

































































































































































































































































































































































































































































































































































































































































































































































































































































described, 1.4
A entering, 2.4

blinking line cursor, 3.27

abbreviations, for units of measure, 3.19 body area, 2.10

accelerators (keyboard), 2.29 boldface type, 2.13, 3.41, 14.3
accented characters, 3.27, A.2 to A.3, A.6 borders, 14.11 to 14.12

access codes, entering in GeoDex card files, 10.3 in spreadsheets, 17.6, 17.7, 17.8

activating windows, 3.8

boxes. See check boxes; dialog boxes
active area, 3.2

Browse View, of GeoDex, 10.2

active window, 3.8 bullets, 3.27, 14.3, A.4

Address Book appliance, 4.3 buttons

address card file, 4.3, See also GeoDex Close, 3.10

Advanced Workspace Control, 2.29, 3.7
described, 1.6 creating for DOS Programs screen, 6.3 to 6.4
entering, 2.4 default, 3.18

alarm function. See GeoPlanner
Aldus Pagemaker, capturing images for export to, 7.2
Alt-key combinations, 2.27, 3.15, 3.20, 16.12
appliances, 2.4, 4.1 to 4.5

in Beginner Workspace, 1.4

exiting, 4.2 Maximize/Restore, 3.7

opening, 4.2 on the mouse, 2.6, 3.3
applications, 3.6 radio, 2.18, 3.18

exiting, 2.28, 2.29, 3.31, 3.36

starting, 3.16, 3.29 to 3.30

starting automatically, 2.9

switching between, 2.18, 3.8, 3.16, 3.30

in dialog boxes, 3.17 to 3.18
“dimmed” versus lit up, 2.9, 3.12
Express, 2.18, 3.7

for floppy disks, 8.3

how they work, 3.4 to 3.5

See also extras C
Apply (dialog box option), 3.18
appointment calendar. See GeoPlanner Calculator, 4.3, 5.1 to 5.2
archive files, 12.8 to 12.9 changing options, 5.3 to 5.4
area codes, using as indexes in card file, 10.2 cutting and pasting, 5.3
arithmetic operations. See Calculator error indicator, 5.3
arrow keys operating, 5.2
menu selections with, 3.15 Reverse Polish Notation (RPN), 5.4
text cursor repositioning with, 3.24 using the memory, 5.3
arrows, on box options, 3.18 to 3.19 calendar
arrow-style pointer, 2.15, 3.2, 11.3 with Planner appliance, 4.4
ASCII (DOS) files See also GeoPlanner
importing into GeoWrite, 14.22 to 14.23 Cancel (dialog box option), 3.18
opening/editing with Notepad, 15.1, 15.3 canceling
aspect ratio adjustments, 3.42 printing, 3.39

Quick Copy/Quick Move, 3.29
See also exiting
Cap Lock key, 16.12

capturing
B “pictures” of screens, 7.1 to 7.5

screens within GeoComm, 9.7 to 9.8

backgrounds, customizing, 16.4 to 16.5 card games, Solitaire, 4.5, 19.1 to 19.4

Backspace key, 1.3, 2.11, 3.24

cards
Banner appliance, 4.4 adding to GeoDex card file, 10.2 to 10.3
BANNERS folder, 8.3 with Address Book appliance, 4.3
batch files editing, 10.4

creating/editing for DOS Program screen, 6.4 to 6.5 flipping through, 10.3
starting from GeoManager, 12.3 CARDS folder, 8.3
Batch File Text dialog box, 6.5
.BAT filename extensions, 6.5
baud rate, 9.3
Beginner Workspace

carriage returns
adding/deleting for telecommunications, 9.4
unnecessary at end of lines, 2.11, 14.2
cascade menus, 3.13, 3.15
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case sensitivity, of searches, 10.8, 13.9, 13.11

centering of text, 14.3, 14.8 to 14.9
See also justifying text

centimeters (cm), 3.19, 14.9

character spacing, 14.5 to 14.6

charts, 17.3 to 17.5, 17.8 to 17.10

check boxes, 3.18

Checksum, 9.9

choosing. See selecting; starting

ci (Ciceros), 3.19, 14.9

circles, drawing in GeoDraw, 11.5

circle/slash-style pointer, 3.2, 3.17

clicking the mouse buttons, 2.6, 2.13, 2.14, 3.2, 3.4, 3.5

Clipart
browsing in, 2.20
opening, 2.19
clipboard, 2.20
copying charts to, 17.9
copying to, 2.25
copying to/from Calculator, 5.3
retention/erasure of images in, 2.25
saving GeoComm communications to, 9.6
text handling with, 3.28 to 3.29
Close button, 3.10
Close (dialog box option), 3.18
Close (File menu option), 3.36
closing
dialog boxes, 3.18
directories, 3.21, 12.14
documents, 2.28, 3.32, 3.36
windows, 3.11, 3.34
cm (centimeters), 3.19, 14.9
collapsing directories, 12.11
Collate (Print dialog box option), 3.36 to 3.37
color
for background images, 16.4 to 16.5
filling GeoDraw objects with, 11.12 to 11.13
in GeoWrite documents, 14.12 to 14.14
column breaks, 14.17
columns
in GeoWrite documents, 14.17 to 14.18
in spreadsheets, 17.7
COM1/COM2 ports, 16.6

