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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 explains how to use 4D Write on both the Windows and
Mac OS platforms. Although the concepts and functionality of both
versions are nearly identical, the manual addresses any differences
where necessary. Such differences may include the graphical user
interface and/or keyboard commands.

The graphics in this manual illustrate 4D Write in the Windows
environment. Both versions of the same screen are only presented
when there are 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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Chapter
Descriptions

Conventions

Note

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 4 .

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, “Interface,” provides a detailed description of the 4D Write
interface.

Chapter 3, “Managing 4D Write Documents,” explains how to create
and open 4D Write documents within your database and in external
windows.

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

Chapter 5, “Formatting Text,” shows how to customize the appearance
of 4D Write documents.

Chapter 6, “Working With Pictures,” describes the 4D Write built-in
features for managing pictures.

Chapter 7, “Using Dynamic References,” explains how to use
information from your 4™ Dimension database in 4D Write
documents.

Chapter 8, “Printing,” describes how to print 4D Write documents.
Appendix A, “4D Write Shortcuts”, describes various keyboard
shortcuts.

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.
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About this Manual

4D Server 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 to sit-
uations where data might be lost.

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 4th Dimension, form the 4t 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 User Reference Manual 13



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 of the Correspondence table.

4D Entry for Correspondence Q@Izl

1s Correspondence
Ref: £33 Date:  |03/04/04
Last name : |[vandergaard  Sender: |Paul Carlson

First narne @ [Mark
Type : Registered Letter
Subject : Payment Dug

v b b

File Edit Wiew Insert Style Colors Paragraph  Format  Tools [m]
a9 A& @ sl T0 © g s
Hormal ¥ |TimesMewRomen & |12 v B 7 U

Cal
(2 S

B & IR R R - T I I I - I [

Nr. Mark Vandergaard
%’/ Agsociated Steel Designers
4581 San Bernardo Avenue v
Sl IE3 >

*‘f{’ Fage 1 11 Line 3, Col 25 UM

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

4D Write documents can also 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
above figure draws the person’s name and address from the record to
which it is attached.
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Integration with 4 Dimension

4D Write as an You can also use 4D Write in an external window as a stand-alone
Indepenfient 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.
14| Untitled [_[O][x]

Il File Edit “iew Insent Stle Colors Paragraph Format Tools

| mlale| Blgl & B2 2] =l af= s[a]

IFEEEFEE=

|| ol =] Fvalon =z = Eﬂg”

15 T T e =1 5

BZ1 IR Y O I R T TR RS T F RS F R S Ry

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

«(Contacts)First Name=, «(Contacts)Last Name:»
Field references “(Confacts)Company» &
in text «(Contacts)Address»

«(Contacts)City», «(Contacts) Stale» «(Contacts)Zip_Code:

L

1«1
|Page1 141 | Line 5. Cal 2

=

=
=
=
=
3
&
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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.
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Chapter 2 Interface

The 4D Write Window

The 4D Write window appears as follows:

18

4 Untitled
Menu Bar © File Edit WYew Insert Style Colors Paragraph  Format  Tools

Na® LS & T ©@ | v
Toolbars === [5]= ==

[ Mormal ¥ |TimesNewRoman ¥ [12 ¥ B 7 U

| bt % Italic (Cirl+)

Ruler .-4-.-5-.-3-.-?-.-3-.-g-.-1n-.-11-.-12-.-13/_‘
Help tip
Splitter
Text area =

Vertical scrollbar

Horizontal scrollbar _|

Splitter

Status Bar

H <
Page 1 11 Line 1, Col 1 UM

hd

The 4D Write window consists primarily of the following elements:

A text area, which you can divide;

A menu bar, located at the top of the 4D Write window;
Four toolbars, located below 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

Splitting the
4D Write Window

4D Write allows you to split the text area into several panes. Dividing
the text 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.

To split a window vertically:

In the 4D Write window, move the cursor over the split box located to
the left of the horizontal scroll bar.

The cursor becomes a split indicator.

4p

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

You will now have two independent sub-windows:

D Untitled l=1{E3]
© File Edit ‘iew Insert Style Colors Paragraph Format Tools

Ma® R& X E T O @ 1o v

¢ [Mormal ¥ |TimesNewRoman % (12 ¥ B 7 U

o8

. Ll —

[ 1 C - B B B T IR I B Ba-l-1-!-2-!-3-!-4-!-5-!-6-4\

IO TR F e T oI TS T o

allow programmers for small, me Corporate O jective

and Web applications more quick 4D, Inc. strives to be the company sog

than with any other product on th simplify their complex database soluti

development technologies allow are smarter, so they don’t have to wor

purchasing additional tools and t« COl‘porate Overview

based applications. . . .

Based in San Jose, Califomia, 4T In its 21st year of innovation, 4D, Inc.

4D SA of Clichy, France. Tt was f simplify the development and deployr

technology is called relational databas
allow programmers for small, mediutr
and Web applications more quickly, n 2

than 50 countries in Morth and 3¢
Dimension product line iz localiz
German, Japanese, Hebrew, Arab s
| < 3 = >
Page 1 111 Line 26, Col 1 MU

» To split a window horizontally:

1 In the 4D Write window, move the cursor over the split box located

above the vertical scroll bar.
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The cursor becomes a split indicator.

= =
kN

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

You will now have two independent sub-windows.

You can easily combine two different kinds of divisions - vertical and
horizontal:

: File Edit Wiew Insert Stvle Colors Paragraph  Format  Tools

Ma® B & E 2N's! T @@ o v
: ¥ |TimesMewRoman ¥ (12 v B 72 0O
o8
mo-|-1-|-2-.-3-.-4-.-5-.? O
T TIIILOT )l T ToOIT o [ I IIer aetl based ln ba-rl Jose’ L’alltomla’ 4]_), mc
allow Programmers for small, me 4D 54 of Clichy, France. Tt was foun:
and Web applications more quick than 50 countries in Morth and South .

than with any other prO.dUCt on th Dimension product line is localized insv
development technologies allow < 3

purchasing additional teols and te

o- (I e DR LI L o . LA
based applications. =1 1 : : : : :
Basedin San Jose, California, 4T
4D 54 of Clichy, France Tt was f AbOUt 4 I c.
than 50 countries in MNorth and S¢ Cﬂl‘p(}l‘ate Objective

Dimension product line is localiz
German, Japanese, Hebrew, Arab+
| < >
Page 1 11 Line 26, Col 1 T

4D, Inc. strives to be the company sog
asimnlifiy their comnlex datahase solnti ™
>

Of course, any changes made in one sub-window are immediately
reflected in the others.

» To remove a pane:
1 Move the cursor over the border of the pane you want to delete.
The cursor becomes a split indicator.

2 Double-click on the border.
OR

Drag the line to the starting point of the sub-window in order to close
it.

The pane disappears.
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The 4D Write Window

The Menu Bar and
the Toolbars

Moving the Menu Bar or
a Toolbar

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 the 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 make a selection in a
different pane.

The menu bar is displayed at the top of the 4D Write window:
. File Edit Wiew Insert Style Colors Paragraph Format  Tools

There are four toolbars in 4D Write:

& 2 H/ o T @@ o v

¥ || Titmes Mew Rotan w 1z &~ B 7 U

These toolbars are designed to provide quick access to certain features
that would otherwise require the use of menu commands. For more
information on the functions of these toolbars, refer to “4D Write
Toolbars” on page 52.

The 4D Write menu bar as well as the toolbars can be moved to any
side of the 4D Write window. They can also be displayed as floating
palettes when located above the text area or outside the 4D Write
Window.

To move the 4D Write menu bar or a tool bar:

Place the mouse cursor above the handle located to the left of the
menu or tool bar.
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2 Click and hold down the left mouse button.
The cursor becomes a cross and you can drag the menu bar.

3 Drag the bar to another location in the upper part of the window.
OR

Drag the bar to the left, right or bottom edge of the editing area .
OR
Move the bar over the text area or outside the 4D Write window.

4 Release the mouse button.

= If you have moved the bar in the upper part of the 4D Write win-
dow, it appears at its new location.

= If you have moved the bar to the left, right, or bottom edge, it
appears attached to that side of the window.

D Untitled fE®

: File Edit Wiew Insert Style Colors Paragraph  Format  Taools
| Mormal * |TimesMewRoman & |12 ¥ B 7 O

mg--w-w-zw‘a---a‘--5w-a‘--r---s‘--g---m--‘n--q

Toolbars placed
in the window
frame

I« N
Mo R X 2 To ©@3 o v

Page 1 11 Line 1, Cal 1 UM

= If you have moved the bar to the text area or outside the 4D Write
window, it is then displayed as a palette:

m Standard
File = & B_ @

Edit
Wiew
Insert
Skyle
Colors
Paragraph
Format
Toals

Note 1f 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+Shift+M on Mac OS
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The 4D Write Menus

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:
Left Margin marker — Gk~ 7 &+ s &7 s s -w now w = w4  Right
First Line Indent Margin marker
marker Tab Stop
marker

The Status Bar

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.

ﬂ Tz 3
b Left Tab
& Centered Tab
A Right Tab
< Decimal Tab
1 Yertical separator

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

For more information about how to use the ruler, refer to “Setting
Tabs” on page 118.

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.

[Fage1 1A [Line 1. Col 1 NUM 25 /)|

The 4D Write Menus

4D Write has nine menus, as well as a contextual menu which is avail-
able at all times:

The File menu
This menu is used for printing, for managing files and to access prefer-
ences.
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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 provides access to the format dialogs for style sheets, char-
acters, paragraphs, tab stops, borders and columns.

The Tools menu

This menu lets you display the table wizard, check the spelling, display
and edit the document information (title, subject, author and notes)
and display document statistics (word count, number of characters,
paragraphs and so on). It also allows you to update or freeze 4D refer-
ences in the document.

The contextual menu
This menu can be used to access different actions depending on where
you click.
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The File Menu The File menu allows you to access the standard file management
features, the printing features and the preferences:
Mew Ctrl+m
Open... Chrl+0
Save Crl+5
Save as...
Preferences...
Page Setup...
Prink Preview Ctrl+alk+p
Print. .. Chrl+P
Prink Merge. ..
= New

Selecting this command displays a new blank document in the text
area. If the document on which you are working is not saved, a dialog
box appears to give you the option of saving that document first.

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

= Save as...
Selecting the Save as... menu command displays the standard Save file
dialog box of the operating system.
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Preferences...
Selecting the Preferences... menu command displays the Document
Preferences dialog box:

D Document Preferences... le
E Page Global zettings
\‘_/___.__ IR e Units: |Cenlimeters v|
First Page Mumber: ’—1
Binding: liﬂﬂcm Headers and footers
[[] Opposite pages [] Different on first page

[] Different on left and right pages

Paragraph
Drefault Tab Spacing: 1.0cm

‘wiidow and Orphan Contral
Spelchecker settings

[[] Checking as you type

[ Cancel ] [ ok |

This dialog box lets you set document preferences, such as ruler units,
header and footer options, binding options, widow and orphan
control and the spellchecking mode. For more information on how to
use this dialog box, refer to “Setting Preferences” on page 78.

