








































































































































































































































































































































































































































































































































































ACCENTS 

Char Name Keys 

acute @!ill @I) + e then I Spacebar J 

circumflex @!ill @I) + i then I Spacebar I 
grave @!ill @I) + ' then I Spacebar I 
dieresis @!ill @I) + u then I Spacebar J 

tilde @!ill @I) + n then I Spacebar I 
macron 

breve 

dot accent 

caron 

ring accent 

Hungarian umlaut 

ogonek 

cedilla 

APPENDIX-SPECIAL CHARACTERS A.6 





A 
abbreviations, for units of measure, 3.19 
accelerators (keyboard), 2.29 
accented characters, 3 .27, A.2 to A.3, A.6 
access codes, entering in GeoDex card files, 10.3 
activating windows, 3.8 
active area, 3.2 
active window, 3.8 
Address Book appliance, 4.3 
address card file, 4.3, See also GeoDex 
Advanced Workspace 

described, 1.6 
entering, 2.4 

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 
opening, 4.2 

applications , 3.6 
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 
See also extras 

Apply (dialog box option), 3.18 
appointment calendar. See GeoPlanner 
archive files, 12.8 to 12 .9 
area codes, using as indexes in card file , 10 .2 
arithmetic operations. See Calculator 
arrow keys 

menu selections with , 3 .15 
text cursor repositioning with , 3.24 

arrows , on box options, 3.18 to 3.19 
arrow-style pointer, 2.15 , 3.2, 11.3 
ASCII (DOS) files 

importing into GeoWrite , 14 .22 to 14 .23 
opening/ editing with Notepad , 15 .1, 15.3 

aspect ratio adjustments , 3.42 

B 
backgrounds, customizing, 16.4 to 16.5 
Backspace key, 1.3 , 2.11, 3 .24 
Banner appliance, 4.4 
BANNERS folder, 8.3 
batch files 

creating/ editing for DOS Program screen, 6 .4 to 6 .5 
starting from GeoManager, 12 .3 

Batch File Text dialog box, 6 .5 
.BAT filename extensions, 6 .5 
baud rate, 9.3 
Beginner Workspace 

I ND EX i.2 

described , 1.4 
entering, 2.4 

blinking line cursor, 3.27 
body area, 2.10 
boldface type, 2.13, 3.41, 14.3 
borders, 14.11 to 14.12 

in spreadsheets, 17.6, 17.7 , 17.8 
boxes. See check boxes; dialog boxes 
Browse View, of GeoDex, 10.2 
bullets, 3.27 , 14.3, A.4 
buttons 

Close , 3.10 
Control , 2.29 , 3.7 
creating for DOS Programs screen, 6 .3 to 6.4 
default , 3.18 
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 
Maximize/ Restore, 3.7 
on the mouse , 2.6, 3 .3 
radio , 2.18 , 3 .1 8 

c 
Calculator, 4.3 , 5.1 to 5.2 

changing options , 5.3 to 5.4 
cutting and pasting , 5.3 
error indicator, 5.3 
operating, 5.2 
Reverse Polish Notation (RPN) , 5.4 
using the memory, 5.3 

ca lendar 
with Planner appliance , 4.4 
See also GeoPlanner 

Cancel (dialog box option), 3 .18 
canceling 

printing, 3.39 
Quick Copy/ Quick Move , 3.29 
See also exiting 

Cap Lock key, 16.12 
capturing 

"pictures" of screens , 7.1 to 7 .5 
screens within GeoComm, 9 .7 to 9 .8 

card games , Solitaire, 4.5, 19 .1 to 19.4 
cards 

adding to GeoDex card file , 10.2 to 10.3 
with Address Book appliance, 4 .3 
editing, 10.4 
flipping through , 10.3 

CARDS folder, 8.3 
carriage returns 

adding/ deleting for telecommunications, 9.4 
unnecessary at end of lines, 2.11, 14.2 

cascade menus, 3.13 , 3.15 



case sens itivity, o f sea rches , 10 .8, 13.9 , 13. 11 
ce nte ring of tex t, 14 .3, 14.8 to 14.9 

See also ju s tifying tex t 
centime te rs (c m), 3.19 , 14.9 
charac te r s pac ing, 14.5 to 14 .6 
cha rts , 17 .3 to 17 .5 , 17.8 to 17.10 
check boxes , 3. 18 
Checks um , 9.9 
choos ing. See selec tin g; sta rtin g 
c i (C iceros) , 3. 19, 14.9 
circles, drawing in GeoD raw , 11 .5 
c ircle / s las h -s tyle pointer, 3.2 , 3. 17 
c li cking the mo use buttons , 2.6, 2.13 , 2.14, 3.2, 3 .4, 3 .5 
Clipart 

browsing in , 2.20 
o pe ning , 2.19 

c lipboa rd , 2.20 
copy ing cha rts to , 17 .9 
copying to, 2.25 
copying to / from Calcul ato r, 5 .3 
re te nti o n/ e ras ure of images in , 2.25 
sav ing GeoCo mm communica tions to , 9.6 
text ha ndlin g w ith , 3.28 to 3.29 