command line options, from DOS Programs screen, 6.3

to 6.4

commas, for pausing modems, 9.5, 10.3
computer, turning off, 2.30
CONFIG.SYS file, and task switching, 21.3
confirmation messages, 12.15
Control button, 2.29, 3.7, 3.9
Control menu, 3.9 to 3.10
control mode (of Screen Dumper), 7.4
Copy (Edit menu option), 3.28
copying

enlarged/reduced images, 2.20

files and directories, 7, 8.5 to 8.7, 12.6 to 12.8

floppy disks, 12.13

and pasting objects in GeoDraw, 11.11

spreadsheets, 17.6

tabs, 14.6

to/from clipboard, 2.20, 2.25

See also cut and paste operations
copyright symbol, 3.27, A.4

Correct for Aspect Ratio (View menu option), 3.42

CRC (Cyclic Redundancy Check), 9.9
crosshair-style pointer, 11.4
Ctrl key
combinations with other keys, 3.14, 16.12
this manual’s depictions of, 1.3
currency formats, 16.9 to 16.10
currency symbols, A.4
current paragraph, 2.15
cursor
blinking line, 3.27
disabling for screen dumps, 7.2
in GeoComm, 9.2
text-style, 2.10
See also pointers
curved arrow-style pointer, 2.23, 11.4
customizing
borders, 14.11 to 14.12
GeoManager, 12.14 to 12.15

GeoWorks Pro (Preferences), 16.1 to 16.5, 16.9 to

16.12

GeoWrite, 14.18 to 14.19
keyboards, 16.12 to 16.13
modem, 16.14 to 16.15
mouse, 16.13 to 16.14
printers, 16.6 to 16.7
spelling checker, 14.22
video adapters, 16.8 to 16.9
Viewer, 17.11 to 17.12

cut and paste operations
with Calculator, 5.3
from clipboard, 3.28 to 3.29
from GeoPlanner, 13.3
from Scrapbook, 2.19 to 2.26, 18.2, 18.3, 18.5
See also copying

Cut (Edit menu option), 3.28

D

daily diary

in Planner appliance, 4.4

See also GeoPlanner
dashes (-), in phone numbers, 10.3
data bits, 9.3
date

formatting, 16.11

setting on your computer, 16.3 to 16.4
date book

with Planner appliance, 4.4

See also GeoPlanner
decimals
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setting in Calculator, 5.3 to 5.4 opening multiple, 3.33

setting in GeoWrite, 14.6, 14.12 pagination of, 14.16
decimal tabs, 14.6, 14.12 pasting images into, 2.26
default buttons, 3.18 printing, 2.27, 3.36 to 3.39
defusing objects in GeoDraw, 11.6, 11.14 to 11.15 safeguard feature for, 16.3
Delete (Del) key, 2.11, 3.24 saving, 2.16, 2.28, 3.34 to 3.35, 3.30
deleting sizing in GeoDraw, 11.3
column breaks, 14.18 templates for, 1.7
files or directories, 8.7 to 8.8, 12.8 See also text
GeoDex file cards, 10.4 DOS
GeoDraw objects, 11.11 exiting to, 3.16
GeoPlanner repeating events, 13.7 exiting to GeoWorks Pro, 1.7, 6.2 to 6.3
headers and footers, 14.16 naming files in, 3.6
page breaks, 14.17 running from DOS Programs screen, 1.7, 6.2 to 6.3
printers, 16.7 running from GeoManager, 12.3
Scrapbook pages, 18.3 and task switching, 21.1 to 21.8
text, 1.3, 2.11, 3.24, 3.26 DOS files
title pages, 14.16 changing attributes of, 12.8 to 12.9
words from user dictionary, 14.21 to 14.22 opening/editing with Notepad, 15.1, 15.3
destination directory, 8.6, 12.6 saving GeoComm communications as, 9.7, 9.8
dialing phone numbers. See GeoComm; GeoDex telecommunicating via GeoComm, 9.6 to 9.7
dialog boxes, 2.9, 3.17 to 3.19 DOS Programs screen, 1.7, 6.1 to 6.2
file selector, 2.16 creating/deleting buttons for, 6.3 to 6.4
responding to, 3.19 to 3.20 creating/editing batch files, 6.4 to 6.5
diamonds (radio buttons), 2.18, 3.18 entering, 1.4, 2.4
dictionaries, for spell checking, 14.19 running DOS programs from, 6.2 to 6.3
“dimmed” versus lit up buttons, 2.9, 3.12 DOSSHELL utility, switching GeoWorks Pro with, 21.2
direct manipulation, 3.3 dotted margin area, 11.2
directories double-clicking the mouse, 2.13, 3.5
changing, 12.5 dragging the mouse, 2.12, 3.6, 3.12 to 3.13, 3.23
closing, 3.21, 12.14 drawing area, 2.21, 11.2
creating, 8.5, 12.5 drawing. See GeoDraw
deleting, 8.7 to 8.8 drawing space, 2.23
displaying as tree, 12.11 to 12.12 DR-DOS and TaskMAX environment, 21.3 to 21.8
displaying in compressed mode, 12.5 drives
displaying number of, 8.2, 12.2 buttons for, 12.3
as file folders, 2.8, 8.3, 12.3 rescanning in GeoManager, 12.14
for GeoWorks Pro, 2.3 switching, 3.21
getting information about, 8.8, 12.9 DUMPOO files, 7.2
moving and copying, 8.5 to 8.7, 12.6 to 12.7 duplex, 9.4