Page Setup...
Selecting the Page Setup... menu command displays the Page Setup
dialog of the current printer.
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Print Preview
Selecting the Print Preview menu command displays the print preview

window:

4D Print Preview. ..

X \.,’. ﬂ .ﬂ Page 141 Zoom: | DDE v

)

About 4D Inc.
Corporate Objective

4D, Tnc. strives to be the company sophisticated business people turn to when they need to
simplify their complex database solutions. Cur customers know our database software tools
are starter, so they don’t have to work harder to achieve outstanding results

Corporate Overview

In its 21st year of innovation, 4D, Inc. is a worldwide leader in software solutions that
simplify the development and deployment database applications. In computer geek speak, this
technology is called relational database management systems (RDBMS). Our software tools
allow programimers for small, medium and Fortune 500 companies to build better database
and Web applications more quickly, more accurately, more securely and with greater ease
than with any other product on the market. 4D's comprehensive and complementary
development technologies allow users to produce sophisticated applications without
purchasing additional tools and to migrate easily from single-user to client-server to Web-
bazed applications

Based in San Jose, California, 4D, Inc. iz a privately-held company and the TS, subsidiary of
40 24 of Clichy, France, It was founded in 1984, and now has distnibution channels in more
than 50 countries in North and Scuth America, Europe, Asia, Africa and Australia. The 4th
Dimension product line is localized in 15 languages, including: English, French, Spanish,
German, Japanese, Hebrew, Arabic, Eorean and Farsi

4D, Inc., formerly ACI TS, has built its tools on the foundation of a mature database engine
that has evolved into onie of the most sophisticated development environments on the market
today.

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 206.

Print...

Selecting the Print... menu command displays the Print dialog box for
the current printer.

4D Write User Reference Manual

27



Chapter 2 Interface

The Edit Menu

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

4D Print Mailing. ..

Drecords selected:

Customers
Conespondence

[ Cancel ] [ Frint... |

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 box, refer to “Printing a
Merge Document” on page 204.

Goto Full Window

This command expands the 4D Write window to full-screen size
(Mac OS) or to the size of the application window (Windows). The 4D
Write menu bar temporarily replaces the 4" Dimension menu bar.
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,

Go to a specific page.

28 4D Write User Reference Manual



The 4D Write Menus

Note

The Edit menu offers the following commands:

Unda Chrl+2
Redo Chrl+Y
Cut Chrl+s
Copy Chrl+C
Paste Chrl+Y
Clear
Select all Chrl+a
Find... Chrl+F
Find Mezxt Chrl+G
Replace... Chrl+R
Replace Mext  Chrl+T
Change Case »
Show Selection
Goto Page...
Undo

Selecting the Undo 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.

Redo

Selecting the Redo menu command repeats the last action cancelled by
the user. If the last action cannot be repeated, the menu command is
dimmed and its title becomes Cannot Redo.

Cut
Selecting the Cut menu command removes 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 a picture, 4D displays the Paste
Picture... dialog box. This dialog box allows you to set where the
picture will be pasted (floating or within the text, for example). For
more information, refer to “Inserting a Picture in the Text or in the
Page” on page 170.

Delete
Selecting the Delete menu command deletes the current selection.
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Select All
Selecting the Select All menu command 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 box:
- Find
S =]
;I ™ 'Full word
[~ Case sensitive
¥ wiap
I
Character... | Paragraph... | Borders... | Style Sheets... |
Cancel I Find I

The Find dialog box is used to define character, style, border or format
searches. For more information on how to use this dialog box, refer to
“Finding Text” on page 93.

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... menu command displays the Replace dialog
box:

= Replace:
C.J% I =
;I I~ Fullword
I~ Case sensitive
LI v ‘Wrap
Character | Paragraph | Borders | Shile Sheets |
“ith:
| =]
Character... | Paragraph... | Borders.. | Shule Sheets... |
Cloze I Replace all I Replace I

This dialog box allows you to define searches in the same way the Find
dialog box does. It also allows you to define a character string that will
replace the 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 104.

= 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
UPFPER 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

Mormal
v Page

Toolbars

v Ruler
v Header
v Footer

References
v Pictures

Invisible Characters
v Frames
v Horizontal Scrollbar
v ertical Scrollbar
v Menu Bar Ctrl+3hift+M
v Status Bar

» 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.

Goto Page...
Selecting the Goto Page... menu command displays the Goto Page
dialog box:

|=i| Goto Page... x|
Goto Page: |1
Cancel | oK I

For more information about this dialog box, refer to “Going to a
Specified Page” on page 86

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 that you want to display in the 4D Write window
(toolbar, rulers, headers, footers, 4D references, pictures, invisible char-
acters, 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 headers or footers. When
this mode is selected, a check mark is displayed next to the Normal
menu command. Selecting this option unchecks the Page menu com-
mand.
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Note

Page

Selecting the Page menu command displays the document as a succes-
sion of separate pages, with header and footer areas. When this mode
is selected, a check mark is displayed next to the Page menu com-
mand. Selecting this option unchecks the Normal menu command.

Toolbars
Selecting the Toolbars menu command displays a submenu:

v Standard
v Format
v Style

v Borders

In this submenu, toolbars whose names are preceded by a check mark
are displayed. When there is a check mark next to it, selecting the
name of a toolbar hides the corresponding toolbar. When there is no
check mark next to it, selecting the name of a toolbar displays the cor-
responding toolbar.

Rulers

Selecting the Rulers menu command can either hide or display the rul-
ers. When rulers are displayed, a check mark is displayed next to the
Rulers menu command.

When the Page mode is selected, both horizontal and vertical rulers
are displayed. When the Normal 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 mode, selecting the Header menu command displays
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 mode is
selected, this command is disabled since the Normal mode cannot dis-
play the header area.

Footer

When in Page mode, selecting the Footer menu command displays
the document’s footer area. The footer area is displayed in a separate
area located at the bottom of the current page. When the Normal
mode is selected, this command is disabled since the Normal mode
cannot display the Footer area.

For more information, refer to “Creating Headers and Footers” on
page 112.
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References

Selecting this command displays the values of the references. When a
check mark 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 198.

Pictures

When a check mark is displayed next to the Pictures menu command,
4D Write displays the pictures. When no check mark is displayed next
to the Pictures menu command, 4D Write displays frames instead of
pictures. This makes the display faster.

This menu command also affects the printing and displaying of
pictures. For more information, refer to “Working with Pictures” on
page 169.

Invisible Characters

When a check mark is displayed next to the Invisible Characters menu
command, 4D Write displays invisible characters. Selecting this menu
item when it is checked un-checks it, and vice-versa.

For more information, refer to “Showing Invisible Formatting
Characters” on page 129.

Margins

This menu command is only accessible when Page mode is selected. In
this case, selecting the Margins menu command displays or hides the
margins of the document. When margins are displayed, a check mark
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 check mark is dis-
played next to the Horizontal Scrollbars menu command.

Vertical Scrollbars

Selecting Vertical Scrollbars displays or hide the vertical scrollbar.
When the vertical scrollbar is displayed, a check mark is displayed next
to the Vertical Scrollbars menu command.
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Menu Bar

Selecting Menu Bar displays or hides the menu bar. When the menu
bar is displayed, a check mark 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 (Windows)
or Command+Shift+M (Mac OS).

For more information, refer to “The Menu Bar and the Toolbars” on
page 21.

Status Bar

Selecting Status Bar displays or hides the status bar. When the status
bar is displayed, a check mark is displayed next to the Status Bar menu
command.

The Insert menu allows you to insert variables (date and time, page
number), pictures, page breaks, column breaks, HTML expressions,
hypertext, 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:

Date and Time. ..
Page Mumber. ..

Special Character...

Soft Hyphen Chrl+Shift+H
Mon Breaking Space

Page Break Chrl+L

HTML Expression...
Hywperlink. ..

4D Expression. ..
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Date and Time...
Selecting the Date and Time... menu command displays the Insert Date
dialog box.

|zi| Insert Date... B

@ < ng date >

<~ 0141042002 A5
@ Tue 1 Oct 2002 1115
Tuesday 1 Octaber 2002 11 hours 15 minutes 51 seconds

(11/10/02 171 haurs 15 minutes
A

[1 Octaber. 2002

I~ Automatic update Cancel | ok I

This dialog box lets you select the current date, the current time, or
both as well as their display formats. For more information about this,
refer to “Inserting the Date and Time” on page 182.

Page Number...
Selecting the Page Number... menu command displays the Insert Page
Number dialog box.

Cancel | ak I

Once the type and format are selected, clicking OK inserts the page
number or the number of pages at the location of the insertion point.
For more information, refer to “Inserting the Page Number or the
Number of Pages” on page 183.
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Special Character...
Selecting Special Character... displays the Select Special Character dia-
log box:

@Selecl Special Character. .. [ %]
|i!"#$%&'()*+,-.10123456?89:;<=>?
@& B|C|DIE|F|GH|I|J|K|LMNOP|Q|R|S|T|U|VWX|Y(Z[[[V|[]|"]_
“la|blc|d|e|f|lg h|i|j|k|]l|mn|jo|p|g|r|s|t|n|v|w|x|¥v|z|[{|]|]|}| ~|0O
€0, |F|.||T|3|" |%|5|«|E|O0|Z|0|0O “ —|—| "™ & | |e|O| 2| T
il | Bl |E L8]0 e -|® ||| p|Tl- IR
A b A AA|L(E|CIEEEE|T|T|T][IP|N|O[O|G[O|0]«|@|U|U|0|d|¥|p 5
4|48 |d|d @ g8 688|111 G fi|o|d|d|d|6|+|e|d|d|d|d| ¥F|b|lF

Azcii code: I 32 Font:
Eancell ()8 I

This dialog box allows you to pick a specific character while viewing it
beforehand. For more information, refer to “Inserting a Special Charac-
ter” on page 92.

Soft Hyphen

Selecting the Soft Hyphen menu command inserts a hyphen at the cur-
sor location. For more information, refer to “Inserting and Removing
Hyphens” on page 91.

Non Breaking Space

Selecting the Non Breaking Space menu command inserts a non break-
ing space at the insertion point. For more information, refer to “Insert-
ing a Non-Breaking Space” on page 92.

Column Break

Selecting the Column Break menu command inserts a column break at
the insertion point. For more information, refer to “Managing Column
Breaks” on page 166.

Page Break
Selecting Page Break inserts a page break at the insertion point. For
more information, refer to “Creating a Page Break” on page 167.
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= HTML Expression...

Selecting HTML Expression... displays the HTML Expression dialog
box:

Izi| HTML Expression. ..