Close button , 3. 10 
Close (d ia log box o ptio n ) , 3. 18 
Close (F il e me nu o ptio n), 3.36 
closing 

di a log boxes , 3 .18 
direc to ries, 3 .21, 12.1 4 
documents, 2.28 , 3 .32 , 3.36 
w indows, 3. 11 , 3.34 

cm (centimete rs) , 3. 19 , 14.9 
colla ps ing directories , 12.11 
Coll a te (P rint di alog box opti o n) , 3.36 to 3.37 
colo r 

for background images, 16 .4 to 16.5 
fi lli ng GeoD raw ob jec ts with , 11.12 to 11.1 3 
in GeoWrite documents , 14 .1 2 to 14. 14 

co lumn breaks , 14. 17 
co lumns 

in GeoWr ite docum ents , 14. 17 to 14. 18 
in spreadsheets, 17. 7 

COM1 / COM2 ports , 16 .6 
comma nd line op ti o ns, from DOS Programs sc reen , 6.3 

to 6.4 
commas, for pa us ing mo d e ms, 9.5, 10 .3 
compute r, turning o ff, 2.30 
CONFTG .SYS fi le, a nd task switching , 21 3 
confirma ti o n messages , 12.15 
Contro l button , 2.29 , 3.7 , 3.9 
Co nt ro l menu , 3.9 to 3.10 
contro l mode (of Sc reen Dumper) , 7 .4 
Copy (Ed it me nu o ptio n ) , 3.28 
copying 

e nlarged / re duce d images , 2.20 
fil es and directori es, 7 , 8.5 to 8 .7, 12.6 to 12 .8 
fl o ppy dis ks, 12.13 
and pas ting objects in GeoDraw , 11 .11 

i.3 

spread sheets, 17 .6 
tabs , 14.6 
to/ fro m clipboa rd , 2.20, 2.25 
See also cut a nd pas te o pe ra ti o ns 

copyri ght symbo l, 3.27, A.4 
Co rrec t fo r Aspect Ra tio (V iew me nu o ptio n) , 3.42 
CRC (Cyc li c Redunda ncy Check), 9.9 
crossha ir-s tyle po inter, 11.4 
Ctr! key 

combin at io ns w ith o th er keys, 3 .14, 16.12 
this manu al's depictions of, 1.3 

curre ncy for mats , 16.9 to 16. 10 
curre ncy symbo ls , A. 4 
curre nt paragraph , 2. 15 
curso r 

b linking line , 3.27 
disabling for screen dumps, 7 .2 
in GeoCo mm , 9 .2 
text-sty le, 2.10 
See also pointers 

curved a rrow-sty le p o inter, 2.23 , 11. 4 
customi zing 

bo rd e rs , 14. 11 to14. 12 
GeoMa nage r, 12 .14 to 12.15 
GeoWo rks Pro (Pre fe re nces), 16. 1 to 16.5 , 16.9 to 

16. 12 
GeoWrite , 14.18 to 14.19 
keyboards, 16 .1 2 to 16 .13 
modem , 16 .14 to 16. 15 
mo use , 16. 13 to 16. 14 
printe rs, 16.6 to 16.7 
spe lling chec ker, 14.22 
video ad ap te rs , 16.8 to 16.9 
Viewer, 17 .11 to 17 .12 

cut and pas te o pera ti o ns 
w ith Calcu la to r, 5 .3 
from clipboard , 3.28 to 3.29 
fro m GeoP la nne r, 13.3 
from Sc rapboo k , 2. 19 to 2 .26 , 18.2 , 18 .3 , 18.5 
See a lso copy ing 