naming or renaming, 3.6, 12.6
opening, 3.21, 8.4, 12.3 to 12.4
opening on other disks, 8.4

parent, 2.8, 12.4
selecting for file saves, 2.17 E
viewing as list, 12.10
Disable Blinking Cursor option, 7.3 editing
disk drives. See drives batch files, 6.5
disks, managing in GeoManager, 12.12 to 12.14 GeoDex file cards, 10.4
disk space, display of, 8.2, 12.2 GeoDraw text, 11.13 to 11.14
DOCUMENT directory, 8.4, 12.3 to 12.4 GeoPlanner calendar events, 13.4
documents, 3.6 GeoWrite text, 2.12
closing, 2.28, 3.32, 3.36 with keyboard, 3.26 to 3.27
icons for, 2.7, 2.9, 8.3 spreadsheets, 17.5
naming, 2.16, 3.6, 3.35 Edit menu, 3.28 to 3.29
opening, 3.31 to 3.32, 3.36, 8.3 electronic date book. See GeoPlanner
opening in GeoWrite, 2.10, 3.30 ellipsis (...)
opening in Scrapbook, 2.19 in dialog boxes, 3.17

key combination for, A.4
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em dashes, 14.3, A.4
EMM386.SYS file, 16.8
emulation, 9.4
Enable Blinking Cursor option, 7.3
enlarging
images or text, 2.20, 3.41 to 3.42
windows, 3.7
entering
DOS, 1.7
DOS Programs screen, 1.4
the File Cabinet, 2.7
Toolbox, 2.22
workspaces, 1.3 to 1.4, 2.4
See also opening; starting
Enter (Return) key
for default option, 3.19, 3.20
unnecessary at end of lines, 2.11, 14.2
ep (European points), 3.19, 14.9
.EPS filename extensions, 17.3
EPS files
importing into GeoDraw, 11.16
importing into Scrapbook, 18.5 to 18.6
printing to, 17.8 to 17.9
viewing from Viewer, 17.2
error indicator, for Calculator, 5.3
European points (ep), 3.19, 14.9
event calendar
with Planner appliance, 4.4
See also GeoPlanner
Exit (File menu option), 3.36
exiting
appliances, 4.2
applications, 2.28, 2.29, 3.31, 3.36
to DOS, 3.16, 6.2
File Cabinet, 8.9
GeoManager, 12.15
GeoWorks Pro, 2.30
menus, 3.15
Quick Copy/Quick Move, 3.29
Exit to DOS (Express menu option), 3.16
expanded memory, 16.8
expanding directories, 12.11
Express button, 2.18, 3.7
Express menu, 3.7
how to use, 2.18, 3.16, 3.30
extensions. See filename extensions
gxtras, 7.1
Nimbus Font Converter, 7.6 to 7.7
Perf, 7.7 to 7.8
Screen Dumper, 7.1 to 7.5
3D Font Demo, 7.8

F

F2, return to Welcome screen, 1.4, 3.16
F3, Exit, 2.29

F5, Spell Checking, 14.19
file attributes, 12.8 to 12.9, 12.10
File Cabinet, 1.5, 8.1 to 8.2
creating documents from, 3.31
entering, 2.7
exiting, 8.9
recalling, 2.18
file icons, 3.4

File menus, in all GeoWorks applications, 3.11, 3.36

filename extensions, 3.6
.BAT, 6.5
EPS, 17.53
.MAC, 9.10
specifying for Viewer lookups, 17.12
WK1, 17.3
WQl, 17.3

files
deleting, 8.7 to 8.8
display of number of, 8.2, 12.2
getting information about, 8.8, 12.9
as icons in GeoManager, 12.1
importing into GeoDraw, 11.16

importing to/from GeoWrite, 14.22 to 14.23
moving and copying, 8.5 to 8.7, 12.6 to 12.7

naming, 2.10, 3.0

read-only, archive, system and hidden, 12.8 to 12.9,

12,12
renaming, 8.5
telecommunicating. See GeoComm
viewing as list, 12.10
See also documents
file selector dialog box, 2.16 to 2.17
file selectors, 3.20 to 3.21
how to use, 3.21 to 3.22
filled objects, 11.12
flipping GeoDraw objects, 11.10
floppy disks
buttons for, 8.3, 12.3
copying, 12.13
formatting, 8.8 to 8.9, 12.12 to 12.13
renaming, 12.13 to 12.14
folder icons, 3.4
folders
as icons for directories, 2.7, 8.3, 12.3
opening, 2.8
fonts, 3.40
changing, 2.13
choosing and changing, 3.40 to 3.41

converting with Nimbus Font Converter, 7.6 to 7.7

for GeoComm displays, 9.3
monospaced and proportional, 14.2
in spreadsheets, 17.7 to 17.8