= -

Cancel 0K I

This dialog box allows you to insert all types of HTML expressions
(URLs, style tags, photos, etc.) where the cursor is located. For more
information, refer to the chapter “Using Dynamic References” on

page 181.
= Hyperlink...
Selecting Hyperlink... displays the following dialog box:
|=i| Hyperlinks.._ B
-, Text to dizplay: l
@ W Use URL style:
HuperLink action
1= Exeoute 40 Method F\eference:l_ﬂ
€ Open LRL |
! Open Document I
Cancel I ,TI

This dialog box allows you to insert various types of hypertext links
into your 4D Write documents. For more information, refer to the
chapter “Using Dynamic References” on page 181.
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The Style Menu

= 4D Expression

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

Expression dialog box:
<D Insert 4D Expression

Field | Expression

Farmat

X

B[] Albums

R slourn Title
A Musician

A Format

Freg—
)
P
PR
nooon

A4 Music Category
2% vear Recorded
E) Date Purchased
02 Purchase Price
Motes

/A Periormed By
E- 3] Customers

[ Cancel ] [ 0k ]

This dialog box allows you to select a field or to define a 4D expression.
For more information about this dialog box, refer to “Referencing 4D
Fields and Expressions” on page 185.

The Style menu allows you to modify style attributes for the current
selection. Style attributes can be combined by selecting styles
sequentially.

Biold Ctr+B
Ttalic Chrl+I
Shadow

Strikethrough

Underling 4
Superscript

Subscript

Capitals
Small Capitals

Plain

Selecting the Plain menu command allows you clear all the style
attributes that may have been 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.
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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 underline
word underline
Double underline
Hatched under line

= No underline removes any underlining applied to the current selec-
tion.

= Single underline underlines the selection with a single stroke.

=  Word underline underlines only the individual words of the selec-
tion with a single stroke.

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

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

Superscript
Selecting Superscript applies the superscript attribute to the current
selection.

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 was typed is still stored but not
shown).
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The Colors Menu

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 for the “a” character.
For more information, refer to “Changing Text Attributes” on

page 131.

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

Texk 3
Back »
Strikethrough
Underline 3
Shadow »
Borders Back  »
Borders Line  »

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

Characters

Character background

Stroke of the Strikethrough effect

Line that underlines a piece of text

Shadow for the Shadowed effect

Paragraph background

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

Text

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

For more information, refer to “Setting Colors” on page 126.
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The Paragraph
Menu
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Note

The Paragraph menu allows you to modify the following settings for
the selected paragraphs:

Whether or not the paragraph has a bullet, as well as the character
used for the bullet,

The alignment,
The line spacing.

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

The commands of the Paragraph menu are the following:

Copy Ruler Crrl+Shifk+C
Eullet b
w Align Left Chrl+Shift+L
align Center Ctrl+5Shift+E
align Right Chrl+Shift+R

Full Justification  Ctrl+Shift+1

v Single Spaced
1.5 Line Space
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 location,
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 Paste Ruler pastes the ruler that was copied previously onto
the clipboard using the Copy Ruler menu command. The pasted infor-
mation concerns the type and location of tabs as well as all paragraph
attributes (alignment, line spacing, margins, borders).

For more information, refer to “The Ruler” on page 113.
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Bullets
Selecting the Bullets menu command displays the following submenu:
Copy Ruler Chrl+Shift+C
- - B Flack Square
W Align Left Chrl+Shife+L O ‘White Square
Align Center Chrl+Shift+E ® [lack Circle
#lign Right Chrl+Shift+R: © white Circle
Full Justification  Ctrl+Shift+2 # Diamonds
“ Clubs
w Single Spaced Other ...
1.5 Line Space
Double 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 box is displayed!.

@Selecl Special Character. .. [ %]
|i!"#$%&'()*+,-.J’0123456?89: =|=[=]?
@& B|C|DIE|F|GH|I|J|K|LMNOP|Q|R|S|T|U|VWX|Y(Z[[[V|[]|"]_
“la|blc|d|e|f|lg h|i|j|k|]l|mn|jo|p|g|r|s|t|n|v|w|x|¥v|z|[{|]|]|}| ~|0O
€0, |F|.||T|3|" |%|5|«|E|O0|Z|0|0O “ —|—| "™ § | |e|O0[E|T
il | Bl |E L8]0 e -|® ||| p|Tl- IR
A b A AA|L(E|CIEEEE|T|T|T][IP|N|O[O|G[O|0]«|@|U|U|0|d|¥|p 5
ild|d|d|d|de|g é 8|6 1|11 G fi|o|d|d|d|6|+|e|d|d|d|d| ¥F|b|lF

Azcii code: I 32 Font:
Eancell ()8 I

For more information on the use of the Select Special Character dialog
box, refer to “Setting Bullets” on page 122.

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

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

Align Center
Selecting the Align Center menu command centers all the paragraphs
of the selection between their margins.

1. The standard fonts Zapf Dingbats (Mac OS) and Windings (Windows) must
be installed on the machine.
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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 Space
Selecting the 1.5 Line Space menu command applies a line spacing of
one and a half lines 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 box:

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

The line spacing that is entered in this dialog box will be applied to the
selected paragraphs. For more information, refer to “Setting Line Spac-
ing” on page 117.

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

Character...  Ctrl+Shift+F
Paragraph...  Ctrl+Shift+P
Tabs... Ctrl+shift+T
Borders... Ctrl+shift+5

Style sheets... Chrl+Shift+3
Columns. ..
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Character...
Selecting the Character... menu command displays the Character
dialog box.

|| Character... x|
Q\ —Fant: — Underline

|Times New Romar! INO Urdering ;I
Script ;I
Sydnie -~ Colors
Symbol
Syntas Text Back Shadow
Syntax Black
Syntax UltraBlack, El El
1;:;:3 Underline Strikethraugh
Times Mew Roman
Times Mew Boman CF LI

- Attributes
I Bold I Superscript The quick brown fox jurape over the lazy

dog.
I Italic I Subscript g
I Shadow I~ Small Capitals
I Strkethrough I~ Capials
Default I Unknawn I Revert I Cancel I 0K I

This dialog box allows you to set several character attributes of the
selection at once. For more information on how to use this dialog box,
refer to “Changing Several Text Attributes at Once” on page 133.

Paragraph...
Selecting the Paragraph... menu command displays the Paragraph
dialog box.

@ Paragraph... B3
A ~I¥ Indentation Format
]g Left: IDS— v alignment: Im Default I
Right: IU,D cm ¥ Bulet Ih None I
First line: W % Line Spacing |1— = I

Thisis a paragraph sample. Thisis 2 paragyaph sample. This is a paragraph sample. This
ig a paragraph sample Thisis a paragraph sample.

Cancel | 0K I

This dialog box allows you to set the paragraph properties for the
selected paragraphs. For more information on how to use this dialog
box, refer to “Formatting Paragraphs” on page 113.
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= Tabs...
Selecting the Tabs... menu command displays the Tabs dialog box.
@Tahs.._
Tabs
.| r Position
Set
— Aulignment Leading
(®) Left aligned =) Nonhe
' Centered C
- ) Right aligned O
Add O Decimal separator O
Dielete | O Vertical separator O Other: I_
Cancel | u]: I

This dialog box allows you to define the location and type of the tab
stops for the selected paragraphs. For more information on how to set
tabs, refer to “Setting Tabs” on page 118.

= Borders...

Selecting the Borders... menu command displays the Borders dialog
box:

|| Borders. ..
™, ~ Borders - Frame style ——————— Colars
— Iil
—
; Eack
I~ Left Bight [~ rr———
pr——
—
™ Bottom —_— Drefault I
y _ MHoe |
I~ Al I™ Between paragraphs ——— o
[+ From Text: 0z Revert |
Cancel | 0K I

This dialog box allows you to select the location and type of borders
you want to apply to the selected paragraphs. For more information on
this point, refer to “Setting Borders for a Paragraph” on page 143.
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= Style Sheets...

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

@ Style Sheets... x|
r Sl Preview I Descnpliun'

i MNew...
Edit... I
Delete I

Import... I
Ih i & prragaphi ampk. Th ¥ o psaguigh ramgle, ThY ¥ & paragmapheamph. T ¥ 4

pumaguapheampla . Thi I & pammaph amph . Apply I

LI Cloze I

This dialog box allows you to create, modify, import and apply style
sheets. For more information on style sheets, refer to “Managing Style
Sheets” on page 135.

Columns...
Selecting Columns... displays the Columns dialog box.

@ Columns.__ x|

— Calumnz

].\J Number:

idth:

Spacing: I

I~ Wertical separator

[——

Cancel | 0k I

This dialog box allows you to set the width, spacing and number of
columns in the document. For more information about columns in
4D Write, refer to “Managing Columns” on page 162.
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The Tools Menu

The Tools menu lets you select several utility features such as the table
wizard, spellchecking, document statistics and information. Using the
Tools menu also allows you to display either values or references and to
either force an update of the references or to freeze them, as well as to
activate or deactivate the Draft mode.

The Tools menu contains the following menu commands:

Table Wizard...
Spelling... F7

Document Information. .
Document Statistics...

Compute References Mow  CErH-K
Freeze Document

Draft Mode

Table Wizard...

Selecting the Table Wizard... menu command displays the table wiz-

ard:
|=i| Table Wizard....

Template I Colurnne | Fows |

gthoose atemplate and a general stule for the
i table

Table Tupe:

- Size

Rows: I 5 Columns.

i~ Text Fomat

Fant: IT\mes New Foman

Size: El -
Mare...

¥ Vertical separator

Cancel

[ 1]

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 148.
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Note

Spelling...

Selecting the Spelling... menu command starts the checking of the
document from the current cursor position. If the spellchecker
encounters a mistake, the following dialog box is displayed:

@ Spelling... B
;',o';f"'." Mat in dictionary:
a Foundded Ignare |
Igrore &l |
Add
Change ta:
|Founded
Suggestions:

Founded

-
Change Al |
LI Close |

For more information, refer to “Using a Spellchecker” on page 107.

Document Information...
Selecting the Document Information... menu command displays the
Document Information dialog box:

|zi| D ocument Information. .. 3
,’( Title: I
- e
S Subject |
Author: |
Company: |
Created: IUT A0/02, 10:53:56
Modified: IUT A0/02,11:43:42
Motes:
[
[ Locked Cancel I Ok I

In this dialog box, you can store additional information with your doc-
ument. This includes a title, subject, author, company and any notes.
Once you have entered this data, click OK to close the dialog box and
validate your entry or Cancel to ignore the changes.

For more information, refer to “Managing Document Information” on
page 80.
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Document Statistics...
Selecting Document Statistics... displays the Document Statistics dialog
box:

|=i| Document Statistics. ..
oY - Text
Zia Lines 22 Fictures ]
1 Pages: 1 Pictures in Page: [
Characters: 1248 Soft Hyphens: [
Words 183 Page Breaks [
Paragraphs 13 Column Breaks i
- References:
Database Objects: 0 Hyperlinks: i
Date and Time: 0 RTF Expressions: [
Page Number: 0 HTML Expressions: i
|- Memory [in Bytes]
Document Size: FiE]

Picture Cache Size: 0 Clear cache

Unda Bufter Size:

This dialog box displays statistics related to the current document. It
includes the total number of lines, pages, characters, words,
paragraphs, pictures, and database references (fields, formulas) as well
as memory-related information. For more information, refer to
“Viewing Document Statistics” on page 82.

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. For more information, refer to “Computing Ref-
erences” on page 201.

Freeze Document

Selecting the Freeze Document menu command replaces each refer-
ence by its current value and converts it into a character string. This
action cannot be canceled. For more information, refer to “Freezing
References” on page 200.