Cut (Edit menu opti o n) , 3 .28 

D 
d a il y dia ry 

in Plann e r ap p lia nce, 4.4 
See a lso GeoP lanne r 

dashes (-) , in phone numbe rs, 10.3 
data bits , 9.3 
d a te 

fo rm attin g, 16. 11 
setting o n yo ur compute r, 16.3 to 16.4 

d a te boo k 
with Planne r a pplia nce, 4.4 
See also GeoPlanner 

dec ima ls 
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setting in Calculator, 5.3 to 5.4 
setting in GeoWrite, 14 .6, 14.12 

decimal tabs, 14.6, 14 .12 
default buttons , 3.18 
defusing objects in GeoDraw, 11 .6, 11.14 to 11.15 
Delete (Del) key , 2.11, 3.24 
deleting 

column breaks, 14.18 
files or directories , 8.7 to 8.8 , 12.8 
GeoDex file cards , 10.4 
GeoDraw objects, 11.11 
GeoPlanner repeating events, 13.7 
headers and footers, 14 .16 
page breaks, 14.17 
printers , 16.7 
Scrapbook pages , 18 .3 
text , 1.3, 2.11, 3.24, 3.26 
title pages , 14.16 
words from user dictionary, 14 .2 1 to 14.22 

destination directory , 8.6, 12.6 
dialing phone numbers. See GeoComm; GeoDex 
dialog boxes , 2.9, 3 .17 to 3 .19 

file selector, 2.16 
responding to, 3.19 to 3.20 

diamonds (radio buttons), 2.18, 3.18 
dictionaries , for spell checking, 14 .19 
"dimmed " versus lit up buttons , 2.9, 3.12 
direct manipulation , 3.3 
directories 

changing , 12.5 
closing, 3.21, 12 .14 
creating, 8.5, 12.5 
deleting, 8.7 to 8.8 
displaying as tree , 12.11 to 12 .12 
displaying in compressed mode , 12.5 
displaying number of, 8 .2, 12.2 
as file folders, 2.8, 8.3, 12.3 
for GeoWorks Pro, 2.3 
getting information about, 8.8, 12.9 
moving and copying, 8.5 to 8.7, 12 .6 to 12 .7 
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 
viewing as list, 12.10 

Disable Blinking Cursor option, 7.3 
disk drives. See drives 
disks, managing in GeoManager, 12.12 to 12.14 
disk space, display of, 8 .2, 12.2 
DOCUMENT directory, 8.4, 12 .3 to 12 .4 
documents , 3.6 

closing, 2.28 , 3.32, 3.36 
icons for, 2 .7, 2.9 , 8.3 
naming, 2.16 , 3.6, 3.35 
opening, 3.31 to 3.32, 3.36, 8.3 
opening in GeoWrite , 2.10, 3.30 
opening in Scrapbook, 2.19 
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opening multiple , 3.33 
pagination of, 14.16 
pasting images into , 2.26 
printing, 2.27, 3.36 to 3.39 
safeguard feature for, 16 .3 
saving, 2.16, 2.28 , 3.34 to 3.35, 3.36 
sizing in GeoDraw, 11.3 
te mplates for, 1.7 
See also text 

DOS 
exiting to, 3.16 
exiting to GeoWorks Pro , 1.7 , 6.2 to 6.3 
naming files in , 3.6 
running from DOS Programs screen , 1.7 , 6.2 to 6.3 
running from GeoManager, 12 .3 
and task switching, 21 .1 to 21 .8 

DOS fil es 
changing attributes of, 12.8 to 12.9 
opening/ editing with Notepad , 15.1 , 15 .3 
saving GeoComm communications as, 9.7, 9.8 
telecommunicating via GeoComm, 9.6 to 9.7 

DOS Programs screen, 1.7 , 6 .1 to 6 .2 
creating/ deleting buttons for, 6 .3 to 6.4 
creating/ editing batch files, 6.4 to 6.5 
entering, 1.4, 2.4 
running DOS programs from , 6.2 to 6.3 

DOSSHELL utility , switching GeoWorks Pro with , 21.2 
dotted margin area, 11 .2 
double-clicking the mouse , 2.13, 3.5 
dragging the mouse , 2.12, 3.6 , 3 .12 to 3. 13 , 3.23 
drawing area, 2.21 , 11.2 
drawing. See GeoDraw 
drawing space, 2.23 
DR-DOS and TaskMAX e nvironment , 21.3 to 21.8 
drives 

buttons for, 12.3 
resca nning in GeoManager, 12 .14 
switching, 3.21 

DUMPOO files , 7.2 
duplex, 9.4 

E 
editing 

batch files , 6.5 
GeoDex file cards, 10.4 
GeoDraw text , 11.13 to 11.14 
GeoPlanner calendar events, 13.4 
GeoWrite text , 2.12 
with keyboard , 3.26 to 3.27 
spreadsheets, 17.5 