Fonts menus, 3.40 to 3.41

footers and headers, 14.4, 14.15 to 14.16

foreign language accent marks, 3.27, A.2 to A.3, A.6

formatting
floppy disks, 8.8 to 8.9, 12.12 to 12.13

text in GeoWrite, 14.5 to 14.6, 14.8 to 14.9

INDEX



FORMS folder, 8.3

full-size windows, 3.32, 3.34, 12.4 to 12.5

fusing and defusing objects in GeoDraw, 11.6, 11.14 to
11.15

G

games
Solitaire, 4.5, 19.1 to 19.4
Tetris, 20.1 to 20.4
GeoComm, 9.1
communicating, 9.5 to 9.7, 9.8 to 9.9
main window, 9.2 to 9.3
protocol, terminal and modem settings, 9.3 to 9.5
saving while communicating, 9.7 to 9.8
showing status, 9.10
using scripts, 9.10 to 9.12
GeoDex, 10.1 to 10.2
adding cards to, 10.2 to 10.3
browsing/searching through, 10.6 to 10.7
dialing phone numbers from, 10.4 to 10.6
editing/deleting cards, 10.4
flipping through cards, 10.3
linking to GeoPlanner calendar, 10.8, 13.11 to 13.12
printing from, 10.8
Quick Dial feature, 10.4 to 10.5
GeoDraw, 11.1 to 11.2
colors/patterns/styles of objects, 11.11 to 11.13
copying and pasting objects, 11.11
copying spreadsheets into, 17.6
creating objects, 11.3 to 11.7
deleting objects, 11.11
editing text, 11.13 to 11.14
fusing and defusing objects, 11.14 to 11.15
importing images from other applications, 11.16
main window, 11.2 to 11.3
moving and rotating objects, 11.8 to 11.9
pasting images into documents, 2.21
selecting objects, 11.7 to 11.8
setting document size, 11.3
speeding up, 11.10
stacking objects, 11.14
GeoManager, 1.6, 12.1 to 12.2
customizing, 12.14 to 12.15
directory and file handling, 12 to 3 to 12.12
disk handling, 12.12 to 12.14
exiting, 12.15
launching DOS programs or batch files, 12.3
main window, 12.2 to 12.3
viewing charts or spreadsheets from, 17.4
GeoPlanner, 13.1 to 13.2
alarm function, 13.5, 13.11, 16.2, 16.5
customizing, 13.10 to 13.11
linking to GeoDex card file, 10.8, 13.11 to 13.12
printing calendars/event schedules, 13.9
scheduling/deleting events, 13.3 to 13.4

INDEX

scheduling repeating events, 13.5 to 13.8
searching for events, 13.9
viewing calendar, 13.2 to 13.3
View menu, 13.10
GEOWORKS directory, 2.3
GeoWorks Pro
customizing, 16.1 to 16.5, 16.9 to 16.12
in the DOS environment, 21.1 to 21.3
in the DR-DOS and TaskMAX environment, 21.3 to
21.8
exiting, 2.30
installing, 2.2
overview of, 1.1 to 1.7
returning to after DOS operations, 6.2 to 6.3
starting, 2.3
in the Windows 3.0 environment, 21.8
GeoWrite, 14.1 to 14.3
borders, 14.11 to 14.12
color, 14.12 to 14.14
columns, 14.17 to 14.18
compared to Notepad, 15.2
copying spreadsheets into, 17.6
creating documents in, 2.10
customizing, 14.18 to 14.19
file exchanges, 14.22 to 14.23
formatting text, 14.5 to 14.6, 14.8 to 14.9
graphics, 14.14 to 14.15
headers and footers, 14.15 to 14.16
main window, 14.4 to 14.5
margins, 14.8
page breaks, 14.17
paragraph spacing, 14.9 to 14.10
spell checking, 14.19 to 14.22
styles, 14.10 to 14.11
tables, 14.12
tabs, 14.6 to 14.7
title pages, 14.16
graphics
in GeoWrite documents, 14.14 to 14.15
handling with clipboard, 3.28 to 3.29
placement of, 16.4