Draft Mode

Selecting the Draft Mode menu command enables you to activate or
deactivate this mode during data entry in a 4D Write document. When
this mode is activated, a check mark appears next to the command in
the menu. Draft mode enables an accelerated display of characters in
certain cases. For more information, refer to “Activating the Draft
Mode” on page 109.
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The Contextual A contextual menu appears when the user right clicks (Windows and
Menu Mac OS) or Control+clicks (Mac OS) in a 4D Write document.

This menu offers several standard actions (editing actions such as copy
or paste), access to various editors, as well as insertion functions. The
actions offered in the menu will differ depending on where the user
clicks: headers, footers, text or pictures.

Example of the contextual
menu (click on header)

Character »
Paragraph »
Borders. .. Ckrl+Shift+B

Insert 40 Expression, ..
Insert Hypetlink, ..

Insert Current Date
Insert Page Mumber

4D Write Toolbars

52

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

2 o T 0@ | v

¥ |TimesNewRoman & (12 ¥ B 7

=

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

» The Standard toolbar
Na® L& X 8 o Tu 08 w v

s The Format toolbar

= The Style toolbar

| Mormal % |TimesNewRoman & (12 % B 7 0O
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The Standard
Toolbar

The File Management

Icons

The Borders toolbar

The Standard toolbar is organized into several groups of buttons:

File management buttons

Print management buttons

Character search buttons

Cut/Copy/Paste buttons

Undo and Redo buttons

View management buttons

Insertion of current date and time buttons

Zoom management pop-up menu.

These are the file management buttons:
=

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 blank document in
the text area. If the document on which you are working is not saved, a
dialog box appears asking if you want to save the current file before
opening a new document.

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 box is
displayed asking if you want to save the current file before opening
another 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 before, a Save file dialog box is displayed.

4D Write User Reference Manual 53



Chapter 2 Interface

The Print Management
Buttons

The Find Button

The Copy/Paste
Management Buttons

The Undo
and Redo Buttons

The print management buttons consist of the following 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,
refer to “The File Menu” on page 25.

Clicking the Print button has the same effect as selecting the Print
menu command in the File menu. For more information, refer to “The
File Menu” on page 25.

Clicking the Find button has the same effect as selecting the Find
menu command in the Edit menu. For more information, refer to “The
Edit Menu” on page 28.

The copy/paste buttons consist of the following 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, refer to “The Edit
Menu” on page 28.

Clicking the Copy button has the same effect as selecting the Copy
menu command in the Edit menu. For more information, refer to “The
Edit Menu” on page 28.

Clicking the Paste button has the same effect as selecting the Paste
menu command in the Edit menu. For more information, refer to “The
Edit Menu” on page 28.

The Undo and Redo buttons are displayed as follows:
[ ]

Clicking the Undo button has the same effect as selecting the Undo
menu command in the Edit menu. For more information, refer to “The
Edit Menu” on page 28.
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|

The View Management
Buttons

[1

The Insertion Buttons

Clicking the Redo button has the same effect as selecting the Redo
menu command in the Edit menu. For more information, refer to “The
Edit Menu” on page 28.

There are two view management buttons:

|-|T::|

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, refer to “The View Menu” on page 32.

Clicking the View References button has the same effect as selecting
the References menu command in the View menu. For more
information, refer to “The View Menu” on page 32.

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". The time is
inserted as text and not as a reference (equivalent to not checking the
Automatic update option in the date and time insertion dialog box)

Clicking the Insert Current Date button inserts the current date at the
insertion point. The date format is then “Day, Month Day of the
month, YYYY” (Friday, March 5, 1999 for example). The date is
inserted as text and not as a reference (equivalent to not checking the
Automatic update option in the date and time insertion dialog box).

4D Write User Reference Manual 55



Chapter 2 Interface

Zoom Menu

The Format Toolbar

The Text Alignment
Buttons

This combo box is used to set the zoom value for displaying the
4D Write area:

You can choose a predefined value to enlarge or reduce the display or
enter a custom value (in %) between 25 and 500.

The Format Toolbar consists of three button sets:

Text alignment buttons;

===

Line spacing buttons; and

The bullet button.

There are four text alignment buttons:

=|=|=|

From left to right, the buttons are: the Align Left button, the Align
Center button, the Align Right button and the Full Justification button.
This set of buttons allows you to set the text alignment of the current
selection.

Clicking the Align Left button aligns the paragraphs of the current
selection to the left. The effect of this button is identical to the Align
Left menu command from the Paragraph menu.

Clicking the Align Center button centers the selected paragraphs
between their margins. The effect of this button is identical to the
Align Center menu command from the Paragraph menu.

Clicking the Align Right button aligns the paragraphs of the current
selection with their right margins. The effect of this button is identical
to the Align Right menu command from the Paragraph menu.
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=l

The Line Spacing
Buttons

The Bullet Button

The Style Toolbar

Clicking the Full Justification button fully justifies the current
selection. The effect of this button is identical to the Full Justification
menu command from the Paragraph menu.

There are three line spacing buttons:

From left to right, these buttons are: the Single Spaced button, the 1.5
Line Space button and the Double Spaced button. These 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 this button is identical to the Single
Spaced menu command of the Paragraph menu.

Clicking the 1.5 Line Space button applies a line spacing of one and a
half lines to all the paragraphs of the selection. The effect of this
button is identical to the 1.5 Line Space menu command of the
Paragraph menu.

Clicking the Double Spaced button applies a line spacing of two lines
to the current selection. The effect of this button is identical to the
Double Spaced menu command of the Paragraph menu.

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 Style Toolbar consists of the following:

= Style Sheet drop-down list

|Norma| T|

= Font drop-down list

|New Yark T|
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The Style Sheet Drop-

down List

The Font Drop-down List

The Font Size Drop-

down List

The Style Buttons

Font size drop-down list

12 -

Style buttons
B|7]u]

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 this list are the fonts that
are currently installed in your system. These fonts are the same as the
fonts available in the Characters dialog box.

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:
B|s]u]

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 that 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 that of the Italic menu command from the Style menu.

Clicking the Single Underline button applies the Single underline style
attribute to the current selection or removes it if it was already
selected.
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The Borders Toolbar

Note

The Separate Borders

Buttons

The Borders toolbar consists of two button sets:

Individual border buttons

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

The default frame style is the 1-pt standard line. If a special frame style
has been defined for the current paragraph, it is applied. For more
information about frame style, refer to “The Borders Dialog Box” on
page 143.

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 define the borders of the
paragraphs in the current selection separately.

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.
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The Frame Buttons There are three frame buttons:

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.

E‘ 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 inside
borders of all the paragraphs of the selection.

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

This chapter explains how to create, open, and save 4D Write
documents in both database records and in external windows.

The following topics are covered in this section:

Multi-platform and format document management

Opening a document in an external window

Creating a 4D Write area in a form
= Creating, opening and saving a document

Setting preferences for a document

Viewing document information

Viewing document statistics.

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.
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Format Management

62

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 boxes.

Open File dialog box Save File dialog box

IAII Diocuments [+ 4w?,‘*.4wt,‘*.4wr;”.rlf;*.doc;*.dcj |4D ‘wirite Document [*. 4w7) j
* i | AD Wwiite Dogument [* dw7)
A0 Wwrite Documents [* 4w? = dut] A0 Wwhite Template [* 4wt]
40 'Write Templates [*. 4wt RTF Dacument [*rtf]
“wiord Docurment (*.doc)
HTHML Dacument [ htral]

“windows Text Document [*.tst]
HTML Documents [* hirl:* htm;* shim_* ] Macintozh Text Document [* bt
“windows Text Docurnents [* bt html* htm;* shim)] Unicode Text Documnent [*txt
Macintosh Text Documents [7.kxt:* html;* htm;* sht
Uricode Text Documents [* bt

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

4D Write Document

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

4D Write Template

This format is the 4D Write native format for templates. For more
information about the templates in 4D Write and their use, refer to
"Saving a Document as a Template" on page 76. 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.

Word Document

This format is the Microsoft Word® documents’ native format. This
format is available for opening and saving documents. 4D Write saves
these documents in Word 97 format under Windows and in Word 98
format under Mac OS.
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Conversion of
Documents into
HTML

HTML Document

HTML stands for Hypertext Mark-up Language. This format is primarily
used for generating Web pages. This format is available for both
opening and saving a document. 4D Write uses CSSs in order to
convert the styles and formats as closely as possible to the original
document. For more information about the elements supported, refer
below to paragraph “Conversion of Documents into HTML” on

page 63.

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 table below specifies the elements that are supported when
converting 4D Write documents into HTML:

Attributes HTML Conversion
Normal Style Yes
Bold Style Yes
Italics Style Yes

Strikethrough Style |Yes

Superscript Style Yes

Subscript Style Yes
Shadow Style No
Underline Yes (single underline) - other variants of underlining

are converted into single underlining

Font Yes

Font size Yes
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File Equivalents
under Mac OS and

Windows

Foreground and
background colors

Yes (texts and borders) - colors for strikethrough
and shadow text and for underlines are not con-
verted.

Bullets Yes (“black square” and “white circle” bullets) -
other types of bullets are replaced by standard bul-
lets

Alignment Yes

Spacing Yes

Indentation Yes

Borders Yes

Tabs Yes, replaced by spaces (nbsp)

Pictures in text

Yes (QuickTime must be installed on the machine
doing the conversion)

Background picture

No

Hypertext links

Yes (standard links) - links that open a document or
execute a 4D method are not converted.

4D Write uses QuickTime by Apple® to convert pictures contained in
your documents to the JPEG format. For this conversion to be correct,
make sure that you have installed the complete version of QuickTime
on your machine (the “minimum” version does not enable the
creation of JPEG files).

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 Document 4WR7 4DW7 4W7
RTF TEXT 4DW7 RTF
Windows Text only TEXT 4DW7 TXT
Mac OS Text only TEXT 4DW7 TXT
Unicode Text Document | TEXT 4DW7 TXT
HTML Document TEXT MOSS HTML
Word6/95 Document W6BN MSWD DOC
Word98 Document W8BN MSWD DOC
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Opening a 4D Write Document 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 Mode
menu.

2 Choose 4D Write from the Tools menu.

Note If the 4D Write menu command is not available from the Tools menu,
4D Write has not been correctly installed in your environment. In this
case, refer to the 4th Dimension Installation Guide.

A 4D Write document opens in an external window.