Edit menu, 3.28 to 3.29 
electronic date book . See GeoPlanner 
ellipsis ( ... ) 

in dialog boxes , 3.17 
key combination for, A.4 



e m d as hes , 14.3, A.4 
EMM 386.SYS fil e, 16 .8 
e mul atio n , 9 .4 
Ena ble Blinking Cursor o ptio n , 7.3 
e nl a rg ing 

images o r te xt , 2.20 , 3.4 1 to 3.42 
w indows , 3.7 

e nte ring 
DOS, 1. 7 
DOS Progra ms screen , 1.4 
th e Fil e Ca bin e t, 2.7 
Too lbox , 2.22 
wo rks paces , 1. 3 to 1.4, 2. 4 
See a lso o p e ning; s ta rtin g 

Ente r (Re turn ) key 
fo r d efa ult o ptio n , 3. 19, 3 .20 
unn ecessa ry a t e nd o f lines, 2. 11 , 14.2 

e p (E u ro p ea n po ints), 3. 19, 14 .9 
.EPS fil e na me exte ns io ns , 17.3 
EPS fil es 

impo rtin g into GeoDraw , 11.1 6 
impo rting into Scrapbook , 18.5 to 18 .6 
printing to , 17 .8 to 17.9 
v iewing fro m Viewer, 17.2 

e rror indicato r, fo r Ca lcul ato r, 5.3 
Europea n po ints (ep ) , 3. 19, 14. 9 
event ca le nda r 

w ith Planne r applia nce, 4 .4 
See a lso GeoPl anner 

Ex it (F il e me nu o ptio n), 3.36 
ex iting 

a pplia nces, 4 .2 
applica ti o ns , 2.28 , 2.29 , 3 .31, 3 .36 
to DOS, 3. 16, 6.2 
Fil e Ca bine t, 8.9 
GeoMa nage r, 12.1 5 
GeoWo rks Pro , 2 30 
menu s, 3. 15 
Quick Co p y/ Quick Move , 3.29 

Ex it to DOS (Express menu o pti o n), 3. 16 
exp ande d me mo ry , 16.8 
exp anding directo ri es , 12. 11 
Ex press b utto n , 2.1 8 , 3.7 
Ex press me nu , 3.7 

how to use, 2.18 , 3 .1 6 , 3 .30 
ex te ns io ns. See fil e na me exte ns io ns 
ex tras , 7. 1 

Nim b us Font Co nve rter, 7.6 to 7.7 
Perf, 7 .7 to 7.8 
Sc reen Dumpe r, 7. 1 to 7.5 
3D Font De mo , 7.8 

F 
F2 , re turn to Welco me screen , 1.4 , 3. 16 
F3, Ex it , 2.29 

i.S 

F5, Spe ll Checking , 14. 19 
fil e a ttributes , 12.8 to 12.9 , 12.10 
Fil e Ca bine t , 1. 5, 8 .1 to 8.2 

c rea ting d ocum e nts fro m , 3.3 1 
e nte rin g, 2.7 
ex iting , 8.9 
reca lling , 2. 18 

fil e icons, 3. 4 
Fil e me nus , in a ll GeoWo rks a pplica ti o ns, 3. 11 , 3.36 
fil e na me exte ns io ns, 3.6 

.BAT, 6 .5 

.EPS, 17.3 

.MAC, 9 .10 
s pec ify ing fo r Viewer lookups , 17 .12 
.WKl , 17 .3 
.WQl , 17 .3 

fil es 
d e le ting , 8.7 to 8 .8 
d is pl ay o f numbe r o f, 8.2 , 12.2 
getting in fo rma ti o n abo ut , 8.8 , 12.9 
as icons in GeoMa nage r, 12 .1 
impo rting in to GeoDraw , 11 .16 
impo rting to / fro m GeoWrite , 14.22 to 14.23 
moving and co py ing , 8. 5 to 8.7 , 12.6 to 12 .7 
na ming, 2. 16, 3.6 
read- o nl y, a rchive , sys te m a nd hidde n , 12.8 to 12.9, 

12. 12 
re naming, 8 .5 
te lecommunica ting . See GeoComm 
viewing as lis t, 12.10 
See a lso d ocume nts 

fil e se lecto r d ia log bo x , 2.1 6 to 2 .1 7 
fil e se lecto rs , 3 .20 to 3.2 1 

how to use , 3 .21 to 3.22 
fill ed o bj ects, 11 .12 
flipping GeoDraw o bjects , 11 .10 
fl o ppy disks 

b utto ns fo r, 8 .3, 12.3 
copying, 12.13 
fo rm a ttin g, 8 .8 to 8.9 , 12.1 2 to 12. 13 
re naming , 12. 13 to 12. 14 

fo lde r icons , 3.4 
fo lders 

as icons fo r directo ri es , 2.7, 8.3 , 12.3 
o pe ning , 2.8 

fo nts, 3.40 
chang ing, 2. 13 
choos ing a nd cha ng ing, 3 .40 to 3 .4 1 
con ve rting with Nimbus Fo nt Converte r, 7.6 to 7.7 
fo r GeoComm dis plays, 9 .3 
mo nos paced and p ropo rti o na l, 14.2 
in spread s heets, 17 .7 to 17.8 