H

halftones, 11.13, 14.13, 14.14
handles, for handling objects, 2.21, 11.4
handshake, 9.3
hanging indents, 14.8
Hayes-compatible modems, 9.4, 10.4
headers and footers, 14.4, 14.15 to 14.16
help

accessing, 3.43

for installing GeoWorks Pro, 2.2
hidden files, 12.8 to 12.9, 12.12
highlighting

button options, 2.9, 3.12



items on screen, 3.22
HIMEM.SYS file, 16.8
hourglass-style pointer, 2.5, 3.2

[

I-beam style pointer, 2.5, 2.10, 3.2, 11.4
icons, 3.4

converting windows to, 3.8

for directories (folders), 2.7, 2.8, 12.3

for documents, 2.7, 2.9, 8.3

files as, 1.6, 12.1

for paragraph styles, 2.15

push-pin, 3.14

for templates, 8.3

for Text Tool, 2.22

used in File Cabinet, 8.2 to 8.3
images. See clip art; GeoDraw; Scrapbook
importing

files into GeoDraw, 11.16

files into GeoWrite, 14.22 to 14.23
inches (in), 3.19, 14.9
indenting paragraphs, 2.15, 14.3
inserting text, 2.12, 3.27
Insert (Ins) key, 3.27
insertion point (text cursor), 2.10, 3.24
insert mode, 3.27
installing

GeoWorks Pro, 2.2

mouse for Quattro Pro SE, 17.3

printers, 16.6 to 16.7

Quattro Pro SE, 17.2 to 17.3
Intermediate Workspace

described, 1.5

entering, 2.4, 8.1
interrupt levels, 16.8, 16.14
invisible windows, 3.32
italics, 2.13, 3.41, 14.3

J

justifying text
in GeoDraw, 11.13 to 11.14
in GeoWrite, 14.8 to 14.9
with ruler, 2.15

K

kerning, 14.5

keyboard
of Calculator, 5.2
customizing, 16.12 to 16.13

responding to dialog boxes with, 3.19 to 3.20

this manual’s depictions of, 1.3
using instead of the mouse, 3.15
keyboard accelerators, 2.29, 3.14

L

labels, printing from GeoDex, 10.8

language accent marks, 3.27, A.2 to A.3, A.6

LANs (local area networks), 21.2
leaders, 14.7
leading, 14.9 to 14.10
line properties, 11.12
lines
drawing in GeoDraw, 11.4 to 11.5
vertical, 14.7, 14.18
lines of text, highlighting, 2.14
list windows, 3.32
Lotus 1-2-3
starting, 17.12
viewing files from, 17.2
LPT1/LPT2 ports, 16.6

M

.MAC filename extensions, 9.10

magnifying images or text, 2.20, 3.41 to 3.42

in GeoDraw, 11.3
mailing labels, printing from GeoDex, 10.8
margins

with headers and footers, 14.15

using ruler for, 2.15, 14.8
mathematical operations. See Calculator
mathematical symbols, A.4
Maximize/Restore button, 3.7, 3.9, 3.10

measurements, abbreviations and units of, 3.19, 14.9

meeting calendar
with Planner appliance, 4.4
See also GeoPlanner
memory
expanded, 16.8
freeing by closing applications, 3.29
using in Calculator, 5.3
viewing use of (Perf utility), 7.7 to 7.8
menu bars, 2.13, 3.7
menu names, 3.7
menus, 2.13, 3.11
cascading, 3.13, 3.15
exiting, 3.15
how to use, 3.12 to 3.15

INDEX



items “dimmed” versus lit up, 2.9, 3.12 Number of Copies (Print dialog box option), 3.36 to
navigating with keyboard, 3.15 3.37
pinning, 3.13 to 3.14 numeric keypad, using with Calculator, 5.2
See also individual menus by name
millimeters (mm), 3.19, 14.9
Minimize button, 3.8, 3.9, 3.10
minus sign (-), as expanded directory display indicator, O

12,11
mm (millimeters), 3.19, 14.9
mnemonics objects
for dialog box options, 3.20 GeoDraw, 2.21, 11.3 to 11.4
for menu items, 3.15 moving, 2.24
modem rotating, 2.23
customizing, 16.14 to 16.15 OK (dialog box option), 3.18
Hayes compatible, 10.4 on-line communications with GeoComm, 9.5
required for phone dialing, 10.2 Open (File menu option), 3.36
setting up for GeoComm, 9.3, 9.4 to 9.5 opening
signaling pauses for, 9.5, 10.3 appliances, 4.2
monitors, customizing, 16.8 to 16.9 CLIPART folder, 2.19
monospaced fonts, 14.2 directories, 3.21, 8.4, 12.3 to 12.4
mouse directories on other disks, 8.4, 12.4
clicking, 2.6, 3.2, 3.5 documents, 3.31 to 3.32, 3.30, 8.3
customizing, 16.13 to 16.14 documents in GeoWrite, 2.10
double-clicking, 2.13, 3.5 documents in Scrapbook, 2.19
dragging, 2.12, 3.6 folders, 2.8
how to use, 2.5, 3.3 templates, 2.9, 8.3 to 8.4
installing for Quattro Pro SE, 17.3 windows, 3.8
multiple-clicking, 2.14, 3.5 order of operations, for Calculator calculations, 5.2
pressing the, 3.5 overlapping objects, 11.4
selecting paragraphs with, 2.14 overlapping windows, 3.11, 3.33, 3.34, 12.4
using keyboard instead of, 3.15 overtype mode (overstrike), 3.27, 16.3
move handle, 11.4
moving