Windows

Fle Edt Mode Run Records Taools Window Help

4th Dimension b . 2 & 3] Qo ©@. . ¥ .

menu bar New Cpen Print Mads Find Show Al
A b 9 of 9

Alb

. Bad
4D erte menu Thil: _File Edit Wiew Insert Style

4D Untitled

Zolors  Paragraph Format  Tools

bar | Da® RE & € T @@ i v

Fait |Z:‘§ == ‘; ===

Besl
Minimize/ [normal v [TimesNewRoman v [12 v B 7
Maximize/Close Eno - B
buttons Clas 4 5 [} i 900D 11 12 13

Biarl

<

Page 1 11 Line 1, Cal 1 NUM

v
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Macintosh [ @&  athDimension File Edit Mode Run Records Tools Window Help
. . % — Oh o e .
4th Dimension . = 9. "{. @
menu bar New Open  Print Unde Red Mode | Find Show All
0060 ) Albums: 9 of 9
MInI.I'nI'ZG/ "‘”?”'T‘ :‘3'0 e — " Untitled — e
Max|m|ze/c|05e [_.1 | " File Edit View Insert Style Colors Paragraph Format Tools 2]
nrilig " - i
buttons yOa® Re & %o 4 oo 0oload o]
4D Write menu 8estd Normal  [v] Newvek  [*]|i2 [=]/B ~ U
Epony —
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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.

The external window also contains four toolbars. The role of these
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 used separately
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 Format toolbar allows you to set paragraph alignment, line
spacing and the presence of bullets at the beginning of paragraphs.

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

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

4D Write windows also contain 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 paragraph “Splitting the 4D Write Window” on page 19.

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

You can open additional 4D Write windows by choosing 4D Write

Documents from the Tools 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.

The titles of all the open windows appear at the bottom of the Window
menu. You can bring a 4D Write document to the front by choosing it
from the Window menu.
48 4th Dimension
File Edit Mode Run Records Tooks BE
Minimize Window - e
Minimize: Al Windows @ - p - I_uj:“> - @
Ering All Ta Front Aode Find Show Al Order by
Arrange in Fronk
Window - Structure Far 40View, 408
name : k Explorer
ill < : Albums: 9 of 2
. © File Edit VYiew Data v Format Taols
Open Faith— ; '_ii ;"{ Report
windows Best| ! g v Letter

Adjusting the
Window Size and
Proportions

Toimesmewroman Y (12 v B /2 O

A LY [Mormal

» To adjust the window size under Windows:

1 Click on the lower right-hand corner of the window.

The pointer becomes a double-headed arrow.
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2

Note

Maximizing the
Window

Closing Documents
1

Drag the corner or border until the window is the desired size.

You can also modify the height and width of a window under
Windows by clicking on its borders.

To adjust the window size 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:

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

On the Macintosh, click the Zoom box.

Note that the 4" Dimension menu bars remain at the top of the screen
unlike in Full page mode (see the paragraph “Expanding a 4D Write
Area to Full Screen” on page 73).

To close an external window at any time:

Click on the Close box of the window.
OR
Under Windows, choose the Close command in the Control menu.

Creating and Using a 4D Write Area in a Form

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

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.
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The following figure shows a 4D Write area in an input form. A letter is
being created for Mark Vandergaard. The letter will be saved
automatically with Mark’s record when the record is accepted.

4D Entry for Correspondence Q@“E

) ) ﬂé Correspondence
fetgo?(ljmemlon T = Raf : aam Date:  |oajoaod
Last namea :  |Vandergaard Sender : |Paul Carlson
= First mame @ [Mark
[ Type : Registered Letter
‘% Subject : Payrment Due
4D erte — T File Edit View Insert Stwle Colors Paragraph  Farmat  Tools (m] — BOX to
menu bar % Nae® L& & “ Tn o w § switchto
:|?|T = = |Z|: — = full page
e mode
) | Marmal ¥ |TimesNewRoman ¥ (12 % B 7 O
4D Write area LAl 3 3
\__‘p) ......
& .4 5 [ 7 .9 9 10 A
% . Mark Vandergaard
Document % Associated Steel Designers
area 4581 San Berardo Avenue v
- IE3 >
‘.IL{/ | |/Pagel 11 Line 3, Col 25 MM

Creating the
4D Write Area

» To create a 4D Write area in a form:

1 If you are not already in the Design environment, choose Design from

the Mode 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. You can also store a 4D Write area in a BLOB
field.

Steps 2, 3 and 7 are only necessary if you want to save the contents of
the area with each record.

Add a Picture or BLOB 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 manual.
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3 Give the Picture or BLOB field a name ending with an underscore ().
For example, you can name the field Letter_.

4 In the Form editor, open the form where you want to add a 4D Write
area.

This form must belong to the table containing the Picture or BLOB
field associated with the area.

& Form: [Correspondence]lnput

P (% Z 0L aatall=

>

Correspondence
Ref: IW Date : g orrespondence [Date
Last name : |[Corespondence]last name  Sendar m
First name @ [[CorrespondenceJFirst name
Type : Im
Subject : m

Correspondence
Ref : [[Corespondencelref Date: %Drrespuﬂdence]Date
Last name : [[Coresponcence]last name  Sender : m
First name : m
Type : m
Subject : m

Plug-in area tool

Plug-in area inserted
in the form
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Of course, it may be necessary to resize the areas so that they fit the

form.

6 Click the Type drop-down list of the Property List and select 4D Write:

4 I |Plugin Areal (Plugin Areal) v
B @ =2 |-
¥ ('} Objects

Object Mame
Plug-in Kind
Wariable Mame
¥ ** Coordinates & S{OLE taols
Left
Top
Right
Bottom
‘width
Height
¥ ‘v Resizing Options
Hrriznintal Sizinn hlane

Type Flugin Area ~

The Type list contains all the plug-ins installed in the database.
In the form editor, the object now displays the following message:

. PluginAreal: 4DWrite could

'@@ automatically save data in the
picture or blob field
"PluginAreal_"ifit existed.

7 In the Variable name box, name the 4D Write area by entering the
name of the Picture or BLOB 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 automatically be saved with each record.
In this case, use the automatic 4D buttons otherwise you will have to
manually save the area using 4D commands. 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.
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Proper Naming of
4D Write Areas

Note

Saving the 4D Write
Document as a Separate
File

Renaming the Area

If the Picture or BLOB
Field Does Not Exist

Using the 4D Write
Area in a Form

The plug-in area displays the 4D Write icon, the area name, and the
message that the document will be saved with the Picture or BLOB
field.

[ﬁ Letker: 40 Write will autoratically sa\-'e-data in the Field "Letker ",

If the area name does not correspond with the Picture or BLOB field
name or if the 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.

The 4D Write plug-in area name is a variable. This variable can only be
a process variable. It is not possible to use inter-process variables
(where names start with <>) or local variables (where the names start
with §) as plug-in area names. For more information on the different
types of variables in 4D, please see the 4th Dimension Language Reference
manual.

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.

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.

When using 4D Write in a form (in the User environment), the
program menu bars appear above the 4D Write area. You can select the
4D Write menu commands as well as those of 4™ Dimension menus.
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Expanding a 4D Write
Area to Full Screen

Note

Returning to the Form

The possibilities offered using this mode are plentiful. For more
information, refer to the chapter “Using Dynamic References” on
page 181.

4D Write allows you to use the included area as a full-screen as with
any document.

To view a 4D Write area at full screen size:

Choose Goto Full Window from the File menu.

OR

Click the Maximize button or choose Maximize from the Control
menu (Windows).

On both platforms, the document expands to fill the entire screen and
4D Write’s menu bar temporarily replaces 4™ Dimension’s menu bar.
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 (if these settings are set lower the area
will be displayed as a gray area in User mode). You can modify these
values as well as the title of the 4D Write area using the WR SET AREA
PROPERTY command. This mechanism does not apply to the area
display in the form editor in Design mode.

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

Click the Close box.

OR

Under Windows, select Close from the Control menu.

4D Write User Reference Manual 73



Chapter 3 Managing 4D Write Documents

Creating a New Document

>
1

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

74

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

4D Write area. The file formats 4D Write can open are described in
paragraph “Format Management” on page 62.

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.

Note

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

Only native 4D Write documents remain open. When a native
document is displayed in the 4D Write window, it cannot be accessed
by any other application. Conversely, non-native 4D Write documents
are read and then closed. When such a document is displayed in the
4D Write window, the standard Save file dialog box is opened if the
user selects the Save menu command, as for a new document.
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Saving 4D Write Documents

Saving a Document

with a Record

Saving a Document

as a File

Mew
open...
Save

Preferences...

Page Setup...

Print Preview
Print. ..

Print Merge...

Chrl+M
Ctrl+0
Ctrl+3

Ctrl+alk+P
Chrl+P

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 Mac OS or Windows file

As a template 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. For more information, refer to the paragraph “Creating and
Using a 4D Write Area in a Form” on page 68.

You can also save a document created in a 4D Write area as a separate
file. Saving a Document as a File

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 Export dialog box.

If necessary, choose the file format in which you would like to save the
document from the Save 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 62.

Enter a unique filename for the document.
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4

Saving a Document

as a Template

Note

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.

Static areas (labels, pictures...) will never change.

Variable areas (database field references, 4D expressions...) will be
computed dynamically, depending on the current record data.

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 opened using the Tools menu, the Save as Template
menu item is disabled.

The saved template is used by every document displayed in the

4D Write area. Fach document starts with the same template, but any
unique modifications you make to a document are saved with the
record. There can be only one template for each 4D Write area on a
form.
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Template displays —

name and address

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.

“D Entry for Correspondence

1s Correspondence

Ref: 433 Date 03/04/04

Last name : [vandergaard  Sender: |Paul Carlson

First name : IMark—

Type : W

Subject:  |PaymentDue
File Edit Wiew Insert Style Colors Paragraph  Format  Tools (m]
Na® R £ w7 T © @ |w

Normal
A T Y T T e R R
Mr. Mark Vandergaard

Associated Steel Designers
4531 San Bemardo Avenue v

Page 1 11 Line 3, Cal 25 UM

» To save a 4D Write document as a template:

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

4D Write automatically assigns the filename and location of the
templates, so no Save File dialog box is displayed when you choose
Save as Template.

4D Write saves the document, giving it the same name as the 4D Write
area on the form, plus an underscore and the “.4wt” extension. For
example, the template file for the “WPArea” area is named
“WPArea_.4wt”.

By default, with 4™ Dimension and 4D Server, templates are stored in
the database folder.

However, in a client-server configuration, it is possible to store and/or

load templates onto client machines using the WR SET AREA PROPERTY

command. In this case, each client machine can have its own

templates. These templates are then stored:

= Under Mac OS, at the following location: (User folder) Library:Appli-
cation Support:4D:4D Write Templates:DatabaseName folder
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=  Under Windows, at the following location: Documents and set-
tings\User\Application data\4D\4D Write Templates\DatabaseName
folder

You can also create a template by saving a 4D Write document as a 4D
Write Template type and giving it the same name as the 4D Write area,
plus an underscore and the “.4wt” extension. It must be put in the
templates folder.

You can temporarily disable the use of a particular template file by
changing the template filename.

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

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

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

Setting Preferences

4D Write lets you set preferences for a document. You can choose the
ruler units as well as various page layout and numbering characteristics
for the document.

» To set preferences for the current document:

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

O Document Preferences... g|
i Page Global settings
y . light Page
-.-..;3[ 1 First Page is: Right Page Uits: Centimetars 3
First Page Mumber: 1
Bl liﬂﬂcm Headere and footers

[] Opposite pages [] Different on first page:

[[] Different on left and right pages

Paragraph
Diefault Tab Spacing: 1.0cm

‘wiidow and Oiphan Contral
Spellchecker settings

[] Checking as you type

[ Cancel ] [ 0K |
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Page

Global Settings

Tip

The “Page” area allows you to set the following options:

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.