Fonts me nus , 3 .40 to 3.41 
foo te rs a nd head e rs, 14.4, 14.15 to 14 .1 6 
fo re ign lang uage acce nt ma rks, 3. 27, A.2 to A. 3, A.6 
fo rma tting 

fl o ppy disks, 8.8 to 8. 9 , 12 .12 to 12 .13 
text in GeoWrite, 14. 5 to 14 .6 , 14. 8 to 14. 9 
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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 
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scheduling repeating events , 13.5 to 13.8 
searching for events , 13.9 
viewing ca lendar, 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 docume nts , 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 o n screen , 3 .22 
HIMEM.SYS fil e , 16 .8 
ho urglass-s tyle po inte r, 2.5 , 3.2 

I 
I-beam s tyle po inter, 2.5 , 2.10, 3 .2, 11 .4 
icons , 3.4 

convert ing w indows to , 3.8 
for di rectories (fo lde rs), 2.7 , 2.8 , 12.3 
fo r docume nts , 2.7 , 2.9 , 8 .3 
fil es as , 1.6 , 12. 1 
fo r pa ragraph styles , 2. 15 
pus h-pin , 3. 14 
fo r temp la tes , 8.3 
for Tex t Tool, 2.22 
used in Fil e Cabine t, 8 .2 to 8.3 

images. See cli p a rt ; GeoD raw ; Sc rap book 
importing 

fil es in to GeoDraw , 11 .16 
fi les into GeoWrite , 14. 22 to 14. 23 

inches (in), 3. 19 , 14.9 
indentin g p aragraphs , 2.15 , 14 .3 
inserting text , 2. 12, 3.27 
Inse rt (I ns) key, 3.27 
insertion po int ( text cursor), 2.10 , 3.24 
inse rt mode , 3.27 
ins ta lling 

GeoWo rks Pro , 2.2 
mouse fo r Qu attro Pro SE , 17 .3 
printe rs, 16.6 to 16.7 
Quatt ro Pro SE, 17.2 to 17 .3 

Inte rmedia te Wo rksp ace 
described , 1. 5 
e ntering , 2. 4, 8 .1 

inte rrupt levels , 16.8 , 16 .14 
invis ib le w indows, 3 .32 
ita li cs, 2. 13, 3.4 1, 14. 3 

J 
jus tifying text 

in GeoDraw, 11 .13 to 11 .14 
in GeoWrite , 14.8 to 14 .9 
w ith rul e r, 2. 15 

K 
ke rning, 14.5 

i.7 

keyboard 
of Ca lculato r, 5.2 
custo mizing , 16 .12 to 16.13 
resp o nding to dialog boxes w ith , 3.19 to 3. 20 
this ma nual's de pictio ns of, 1. 3 
us ing ins tead o f the mouse , 3.15 

keyboa rd accele ra to rs , 2.29, 3. 14 

L 
labels , printing fro m GeoDex, 10.8 
la nguage acce nt ma rks, 3. 27, A.2 to A.3, A.6 
LANs (loca l a rea ne two rks), 21. 2 
leade rs , 14.7 
le ading , 14.9 to 14. 10 
line p ro pe rti es , 11 .12 
lines 

drawing in GeoDraw , 11 .4 to 11 .5 
ve rtica l, 14. 7 , 14 .18 

lines o f text , highli ghting , 2.14 
lis t w indows, 3.32 
Lo tus 1-2-3 

sta rting , 17 .12 
viewing fil es fro m , 17. 2 

LPT1 / LPT2 p o rts , 16.6 

M 
.MAC fil e n ame extens io ns, 9 .10 
magnifying images or text, 2.20 , 3 .41 to 3 .42 

in GeoDraw , 11. 3 
mailing labe ls, printing from GeoDex, 10 .8 
margins 

w ith headers and foo te rs, 14. 15 
usi ng rul e r for, 2.15, 14.8 

mathemati ca l o peratio ns . See Calculato r 
mathe mati ca l symbo ls , A.4 
Maximize/ Restore butto n , 3 .7 , 3.9 , 3. 10 
measure ments, abbreviati ons and units o f, 3.1 9 , 14 .9 
meeting cale ndar 

w ith Planner appliance , 4 .4 
See also GeoPlanner 

memory 
exp anded , 16 .8 
free ing by closing applicatio ns, 3.29 
using in Ca lcula to r, 5.3 
viewing u se o f (Pe rf utility) , 7.7 to 7 .8 

me nu ba rs , 2.13, 3.7 
me nu names, 3.7 
menus , 2.13 , 3. 11 

cascading , 3. 13, 3.15 
exiting , 3. 15 
ho w to use, 3 .12 to 3.15 
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items "dimmed" versus lit up, 2.9, 3.12 
navigating with keyboard , 3 .15 
pinning, 3.13 to 3.14 
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, 