files and directories, 8.5 to 8.7, 12.6 to 12.7

objects, 2.24
and rotating GeoDraw objects, 11.8 to 11.9 P
windows, 3.8

multitasking, demonstration of (3D Font Demo), 7.8 page breaks, 14.17

page size, in spreadsheets, 17.7
pages of text, highlighting, 2.14
pagination of documents, 14.16
paging areas, 3.10

paper, changing options for, 3.38 to 3.39
paragraphs
naming current, 2.15
batch files, 6.5 highlighting, 2.14
directories, 3.6 indenting, 2.15, 14.3, 14.8 to 14.9
documents, 2.16, 3.6, 3.35 spacing, 14.9 to 14.10
files in Notepad, 15.3 symbol for, A.4
New (File menu option), 3.36 paragraph spacing, in GeoWrite documents, 14.9 to
newsletter templates, 8.3 14.19
Nimbus Font Converter, 7.6 to 7.7 parallel printers, 16.6
No (dialog box option), 3.18 parent directories, 2.8, 12.4
Notepad, 4.2, 15.1 to 15.2 parentheses ()
compared to GeoWrite, 15.2 changing order of calculations with, 5.2
NOTES.TXT file, 15.2 in phone numbers, 10.3
nudging GeoDraw objects, 11.9 parity, 9.3
number formats, 16.10 Paste (Edit menu option), 3.28

paste operations, 2.20
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into GeoWrite documents, 2.26
to/from GeoDraw, 2.21, 11.11
See also cut and paste operations
path, 2.8
displayed, 8.2
selecting for file saves, 2.17
pattern, filling GeoDraw objects with, 11.12 to 11.13
pausing
keyboard response, 16.12
modem dialing, 9.5, 10.3
PCX files
importing into GeoDraw, 11.16
importing into Scrapbook, 18.5 to 18.6
percent sign (%), with Screen Dumper filenames, 7.2
Perf, 7.7 to 7.8
personal serial numbers, 2.4
phone numbers. See GeoComm; GeoDex
picas (pi), 3.19, 14.9
pictures. See clip art; GeoDraw; Scrapbook
PIF files, and Windows 3.0, 21.8
pinning menus, 3.13 to 3.14
pi (picas), 3.19, 14.9
pixels, 3.42
Planner appliance, 4.4
plus sign (+), as collapsed directory display indicator,
12.11
pointers
arrow-style, 2.15, 3.2, 11.3
blinking line, 3.27
circle/slash-style, 3.2, 3.17
crosshair-style, 11.4
hourglass-style, 2.5, 3.2
how to use, 3.3
I-beam style, 2.5, 2.10, 3.2, 11.4
Quick Copy, 3.29
Rotate, 11.3
rotation (curved arrow-style), 2.23, 11.4
and text cursor, 2.10
triangle-style, 2.15
See also cursor
points
as font size measurement, 2.13, 3.40
“pt” abbreviation for, 3.19
polygons, drawing in GeoDraw, 11.6
ports
interrupt levels of, 16.8, 16.14
for mouse, 16.13 to 16.14
for printers, 16.6
posters, with Banner appliance, 4.4
PostScript-compatible printers, 14.12
PostScript format files, 7.2, 7.3
Preference Desk Tool, for modem setup, 10.4
preferences
choosing for GeoPlanner, 13.10 to 13.11
choosing with Systems Preferences (Express menu
option), 3.16
setting for modems, 10.4
Prefix box, of GeoDex Dialing Options window, 10.3

pressing the mouse, 3.5
Print dialog box, 2.27, 3.36 to 3.39
Printer Control Panel (Express menu option), 3.16, 3.39
Printer Options (Print dialog box option), 3.36 to 3.37
printers
changing options for, 3.38 to 3.39
customizing, 16.6 to 16.7
installing, 16.6 to 16.7
PostScript-compatible, 14.12
Print (File menu option), 3.36 to 3.39
printing
calendars/event schedules from GeoPlanner, 13.9
data from GeoDex card file, 10.8
documents, 2.27, 3.36 to 3.39
Print Pages (Print dialog box option), 3.36 to 3.37
print quality, 3.37
Print Quality (Print dialog box option), 3.36 to 3.37
properties boxes, 11.11
proportional fonts, 14.2
protocols for telecommunications, 9.3
pt (points), 3.19
pull-down menus, 3.11
punctuation characters, A.4
push-pin icon, 3.14

Q

QEMM.SYS file, 16.8
quadruple-clicking the mouse, 2.14, 3.5
Quattro Pro SE
file imports into GeoDraw, 11.16
installing, 17.2 to 17.3
starting, 17.5
Quick Copy feature, 3.29
Quick Dial (GeoComm Dial menu option), 9.5
Quick Dial (GeoDex Dial menu option), 10.4 to 10.5
Quick Move feature, 3.29
quintuple-clicking the mouse, 2.14, 3.5
quotation marks formats, 16.10 to 16.11, A.4

R

radio buttons, 2.18, 3.18
read-only files, 12.8 to 12.9, 12.15
rectangles, drawing in GeoDraw, 11.5 to 11.6
rectangular aspect ratio, 3.42
reducing images, 2.20
registration card, 2.2
renaming
files and directories, 8.5, 12.6
floppy disks, 12.13 to 12.14
Scrapbook pages, 18.4