You can start page numbering at 1 in 4D Write regardless of the actual
page number within the document. In order to do this, select a value
equal to 2-X in the First Page Number area, where X is the actual page
number of the document.

If, for example, you wanted to begin numbering with 1 but starting on
page 12, enter -10 in the Preferences dialog box. The reason for this is
that 4D Write does not consider page numbers that are < 0.

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 Units drop-down
list.

Opposite pages:

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

This area has only one option: Units. This option is used to set the unit
used to display the ruler of the document as well as, in general, all the
dimensions expressed in 4D Write, whether directly in the interface or
by programming.

Headers and Footers This area is used to configure specific headers and footers.

= Different on first page: Checking this check box will allow you to
set different headers and footers for the first page of the document.
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Paragraph

Spellchecker
Settings

Note

= Different on left and right pages: Checking the option will allow
you to set different headers and footers for the left and right pages.
If this option is left unchecked, the headers and footers will be set
once for both types of pages.

This area is used to configure the following options:

= Default Tab Spacing
This box allows you to set the default value for “automatic” tab
spacing in your document. This value will be applied to all the para-
graphs that do not have custom settings.

=  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.

This area has only one option: Checking as you type. It is used to set
the spellchecker to verify the text being edited. When this option is
checked, any words that seem to be spelled incorrectly are immediately
underlined in the document.

When this option is not checked, spellchecking must be carried out
using the Spelling... command in the Tools menu of 4D Write (for
more information about this, refer to paragraph “Using a Spellchecker”
on page 107).

This is a global option for the 4D Write plug-in: it is set for all the
documents opened during the session.

Managing Document Information

4D Write allows you to enter or view additional information about a
document. This information can be valuable in the case of multi-user
databases.

You can give a title, a subject, an author and a company name to each
document. You can also write additional notes, or set the document in
read-only mode.

To view or modify the document information:

Select Document Information... from the Tools menu.
The Document Information dialog box appears.
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2

Locking a Document

Add or modify any information you need:

@ Document Information. _. (x|
o Title: [2002 Report
;0
-E Subject: |Service Report
Avthor |Sme\dnrf Garbando
Company: |Qwerty Corporation
Created: [1110/02,10:34:25
Modified [11/10/02,10:34:25
Notes:
First draft, final report du in three weeks. =]
[
I Locked Cancel I Ok |

Click OK to save the information.

You can lock a 4D Write document. A locked document can be opened
or viewed by any user, but cannot be modified.

When a locked document is open, all 4D Write functions allowing text
modification are disabled. Only viewing, printing and searching
commands are allowed. Interface management commands are also
enabled.

To lock a document:

Check the Locked option in the Document Information dialog box for
that document.

Click OK.
The document is immediately locked. Any menu commands or icons

allowing text modification are disabled.
To unlock a document:

Uncheck the Locked option in the Document Information dialog box
of the document.

Click OK.
The document again becomes freely editable.
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Viewing Document Statistics

Text

82

You can display the number of lines, pages, characters, words,
paragraphs, and pictures in your document, as well as the size of your
document and the number of database objects it includes. In some
cases, it will allow you to free memory.

» To view these statistics:

1 Choose Document Statistics... from the 4D Write Tools menu.

4D Write displays a Document Statistics dialog box with information
about the document.

|=i| Document Statistics. .. ]
o ~ Tent:
'-.‘E Lines: 22 Pictures I a
1 Pages: 1 Pictures in Page: I a
Characters: 1246 Soft Huphens: I a
‘Whords: 189 Page Breaks: I a
Paragraphs: 13 Column Breaks: I 0
~ References:
D atabase Objects: 0 Hyperlinks: I a

Date and Time: 0  RTF Expressions: I ]
Fage Number: 0 HTML Expressions: I a

i~ Memary [in Bytes):
Document Size: | 2772

Ficture Cache Size: | 0 Clear cache

Undo Buffer Size: |

= Lines: number of lines in the document. A paragraph is made of one
or several lines.
= Pages: number of pages in the document.

= Characters: characters are the smallest units of a document. Spaces
and carriage returns are characters.
Characters from inserted references or page numbers are not taken
into account.

= Words: a word is a set of chained characters located between two
space characters or a space character and a punctuation character.

» Paragraphs: paragraphs are the basic units of a document. Each car-
riage return character creates a new paragraph.
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References

Memory

Pictures: number of pictures pasted in text flow.

Pictures in Page: number of pictures pasted on a page of the docu-
ment. When a picture is pasted to a page “on every page”, a single
occurrence is made compatible.

Soft Hyphens: number of hyphens inserted into the document.

Page Breaks: number of manual page breaks inserted into the docu-
ment.

Column Breaks: number of manual column breaks inserted into the
document.

Database Objects: number of fields, expressions or 4D methods
inserted in the document.

Date and Time: number of date and time references inserted into
the document.

Page Number: number of page number references inserted into the
document.

Hyperlinks: number of hypertext links inserted into the document.

RTF Expressions: number of RTF expressions inserted into the docu-
ment.

HTML Expressions: number of HTML expressions inserted into the
document.

Document Size: size in bytes of document.

Picture Cache Size: size in bytes of application memory occupied by
the picture cache. If you need to free up memory you can click on
the Clear cache button. In this case, the picture display will be
momentarily slowed.

Under Buffer Size: size in bytes of application memory occupied by
the cancel buffer. This buffer is designed to sequentially save opera-
tions that you have completed within your document so that you
can eventually cancel an operation. If you need to free up memory,
you can click on the Clear buffer button. Be careful, you cannot
undo a previous operation once the buffer is cleared.
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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, deleting, selecting and searching for text.

The chapter includes explanations of the following:
= Navigating in a document
= Entering and editing text
» Finding and replacing text
= Using a spellchecker

= Activating the Draft mode.

Browsing 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.

Scrolling 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.
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Note

Going to a Specified

Page

Note

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 Edit menu. If a large block of text is
selected, Show Selection scrolls the document to the top of the
selected text.

In addition to the standard scroll keys, 4D Write also allows you to use
shortcuts to facilitate document navigation. These shortcuts are listed
in Appendix A on page 211.

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:

x|
Goto Page: |1
Cancel | oK I

To go to a specific page:

Choose Goto page... from the Edit menu.

The Goto Page dialog is then displayed.

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

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.

Entering and Selecting Text

86

>
1

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.
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Correcting Mistakes

Undo/Redo

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:

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

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

Under 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.

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.
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Selecting Text
to Edit

Note

Note

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 command becomes activated. This
command operates in the same way as the Undo 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.
To redo an action that was just canceled:

Choose Redo from the 4D Write Edit menu.
Choosing this menu item will re-do the last change you undid.

If you edit the text after having undone a queue of actions, you cannot
redo them.

You can revise text after you've typed it. Select the text—anything
from a single character to the entire document—and then apply 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.

88 4D Write User Reference Manual



Entering and Selecting Text

Removing Text

Replacing Text

Note

To select all the text in the document:

Choose Select All from the 4D Write Edit menu.

4D Write also offers several keyboard shortcuts to speed up text
selection. For more information, refer to Appendix A on page 211.

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 another application.

To remove text permanently:

Select the text you want to remove.

Choose Clear from the 4D Write Edit menu.

OR

Press the Backspace or Delete key.

To remove selected text while keeping a copy of it on the Clipboard:
Select the text you want to remove.

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.

To replace text:
Select the text you want to replace.

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):

Select the text you want to replace.

Under Windows, press the Enter key.
On the Macintosh, press the Return key.
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Moving or Copying

Text

20

Note

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:
Select the text you want to move or copy.

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

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 into the original document or into another
one.

Choose Paste from the 4D Write Edit menu.
The cut or copied text appears at the insertion point.

e When using other applications that support RTF format, you can use
the clipboard to copy/cut and paste in order to transfer text from one
application to the other. In this case, the styles will be maintained.

* When you copy then paste text between two 4D Write areas, any
style sheets present in the selection are also moved. If necessary, the
style sheets of the selection are created in the destination document.
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Dragging and
Dropping Text

Note

Note

Inserting and
Removing Hyphens

4D Write lets you move or copy text (as well as pictures) within the
same area or between two different areas.

A selection of text or a picture can be moved using the mouse. Under
Windows, the cursor changes to k., in order to indicate that a drag and
drop is being carried out. Under MacQOS, a shadow follows the object
being moved. An insertion point indicates the destination of the
moved object:

Triggers are clitaintule=0acall &d Ey the engine

Triggers are called automaticallylby the engine

When a picture is inserted in a 4D Write area using drag and drop, it is
automatically pasted into the text. For more information about
managing pictures, refer to the chapter “Working with Pictures” on
page 169.

Data are moved when the drag and drop is carried out within the same
or between two different 4D Write areas, i.e. they are removed from
the original area. If you only want to copy the data, hold down the Ctrl
(Windows) or Command (MacOS) key during the operation.

Dragging and dropping can also be managed by programming, for
example to trigger custom actions. For more information about this,
refer to the 4D Write Language Reference manual.

After text is written, you can insert hyphens within words to enhance
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 as a period, comma, or parenthesis.

To insert a soft hyphen:

Place the cursor where the word is to be separated at the end of a line.

4D Write User Reference Manual 91



Chapter 4 Entering and Editing Text

Inserting a Special
Character

Inserting a Non-
Breaking Space

2

Select the Soft Hyphen command in the 4D Write Insert menu.

The word is hyphenated.

You can view hyphens which have been inserted when invisible
characters are shown (see “Showing Invisible Formatting Characters”
on page 129).

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

To Insert a special character:

Choose Special Character from the Insert menu.
The Select Special Character dialog box is then displayed:

@Selecl Special Character. .. [ %]
|i!"#$%&'()*+,-.I0123456?89:;<=>?
@& B|C|DIE|F|G|H|I|J|K|LMN|OP|Q|R|S|T VW TIZ|[|v|1]|" _
“la|blc|d|e|f|lg h|i|j|k|]l|mn|jo|p|g|r|s|t|n|v|w|x|¥v|z|[{|]|]|}| ~|0O
elo|,|fl.|..|t]t] |%/5|<|Elo|Zlo|o o | —| ||| e|D|2|T
il | Bl |E L8]0 e -|® ||| p|Tl- IR
A b A AA|L(E|CIEEEE|T|T|T][IP|N|O[O|G[O|0]«|@|U|U|0|d|¥|p 5
4|48 |d|d @ g8 688|111 G fi|o|d|d|d|6|+|e|d|d|d|d| ¥F|b|lF

Azcii code: I 32 Font:
Eancell ()8 I

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

Select the character you want to insert
OR

Enter its ASCII code in the text box.
Click OK.

The character is then inserted at the insertion point.

4D Write allows you to insert non-breaking space characters. A non-
breaking space replaces a standard space character in order to keep two
words together on one line rather than allowing a line to break
between them.

To insert a non-breaking space character:

Click where you want to insert a non-breaking space character.