12 .11 
mm (millimeters), 3.19 , 14.9 
mnemonics 

for dialog box options , 3.20 
for menu items, 3.15 

modem 
customizing, 16.14 to 16.15 
Hayes compatible , 10.4 
required for phone dialing , 10.2 
setting up for GeoComm, 9.3 , 9.4 to 9.5 
signaling pauses for, 9 .5, 10.3 

monitors , customizing , 16.8 to 16.9 
monospaced fonts , 14.2 
mouse 

clicking, 2.6 , 3.2 , 3.5 
customizing , 16.13 to 16.14 
double-clicking , 2.13 , 3.5 
dragging, 2.12, 3 .6 
how to use, 2.5, 3.3 
installing for Quattro Pro SE , 17.3 
multiple-clicking, 2.14, 3.5 
pressing the , 3.5 
selecting paragraphs with , 2.14 
using keyboard instead of, 3.15 

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 
windows , 3.8 

multitasking, demonstration of (30 Font Demo) , 7.8 

N 
naming 

batch files , 6 .5 
directories, 3.6 
documents, 2.16, 3.6, 3.35 
files in Notepad, 15.3 

New (File menu option), 3 .36 
newsletter templates, 8 .3 
Nimbus Font Converter, 7.6 to 7.7 
No (dia log box option), 3.18 
Notepad, 4.2, 15.1 to 15 .2 

compared to GeoWrite , 15.2 
NOTES .TXT file , 15.2 
nudging GeoDraw objects, 11.9 
number formats, 16.10 
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Number of Copies (Print dialog box option), 3.36 to 
3.37 

numeric keypad, using with Calculator, 5.2 

0 
objects 

GeoDraw, 2.21 , 11.3 to 11 .4 
moving, 2.24 
rotating , 2.23 

OK (dialog box option), 3.18 
on-line communications with GeoComm, 9.5 
Open (Fi le menu option), 3 .36 
opening 

app liances , 4 .2 
CLIPART fo lder, 2.19 
directories, 3.21, 8.4 , 12 .3 to 12.4 
directories on other disks, 8.4 , 12 .4 
documents, 3.31 to 3.32, 3 .36 , 8.3 
documents in GeoWrite , 2.10 
documents in Scrapbook, 2.19 
folders, 2.8 
templates , 2.9, 8.3 to 8.4 
windows, 3.8 

order of operations, for Calculator calcu lations, 5.2 
overlapping objects, 1 l .4 
overlapping windows, 3.11 , 3.33 , 3.34 , 12.4 
overtype mode (overstrike) , 3.27 , 16.3 

p 
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 

current , 2.15 
highlighting, 2.14 
indenting, 2.15, 14.3 , 14.8 to 14.9 
spacing, 14.9 to 14.10 
symbol for, A.4 

paragraph spacing, in GeoWrite documents, 14 .9 to 
14 .10 

parallel printers, 16.6 
parent directories , 2.8 , 12.4 
parentheses (()) 

changing order of calculations with , 5.2 
in phone numbers, 10.3 

parity, 9.3 
Paste (Edit menu option) , 3.28 
paste operations, 2.20 



into GeoWrite docume nts , 2.26 
to / from GeoDraw, 2.21, 11.11 
See also cut and pas te ope ratio ns 

path , 2.8 
di s pl ayed , 8.2 
se lecting for fil e saves , 2 .17 

patte rn , filling GeoDraw objects w ith , 11 .12 to 11 .13 
paus ing 

keyboa rd resp o nse, 16 .12 
mode m di a ling , 9.5, 10.3 

PCX files 
importing into GeoDraw , 11.16 
importing into Sc rapboo k , 18.5 to 18.6 

percent s ig n (%), w ith Screen Dumper fil e na mes , 7 .2 
Perf, 7.7 to 7 .8 
pe rsona l seri al numbe rs , 2.4 
phone numbe rs. See GeoComm; GeoDex 
picas (p i), 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 (p icas), 3.19, 14 .9 
pixe ls, 3.42 
Planner a ppliance , 4.4 
plus s ign ( + ) , as co ll apsed directory dis pl ay indica to r, 