INDEX



Repeating Events dialog box, 13.6 to 13.7
repeat rate (keyboard), 16.12
rescanning drives in GeoManager, 12.14
Reset (dialog box option), 3.18
Restore button, 3.7, 3.9
Return (Enter) key
for default option, 3.19, 3.20
unnecessary at end of lines, 2.11, 14.2
Reverse Polish Notation (RPN), 5.3 to 5.4
Revert command, 3.36
Revert (File menu option), 3.36
Rotate pointer, 11.3, 11.4
rotating
GeoDraw objects, 11.8 to 11.9
text, 2,23
RPN (Reverse Polish Notation), 5.3 to 5.4
ruler, 2.15, 14.4, 14.9
“snap-to” feature, 14.18
rules, drawing for tables and columns, 14.7

S

Save As (File menu option), 3.36
Save (File menu option), 3.36
versus Save As command, 2.28, 3.35
saving
documents, 2.16, 2.28, 3.34 to 3.35, 3.36
to other directories or disk drives, 3.21 to 3.22
scaling Scrapbook images, 18.4
scheduling events
with Planner appliance, 4.4
See also GeoPlanner
Scrapbook, 18.1
adding and deleting scraps, 18.2 to 18.4
browsing in, 2.20
cutting and pasting images to/from, 2.21 to 2.26
importing images to, 18.5 to 18.6
main window, 18.2
and multiple scrapbooks, 18.5
opening documents in, 2.19
scaling images from, 18.4
screen blanking, 16.8 to 16.9
Screen Dumper, 7.1 to 7.5
screens
capturing “pictures” of, 7.1 to 7.5
capturing within GeoComm, 9.7 to 9.8
scripting language commands, 9.11 to 9.12
scripts, using with GeoComm, 9.10 to 9.12
scroll arrows, 3.10
scroll-back buffer, 9.7
scroll bars, 2.20, 3.8, 3.10
hiding, 14.18 to 14.19
scrolling, windows, 3.10 to 3.11
scrolling list, 3.19
searching
for card file data, 10.6 to 10.7
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for GeoPlanner events/names, 10.8, 13.9
selecting, 2.8, 3.22
by clicking, 2.6, 3.2
by double clicking, 2.13
by multiple clicking, 2.14
fonts, 2.13
GeoDraw objects, 11.7 to 11.8
groups of items, 3.22 to 3.24
single items, 3.22
text, 3.24 to 3.26
selection cursor, 3.19
serial numbers., 2.4
serial printers, 16.6
Setup utility, 2.2
Shift key combinations, 3.14
SIGNS folder, 8.3
Sizes menu, 3.40 to 3.41
slider, 3.10
Solitaire card game, 4.5, 19.1 to 19.4
sorting, file and directory lists, 12.10
sound, controlling in GeoWorks Pro, 16.5
source directory, 8.6, 12.6
spaces
after punctuation/periods, 2.11, 14.2
in phone numbers, 10.3
special characters, 3.27, 14.3, A.1 to A.6
spell checking, 14.19 to 14.22
spinners, 3.19
spreadsheets
creating or changing from Quattro Pro SE, 17.5 to
17.6
viewing from Viewer, 17.1 to 17.5
stacked objects, 11.4, 11.14
starting
applications, 2.9, 3.16, 3.29 to 3.30
batch files from GeoManager, 12.3
the File Cabinet, 2.7
GeoWorks Pro, 2.3
Lotus 1-2-3, 17.12
Quattro Pro SE, 17.5
telecommunications in GeoComm, 9.5
stop bits, 9.3
Stop (dialog box option), 3.18
strike-through, 3.41
styles, for GeoWrite documents, 14.10 to 14.11
subscripting, 3.41
superscripting, 3.41
switching
between applications, 2.18, 3.8, 3.16, 3.30
between documents, 3.33 to 3.34
drives, 3.21