Choose Non Breaking Space from the Insert menu.
OR
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Finding Text

Overview

Under Windows: press the Alt key and type 0160.
Under Mac OS: press Option+Space bar.

4D Write inserts a non-breaking space. When invisible characters are
displayed, non-breaking spaces appear as blank characters, while
standard space characters appear as points (.).

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 style sheet,

any combination of the conditions listed above.

To perform such a search, you will use the Find dialog box, 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 style sheet
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
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The Find Dialog Box You can access the Find dialog box by choosing Find from the Edit

The Entry Area

The Format Buttons

menu or by clicking on the [&]icon in the Standard toolbar.

Find:

L =
d ™ Ful word

™ Case sensitive

¥ wiap

I

Character. .. | Faragraph... | Eorders... | Style Sheets... |

Cancel | Find I

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

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:

Ihounc‘ haund
good boy

| [ Full werd ran’s best frisnd
Fort: 25tane Sans, Size: 11 H Canis

D Case sensitive dog
chien

0 emi, First Indent: 0,0 crm, Right

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
Style Sheets. This allows you to extend the search to a sequence of
characters with a specific character format or, for instance, to search
for any paragraph that uses a specific style sheet.

» To set a character format for a search:

1 Click on the Character button [_charzeter. .
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The following dialog is then displayed:

@ Character... x|
Q\ e Size: ~ Undeline

[Times New Romar! [Mo Undetine =
Script ;l
S pdnie r~ Colors
S yrbol
Sy Text Back Shadow
Syntax Black
Syntax UlaBlack. Iil @
%?rl;v;:va Underline Stikethrough
Tirnes Mew Baman CF LI

- Attributes
™ Bold I~ Superscript d.TE‘E quick brown fox juraps over the lazy
™ lkalic I~ Subscript &
[ Shadow [~ Small Capitals
I~ Stikethrough [~ Capitals

D efault | Lnknown | Revert | Cancel | K I

This dialog box is identical to the Character format dialog box.

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

For more information on how to set a character format, refer tothe
section “Changing Several Text Attributes at Once” on page 133.

Click OK to confirm your settings.
The Find dialog box 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 [_parsyran._|.
The following dialog box is then displayed:

@ Paragraph_. x|
i ~Iv Indentation Format
]g Left: IUE— v Alignment: lm Diefault I
Right: IU,U cm % Bullet lh e I
First line: W [¥ Line Spasing h— REvER

Thisis a paragraph sample. This iz a paragraph sample. This is a paragraph sample. This
is a paragraph sample Thisis a paragraph sample

Cancel I 0K I

This dialog box is identical to the Paragraph format dialog box.
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926

2

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

For more information on how to set a paragraph format, refer tothe
section “Setting Paragraph Formats Using the Paragraph Dialog Box”
on page 123.

Click OK to confirm your settings.

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

To set a border format for a search:

Click on the Borders button [_eersers .
The following dialog box is then displayed:

|zi| Borders. .. 3
., -~ Baorders — Frame style Colars
h I~ Tap — L=
— |:|
—
Back
[T Left Right = WWW I:I
—
I~ Bottom e Default
— Maone
&l I Between paragraphs e ———
T~ From Text: | &I

Cancel I ok I

This dialog box is identical to the Borders format dialog box.

Set the border format you want to search for by setting it as you
would in the Borders format dialog box.

For more information on how to set a border format, refer tothe
section “Setting Borders for a Paragraph” on page 143.

Click OK to confirm your settings.

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

To select a style sheet for a search:
Click on the Style Sheets button [_sweshests. |.
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The following dialog box is then displayed:

QSelecl Style Sheet... x|
= Momal =i
fLR
[
Cancel I 0K I

This dialog box displays the list of style sheets available for the
document.

2 Click on the style sheet to be included in the search.

3 Click OK to confirm your settings.

The Preview Area

The Search Options

The Find dialog box 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 preview area would display if you had set the
options to find any sequence of characters that uses the Arial font
located in a single-spaced paragraph with left alignment.

14| Find....
- Find:
S =1
Character: = 7 Fuil word
Font: Arial, Style sheet: Normal
Paragraph: ™ |Case sensitive
Left Aligned, Line Spacing: 1 ¥ whap

-

Character... | Paragraph... | Borders... | Shyle Sheets... |

| Find |

Cancel

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

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 will not select “part” in “partition”.
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Setting a Character
Search

Case sensitive
When this option is checked, 4D Write will only stop on the sequence
of characters whose case matches 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.

To define a character search:

Choose Find from the Edit menu.

OR

Click the Find icon [ .

4D Write displays the Find dialog box.

Find:

Q| =
;I ™ Full word

™ Case sensitive

¥ 'wiap

[

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

Cancel I Find I

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 for those characters.

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 area, 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.
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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.

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 reaches the end of the
document (if the Wrap option was not selected), or the insertion point
(if the Wrap option was selected).

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 style sheet,
= any combination of the conditions listed above.

A “Find and Replace” operation can be of two types. You can locate 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 104. You can also locate formats or
style sheets and replace them by other formats or style sheets. For more
information about finding and replacing formats, refer to the section
“Finding and Replacing Formats” on page 105.
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The Replace Dialog The Replace dialog box is the dialog box in which you define both the

Box

“Replace” area: Defines
search parameters

“With” area: Defines — [

replacement elements

—G.v =]
ﬂ ™ Full word

Find criteria and the Replace criteria.

|-4| Replace...

Replace

I Case sensitive
j W Wiap

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

wfith:

Format buttons

1l

| :

Style Sheets.

Character. | Paragraph. | Borders. |

Dialog buttons

Clase |

I Replace I

Replace al

It consists of the following elements:

The “Replace” area, which is identical to the Find area in the Find
dialog box (see “The Find Dialog Box” on page 94).

Replace: I =l
;I ™ Full word
" Case sensitive
ﬂ W “wiap
Character. .. | Faragraph... I Borders. . | Style Sheets... |

This area is where you define the sequence of characters or format you
want to replace. 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 performed.

The “With” area

Wity | =]
=

[

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

This area is where you define the sequence of characters or format that
is intended to replace the sequence of characters or format 4D Write is
searching for. In the case of a format replacement, it also is the area in
which the new format to apply will be defined.
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4D Write records all the sequences of characters you have used in the
Replace dialog box 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 || tutten
1=
| hilesoph

This feature allows you to select a sequence of characters already used
in the Replace dialog box, without having to re-enter it.

The dialog buttons
Cloze I Replace all | Replace I

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

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
Style Sheets. 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:

Click on the Character button .
The following dialog box is then displayed:

@ Character... x|
Q‘.\ ~Font: ~Size:—————————  Underline
@ [Times Mew Ramar, [No Underin =
i - Colors
Text Back Shadow
[ ]
Underline Strikethrough
- Attributes
I~ Bold I~ Superscript The quick brown fox jumpe over the lazy
dog.
I ltalic I Subscript e
I Shadow I~ Small Capitals
I~ Strikethrough I Capitals
Diefault I Unknowr I Revert Cancel I 0K I
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This dialog box is identical to the Character format dialog box.

2 Set the character format you want to apply by setting it as you would
in the Character format dialog box.
For more information on how to set a character format, refer tothe
section “Changing Several Text Attributes at Once” on page 133.

3 Click OK to confirm your settings.

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

» To set a paragraph format to apply:

1 Click on the Paragraph button [_persrsm.. ].
The following dialog box is then displayed:

@ Paragraph___ %]
iy v Indentation Format
]@ Left: IUE— v Alignment: Im Drefault
gt ID'D il [+ Bullst lh Mone
First line: ID,D cm [ Line Spacing h— T

Thisis aparagraph sample. This isa paragraph sample. This is a paragraph ssmple. This
is aparagraph sample. This is a paragraph sample

Cancel I 0K I

This dialog box is identical to the Paragraph format dialog box.

2 Set the paragraph format you want to apply by setting it as you would
in the Paragraph format dialog box.
For more information on how to set a paragraph format, refer tothe
section “Setting Paragraph Formats Using the Paragraph Dialog Box”
on page 123.

3 Click OK to confirm your settings.
The Replace dialog box is then displayed and the preview area displays
the paragraph settings you just entered.

» To set a border format to apply:

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

@ Borders.__.
~ ~ Borders r Frame style Colors
h = Top — li=s
— I:l
— —
Back.
[ Leit FRight = Wm I:l
—
I~ Bottorn Ir Dl |
_— N
I~ al I Between paragraphs e ——— e
[~ From Text: Revert
Cancel I OF. I

This dialog box is identical to the Borders format dialog box.

2 Set the border format you want to apply by setting it as you would in
the Borders format dialog box.
For more information about how to set a border format, refer to the
section “Setting Borders for a Paragraph” on page 143.

3 Click OK to confirm your settings.

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

» To select a style sheet for a search:

1 Click on the Style Sheets button | syeshet. | .
The following dialog box is then displayed:

|zi| Select Style Sheet... B
= Mormal d
P
Cancel I Ok I

This dialog box displays the list of style sheets available for the

document.

2 Click on the style sheet you want to apply.

3 Click OK to confirm your settings.

The Replace dialog box is then displayed.
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Finding and
Replacing
Sequences of
Characters

» To locate and replace a sequence of characters:

1 Choose Replace... from the Edit menu.
4D Write displays the Replace dialog box.

r__ Replace:
\.!% l =l
;I I~ Full word
I Case sensitive
;I W “irap
Character... | Faragraph... | Borders... | Style Sheets.. |
wdith:
| =
=
[
Character... | Paragraph... | Borders... | Style Sheets.. |
Close | Feplace al I Replace I

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

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 Replace text box, click the Case sensitive check box.

To perform the character search 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 section “The Format Buttons” on page 94.

4 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.

5 Select all options you want in the With area.
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6
7
Note
Finding and
Replacing Formats
>
1

You can add specific formats to the replacement sequence. For
information about how to use these 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,
then 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,
then 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, or reaches the end of the
document (if the Wrap option was not selected) or the insertion point
(if the Wrap option was selected).

Selecting Check Boxes in the Borders and Characters dialogs:

You may need to click a check box twice to select it. When you first
enter the expanded Replace dialog box, the check boxes appear greyed
(Windows) or strikethrough (Mac OS) to indicate that the style
attributes are not part of the search or replace criteria. When you click
such a 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.
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4D Write displays the Replace dialog box.

o Replace:
C‘% | =
;I I~ Fullword
I~ Case sensitive
LI W wirap
Character.. | Paragraph... | Boiders... | Style Sheets... |
it
| =
=
]
Character.. | Paragraph... | Borders... | Style Sheets... |
Cloze I Replace all | Replace I

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

3 Define the format or combination of formats you want to replace,
using the four format buttons.
For information on how to use the format dialogs, refer to the section
“The Format Buttons” on page 94.

4 Define the replacement formats, using the four format buttons of the
With area.
For information on how to use the format dialogs, refer to the section
“The Format Buttons” on page 94.

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

6 Click the Replace button
OR
Click the Replace all button
If you click on the Replace button, 4D Write closes the dialog box,
then locates 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,
then locates 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 of the sequence of characters, or reaches the end of the
document (if the Wrap option was not selected) or the insertion point
(if the Wrap option was selected).

