	Setting columns for a document
	Modifying the Column Width Using the Ruler
	Modifying the Columns Settings
	Managing Column Breaks

	Creating a Page Break

	6 Using Data
	Referencing Fields and Expressions
	Inserting a 4th�Dimension Field
	Inserting an Expression

	Showing References or Values
	Freezing References
	Computing References

	7 Printing
	Printing the Current Document
	Printing a Merge Document
	Previewing the Document
	Printing a Document as Part of a Record
	Previewing the Record


	Index