12 .11 
pointers 

a rrow-s tyle , 2. 15 , 3.2, 11 .3 
blinking line , 3 .27 
circ le/ s las h- style , 3.2 , 3.17 
crossha ir-s tyle , 11 .4 
hou rglass-s tyle, 2.5, 3 .2 
how to use , 3.3 
I-bea m style, 2.5, 2.10 , 3.2, 11 .4 
Quick Co py, 3.29 
Ro tate, 11 .3 
ro tati o n (c urve d a rrow-style) , 2.23 , 11 .4 
and tex t cursor, 2.10 
triangle-style , 2.15 
See a lso c ursor 

points 
as fo nt s ize measurement , 2.13, 3.40 
"pt" abb revia ti o n fo r, 3.19 

polygons , drawing in Ge oDraw , 11.6 
ports 

inte rrupt leve ls o f, 16.8 , 16.14 
fo r mo use, 16. 13 to 16. 14 
fo r printe rs, 16 .6 

posters , with Banner app li a nce , 4.4 
Postscript-compatible printe rs , 14. 12 
Postscript fo rm at files , 7.2 , 7 .3 
Preference Desk Tool, for modem se tup , 10.4 
preferences 

choos ing for GeoPlanner, 13. 10 to 13. 11 
choos ing with Syste ms Pre fe re nces (Express menu 

option), 3.16 
setting for mode ms , 10.4 

Pre fix box, of GeoDex Dialing Options window, 10 .3 

i.9 

press ing the mouse , 3.5 
Print dialog box, 2.27, 3.36 to 3.39 
Printer Control Pane l (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 
ins ta lling , 16.6 to 16.7 
Postscript-compatibl e, 14. 12 

Print (File menu o ptio n), 3.36 to 3.39 
printing 

ca lendars/ event schedules from GeoPlanner, 13.9 
da ta from GeoDex card fil e , 10.8 
docume nts, 2.27 , 3.36 to 3.39 

Print Pages (Print di a log box option) , 3.36 to 3.37 
print qu ality, 3.37 
Print Quality (P rint di a log box o ptio n) , 3.36 to 3.37 
prope rti es boxes, 11 .11 
proportional fo nts , 14.2 
protoco ls for te lecommunica ti o ns, 9 .3 
pt (po ints), 3.19 
pull-down me nus, 3.11 
punctuation characte rs , A.4 
push-pin icon , 3. 14 

Q 
QEMM.SYS file, 16.8 
quadruple-clickin g th e mouse , 2.14, 3.5 
Qu attro Pro SE 

fi le impo rts into GeoDraw, 11.1 6 
ins ta lling , 17 .2 to 17.3 
s tarting, 17.5 

Quick Copy fea ture , 3.29 
Quick Dia l (GeoComm Dia l me nu o ptio n), 9.5 
Quick Dial (GeoDex Dial me nu o ptio n), 10.4 to 10 .5 
Quick Move feature , 3.29 
quintuple-clicking th e mo use , 2. 14 , 3.5 
q uota tio n marks fo rmats , 16.10 to 16.11 , A. 4 

R 
rad io buttons , 2.18, 3. 18 
read-only fil es, 12.8 to 12.9, 12. 15 
rectangles , drawing in GeoDraw, 11 .5 to 11.6 
rectangular aspect ra ti o , 3.42 
reducing images , 2.20 
registration ca rd , 2.2 
renaming 

file s and directo ri es, 8.5, 12 .6 
floppy dis ks, 12.13 to 12 .14 
Scrapbook pages, 18.4 
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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 

Geo Draw 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 
rul es, 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 
sca ling 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 
Geo Ora w 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 lea ders, 14.7 
tabl es , crea ting in GeoWrite, 14.12 
tahs, 14.3, 14 .6 to 14.7 

in spreadsheets, 17.6 
tab we ll , 14.6 
Tas k MAX and DR-DOS env i ronm ent , 21.3 to 21. 8 
task sw itchers, and GeoWork s Pro, 21.1 to 21. 2 
te lecommuni ca ti o ns appli cat io n . See GeoComm 
telepho ne numbers. See GeoComm ; GeoD ex 
templ ates, 1. 5, 1.7 , 8 .3 