between GeoWorks Pro and other tasks, 21.1 to 21.8

symbols and special characters, 3.27, 14.3, A.1 to A.6
system dictionary, 14.19

system files, 12.8 to 12.9, 12.12

Systems Preferences (Express menu option), 3.16



T

tab leaders, 14.7
tables, creating in GeoWrite, 14.12
tabs, 14.3, 14.6 to 14.7
in spreadsheets, 17.6
tab well, 14.06
TaskMAX and DR-DOS environment, 21.3 to 21.8
task switchers, and GeoWorks Pro, 21.1 to 21.2
telecommunications application. See GeoComm
telephone numbers. See GeoComm; GeoDex
templates, 1.5, 1.7, 8.3
icons for, 8.3
opening, 2.9, 8.3 to 8.4
terminal emulation, 9.4
Tetris game, 20.1 to 20.4
text
adding to documents, 2.10 to 2.11
adding to pictures, 2.22
centering, 14.3, 14.8 to 14.9
deleting, 1.3, 2.11, 3.24, 3.26
editing in GeoWrite, 2.12
entering and editing, 3.24 to 3.27
formatting in GeoWrite, 14.5 to 14.6, 14.8 to 14.9
handling in GeoDraw, 11.6 to 11.7, 11.13 to 11.15
handling with clipboard, 3.28 to 3.29
indentation of, 2.15
justifying, 2.15, 14.8 to 14.9
rotating, 2.23
system, 16.3
See also fonts
text boxes, 2.22
text cursor, 2.10, 3.24
text fields, 3.19
text files (ASCII files), 14.22 to 14.23
Text Mode Only (Print dialog box option), 3.37
text size
changing in Notepad, 15.2 to 15.3
See also fonts
text wrapping, 2.11
3D Font Demo, 7.8
TIFF files
importing into GeoDraw, 11.10
importing into Scrapbook, 18.5 to 18.6
TIFF format, saving screen dumps in, 7.4
time
formatting, 16.12
setting on your computer, 16.3 to 16.4
title bars, 3.7
title pages, 14.16
Toolbox, entering, 2.22
tool box
in GeoDraw, 11.2
in Viewer, 17.10
tree, displaying directories as, 12.11 to 12.12
triangle-style pointer, 2.15
triple-clicking the mouse, 2.14
typographical characters, A.4

U

underlining, 3.41
Undo operations

in GeoDex, 10.4

in GeoPlanner, 13.4

with Revert command, 3.36
units of measure, 3.19

URW fonts, converting with Nimbus Font Converter, 7.6

to 7.7
user dictionary, 14.19, 14.21
utilities. See applications; extras

v

vertical lines or rules, 14.7, 14.18
video adapters, customizing, 16.8 to 16.9
Viewer, 17.1 to 17.2
and charts, 17.8 to 17.10
copying spreadsheets, 17.6
creating spreadsheets, 17.5 to 17.6
customizing, 17.11 to 17.12
dealing with large spreadsheets, 17.7 to 17.8
tool box, 17.10
viewing spreadsheets, 17.2 to 17.5
View menu, enlarging images from, 2.20

W

Wastebasket, for file deletion, 3.4
Welcome screen, 1.3, 2.4
bypassing, 16.3
returning to, 3.10, 6.2
well, of Tetris, 20.2
white-on-black text, 14.13
Window menu, 3.34
windows, 2.7, 3.7
activating, 2.20, 3.8
capturing with Screen Dumper, 7.4 to 7.5
closing, 3.11, 3.34
converting to icons, 3.8
enlarging/reducing, 3.7, 3.8, 3.9
full-sized (invisible), 3.32, 3.34, 12.4
moving, 3.8
overlapping, 3.11, 3.33, 3.34, 12.4
scrolling, 3.10 to 3.11
switching between, 2.18
WK1 filename extensions, 17.3
word processors, 14.2 to 14.3
workspace, 2.6
background of, 16.4 to 16.5
WORLD directory, 12.3 to 12.4

INDEX



.WQ1 filename extensions, 17.3
wrapping of text, 2.11, 14.2

during telecommunications, 9.4
WYSIWYG, 14.4

B

b

COLOPHON

X DESIGN AND MANAGEMENT

XMODEM protocol, 9.8 to 9.9 MiCHAEL EGGERS

TEXT
i MICHAEL STOKOWSKI

. ; ToNny Rocco
Yes (dialog box option), 3.18 O —

MiCHAEL EGGERS
BRENDA KIENAN

Z DoNNA HAWLEY

zip codes, using as indexes in card file, 10.2
zooming in and out, 3.41 to 3.42
in GeoDraw, 11.3

ARTWORK

TONY LIJPHART

JEANNA RICH
CHRISTINE METAWATI

INSIDE PHOTOGRAPHY

JosH PuTNam

INDEX
LASSELLE-RAMSAY

PUBLICATION SERVICES

PRODUCTION
GEOWORKS DOCUMENTATION ASSAULT TEAM

THANKS
LEA ELLERMEIER
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FOWORKS PRO

GeoWorks Pro™ delivers two great products for the price
of one—GeoWorks Ensemble™ and Borland's Quattro”
Pro Special Edition. Together, these two award winning
products give you the easiest and most complete
integrated solution for your business computer.

Everything You Need in One Package * Quattro Pro Special
Edition spreadsheet with Database and Charting ¢ GeoWrite™

file and disk manager ¢ GeoDex® address book and label
maker ¢ GeoPlanner™ schedule planner ¢ GeoComm®
communications program ® Six software “Appliances”
designed for the beginner, including Banner Maker
Two games: Solitaire and Tetris™ ¢ America Online®

QUATTRO PRO 1 electronic information service.

: SFEC““ EDN!ON

Making it Work Whether you've never touched a computer
before or already have some computer experience under
your belt, GeoWorks Pro is a breeze to use. All GeoWorks
-Qpplications are based on PC/GEOS; the incredibly easy,
windowing, graphical environment, so they work the same
easy “point-and-click” way. Quattro Pro Special Edition features
intuitive pull down menus and dialog boxes which make it
the easiest to use full featured spreadsheet for the PC.

%> GEOWORKS

word processor ®© GeoDraw™ drawing program ¢ GeoManager™
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