icons for, 8 .3 
opening , 2.9 , 8.3 to 8 .4 

termin al emulati o n , 9.4 
Tetri s ga me, 20. 1 to 20.4 
tex t 

adding to documents, 2. 10 to 2. 11 
adding to pi ctures, 2.22 
centerin g, 14.3, 14.8 to 14.9 
d eleting, 1.3, 2. 11 , 3 .24 , 3.26 
ed iting in GeoWrite, 2. 12 
enterin g and editing , 3.24 to 3.27 
fo rm atting in GeoWritc , 14.5 to 14.6, 14.8 to 14.9 
handling in GeoDraw, 11 .6 to 11.7, 11 .13 to 11 15 
h andling w ith clipboa rd , 3.28 to 3. 29 
indentati o n o f , 2. 15 
ju stify ing, 2. 15 , 14.8 to 14.9 
ro tat ing , 2.23 
syste m , 16.3 
See also fonts 

text boxes, 2.22 
text curso r, 2.1 0, 3.24 
text fi e lds, 3.19 
text fil es ( ASCII fil es) , 14.22 to 14.23 
Text M ode O nl y (Print dialog box o pti o n), 3.37 
text size 

chang ing in Notep ad , 15.2 to 15.3 
See a lso fonts 

text w rapping , 2.11 
3D Fon t Dem o , 7 .8 
TIFF fil es 

impo rt ing in to GeoDraw, 11.16 
impo rting into Scrapbook , 18.5 to 18.6 

TIFF fo rmat , sav ing sc reen dumps in , 7.4 
time 

fo rm atting , 16. 12 
se tting o n your computer, 16.3 to 16.4 

title bars, 3.7 
titl e p ages, 14. 16 
Too lbox, entering , 2.22 
too l box 

in GeoDraw, 11. 2 
in V iewer, 17 .1 0 

tree, d ispl ayin g directo ri es as, 12. 11 to 12 .12 
tri ang le-sty le p o inter, 2. 15 
triple-c li cking the m o use, 2. 14 
typ ographical ch arac ters, A .4 

i.11 

u 
underlining, 3.4 1 
U ndo o p erati o ns 

in GeoD ex, 10.4 
in GeoPl anner, 13.4 
w ith Revert command, 3.36 

units o f measu re, 3. 19 
URW fonts, convertin g w ith N imbus Font Converter, 7.6 

to 7.7 
user d icti o nary, 14. 19, 14.21 
utilities . See appli ca ti o ns; extras 

v 
ve rti ca l lines o r rul es, 14 .7, 14 .1 8 
v ideo adapters, customi zing, 16.8 to 16.9 
V iewe r, 17. 1 to 17.2 

and charts, 17.8 to 17. 10 
cop y ing spreadshee ts, 17.6 
crea ting spreadsheets, 17. 5 to 17 .6 
customi zing, 17. 11 to 17. 12 
dea ling w i th large spread sheets, 17.7 to 17.8 
too l b ox , 17. 10 
v iewing spreadshee ts, 17. 2 to 17.5 

V iew menu, enl argi ng images from , 2 .20 

w 
Wasteb ask et , fo r fil e del eti o n , 3.4 
Welco m e sc reen , 1.3, 2.4 

by p ass ing, 16.3 
returning to, 3. 16, 6.2 

we ll , o f Tetri s, 20.2 
w hi te-on-b lac k text , 14 .1 3 
Wi ndow menu , 3.34 
w indows, 2.7, 3.7 

activat ing , 2.20 , 3.8 
ca pturing w ith Screen Dumper, 7.4 to 7.5 
cl os ing, 3.11 , 3.34 
converting to icons, 3.8 
enl arg ing/ r edu cing, 3 .7, 3 .8, 3.9 
full- si zed ( inv isible) , 3.32, 3.34, 12.4 
moving, 3.8 
overl apping , 3.11 , 3 .33, 3.34 , 12.4 
scro lling, 3. 10 to 3.11 
switching b etween , 2. 18 

.WKl fil enam e extensio ns, 17.3 
word processors, 14.2 to 14.3 
worksp ace, 2.6 

back ground o f , 16.4 to 16 .5 
WORLD directo ry, 12.3 to 12.4 
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.WQl filename extensions , 17.3 
wrapping of text , 2.11, 14.2 

during telecommunications , 9.4 
WYSIWYG, 14. 4 

x 
XMODEM protocol, 9 .8 to 9.9 

y 
Yes (dia log box option), 3.18 

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

in GeoDraw, 11.3 
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COLOPHON 
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GI~W~RK~ PRff 
Geo Works 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'" 

word processor • GeoDraw'" drawing program • GeoManager'" 

file and disk manager • GeoDex® address book and label 

I 
maker • GeoPlanner'" schedule planner • GeoComm® 

communications program • Six software "Appliances" 

designed for the beginner, including Banner Maker • 

Two games: Solitaire and Tetris'" • America Online® 

electronic information service . 

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 

applications 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. 

~GEOWOR.K<i 
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