Using a Spellchecker
4D Write includes a spellchecker available in several languages.

The current language of the 4D application will be used for checking
the spelling. The SET DICTIONARY command of the 4" Dimension
language can be used to change the current dictionary.

You can spellcheck your document “on the fly” (i.e. when typing the
text), or at any time using the menu command.

On-the-fly checking (a global option for the 4D Write plug-in) is set in
the document preferences (seethe section “Spellchecker Settings” on
page 80).

» To check the spelling in your document:

1 Place the insertion point in the document where 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.

Document Infarmation, .

Document Statistics.,.

Compute References Mow  Chrl+K
Freeze Document

Draft Mode
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The checking begins immediately. If the spellchecker encounters a
mistake, the following dialog is displayed:

FEE Possible mistake
Mot in dictionary:

oy
3 Foundded I Igrore |
Ignere &l | L Action buttons

Add |

. Change to:
Suggested correction — [

Suggestions:

o =
ange

Change &ll |

LI Cloze |

Other suggestions

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.

= Close: Stops the checking and closes the dialog. The text is left
untouched.

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.
3 Choose an option.

If you choose to continue checking, the dialog box will appear again
when a new error is encountered.
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When the spellchecker has finished checking the document or selected
text, 4D Write displays a warning dialog box to indicate that the
spellcheck has been completed.

Activating the Draft Mode

By default, character entry is carried out in 4D Write using the
WYSIWYG mode; in other words, data presentation on the screen is
identical to what you get when printing. This mode uses character font
definitions supplied by the driver of the current printer.

This feature can sometimes entail a noticeable slowdown of character
display during data entry. The cause is generally either the operating
system, the print driver or the utilities installed on the computer.

In this case, you can deactivate the WYSIWYG mode by selecting the
Draft Mode command in the Tools menu. Note that printing is always
carried out in WYSIWYG mode.
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Formatting Text

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:

Create headers and footers

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 colors for the text and its style separately

Insert page breaks

Insert arrays

Manage columns

Insert column breaks
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Creating Headers and Footers

3

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 Normal view 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 or modify 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
“Setting Preferences” on page 78.

To create a header or footer:

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

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 on how
to insert the current date or the current page number, refer respectively
to “Inserting the Date and Time” on page 182 or to“Inserting the Page
Number or the Number of Pages” on page 183. For information on
referencing data, refer to Chapter 7.

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

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.

J

The footer or header area is then modified accordingly.

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 Margin marker —Q-r_l‘ P o1 PR R R R AR R TR T IR ST T R RN IR nght

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 (Mac OS) or Enter (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.
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Displaying and Hiding
the Ruler

Selecting
Paragraphs
>
>
>

Setting the Margins
and First Line indent

Left Margin marker Wl f w4 s 7 F s w i n B

First Line Indent

The ruler lets you change the position of:

left and right margins

tab stops

the first line indent.

You can hide the ruler when you do not need it by choosing Ruler
from the 4D Write View menu. To show the ruler again, simply choose

Ruler from the 4D Write View menu once more. When the ruler is
displayed, a check mark is displayed next to the Ruler menu command.

To select a single paragraph:

Click anywhere in the paragraph.

To select several paragraphs:

Drag through the paragraphs to select them.

To select every paragraph in the body of the document:

Choose Select All from the 4D Write Edit menu.

Using the ruler, you can position the left and right margin for the
currently selected paragraphs.

5 4 Right

Margin marker

marker

Tab Stop marker

On the ruler, grey triangles 4 mark the left and right margins.
The First Line Indent marker » indicates where the first line of each
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.
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Note

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 or Right Margin marker 4 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 (Mac OS) or the Ctrl key (Windows) while dragging
the marker.

To set the left or right document margin using the ruler:
Select the Page mode by choosing Page from the view menu.

Drag the Left ..[= or Right J:= Margin marker to the desired position.

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 .
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Aligning Text 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.

D Untitled E@El

File Edit WYiew Insert Style Colors Paragraph  Format  Tools

Ma® 0o & B o T © @

[gl===|===|=

Normal ¥ |TimesNewRoman ¥ |12 ¥ B 7 0

Fofo Ogs

o ‘--g--w-w-2w-3---4‘--5w-a---7---3‘--9--wn--‘n--‘|2--‘|3-w|4-w-|6-w-}5‘f
Centered text N Helicopter Summer Clearance

Z Buy Now and Gret a Spare Rotor for Free!

zlvll.
- SI6f2005
. Invoice
. - Professional, Mary Werber Marcel
Left aligned text t— WVandergaard
P Associated Steel Designers

4581 San Bernardo Avenue
(408)-557 4600

TR

Right aligned text = Ref 45

- e
153 »
Page 1 1 Line 4, Cal 1 UM

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

== —_ pr— eerd —_— [ F
Iz === = == = toolbar
Text alignment buttons —_——T1——

» To align text with the left margin using the ruler:

» Click the [£] icon or choose Align Left from the Paragraph menu.

» To align text with the right margin using the ruler:
» Click the [Z] icon or choose Align Right from the Paragraph menu.
» To center text between the left and right margins using the ruler:

» Click the [=] icon or choose Align Center from the Paragraph menu.

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

» Click the [Z] icon or choose Full Justification from the Paragraph
menu.
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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.

D Untitled B@gl

File Edit Wiew Insert Style olors Paragraph Format Tools
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Cur Cupertine premises are now full of 2005 model helicopters and we have no place left to

store the new 2006 models that are coming in next week. Our accounting department
therefore allowed us to offer a FREE REAR ROTOR to anybody who buys one or more of
the remaining 2005 mo dels.
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—

Page 1 11 Line 10, Cal 27 U

To change line spacing, you can use either the Format toolbar or the
4D Write Paragraph menu. Both offer single, one-and-a half, and
double-spacing.

F :l :l v Single Spaced

15 Line Space

‘— Double spacing Double Spaced

One-and-a-half spacing
Single-spacing

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 Paragraph menu.
» To choose one-and-a-half-spacing:

= Click the =l icon or choose 1.5 Line Space from the Paragraph menu.
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To choose double-spacing:
Click the =| icon or choose Double Spaced from the Paragraph menu.

To set a custom value for the line spacing:

Select Other... from the Paragraph menu.
The Other Line Spacing dialog box is then displayed:

izi| Other Line Spacing...  [E

Cancel | ] I

2 Enter the number of lines that you want to set the new line spacing to.
3 Click OK.

Setting Tabs

Note

Creating Tabs Using the
Ruler

>
1

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 box.
For more information on this point, refer to “Setting Preferences” on
page 78.

When you set a tab stop, any preset tab stops to the left of it are
removed.

To set a tab stop using the ruler:

Click on the drop-down menu located on the left of the ruler.

ﬂ . 2 P 3 P
= Left Tab
2 Centered Tab
4 Right Tab

2 Decimal Tab
1 “ertical separator
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This menu allows you to select the type of tab stop that you want to
insert.

2 Select the type of tab stop.

Note

Creating Tabs Using the
Tabs Dialog Box

Note

Click in the ruler to insert the tab stop.

The tab stop is inserted where you click. You can modify its location by
dragging it on the ruler.

To move a tab marker:

Drag it to the right or left.

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 (Mac OS) or the Ctrl key (Windows) while dragging
the marker.

To delete a tab marker:

Drag it anywhere below the ruler.

For more information, refer to “Changing Tab Alignment and Fill
Characters” on page 121.

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 box. Using this
dialog box 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

:E[}E}F

Vertical separator

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.

D Untitled (=13

° File Edit View Insert Style Colors Paragraph  Format  Tools
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fill characters
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-
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OL4422  Olive Tree Smith 36.95
FPPE797  Pepper Tree Henderson 37.50
- FL Plum Tree Henderson  37.50 ®
I »
Pagel  1f1 Line 3, Col 33 NUM

» To create a tab setting, follow these steps:

1 Choose Tabs... from the Format menu.
OR
Double-click in the ruler.

The Tabs dialog box appears.

|=i| Tabs..._
Tabs
.|  Position
st |
— dilignment ——— 1 Leading
® Left aligned = Maone
" Centered o]
[~ 1 Right aligried O
Add & Decimal zeparatar [P
Delate | O Wertical separator ' 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 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.

3 Enter the new position value in the position area.
4 Click the Set button.
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Changing Tab
Alignment and Fill
Characters

The new position value for the tab is then updated in the Tabs area.

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.
To delete a tab setting, follow these steps:

Choose Tabs... from the Format menu.
The Tabs... dialog box appears.

2 In the scrollable area, select the tab you want to delete.

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.

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.
The tab markers defined for the current paragraph are listed in the Tabs

area. The types of tab markers are listed 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.

Click the Alignment radio button for the type of tab you want.

4D Write User Reference Manual 121



Chapter 5 Formatting Text

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.

7 Click OK.

To close the dialog box without putting the changes you made into
effect, click the Cancel button.

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.

Note Bullets use the Windings font under Windows and the Zapf Dingbats
font under Mac OS — except the Black Circle bullet which uses the
current font.

» To select a standard bullet:

1 Choose Bullet from the Paragraph menu.
A hierarchical menu is then displayed.

Copy Ruler Ctil+Shift+C
Faste FEuler [EtsE it

Nore
- B [lack Square
v Align Left O wihite Square
Align Center * Black Circle
Align Right @ white Circle
Full Justification # Diamonds
#+ Clubs
v Single Spaced v Other...
1.5 Line Space T
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...
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The Select Special Character dialog box is then displayed:

@Selecl Special Character. .. [ %]
|i!"#$%&'()*+,-.IDI23456?89:;<=>?
@& B|C|DIE|F|G|H|I|J|K|LMN|OP|Q|R|S|T VW TIZ|[|v|1]|" _
“la|blc|d|e|f|lg h|i|j|k|]l|mn|jo|p|g|r|s|t|n|v|w|x|¥v|z|[{|]|]|}| ~|0O
elo|,|fl.|..|t]t] |%/5|<|Elo|Zlo|o o | —| ||| e|D|2|T
il | Bl |E L8]0 e -|® ||| p|Tl- IR
A b A AA|L(E|CIEEEE|T|T|T][IP|N|O[O|G[O|0]«|@|U|U|0|d|¥|p 5
4|48 |d|d @ g8 688|111 G |d |+ |w|0|d|d|d|F|b|F

Ascii code: I 32 Fant: :
Eancell ()8 I

3 Select the character you want to use as a bullet.
OR
Enter its ASCII code in the text box.

4 Click OK.

The bullet is then displayed at the beginning of the paragraph and will
remain as a paragraph setting.

Setting Paragraph Using the Paragraph dialog box you can define various formats for a
Formats Using the paragraph:

Paragraph Dialog

Box

= The left and right margins
s The first line indent

s The bullet character

= The line spacing

= The alignment.
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The Paragraph dialog box is displayed by selecting Paragraph... from
the Format menu.

@ Paragraph... 1]
-.‘,_ v Indentation Format
]@ Left: ID ™ Alignment: lm Diefault I
it IU'U cm [ Bullet lh Moane I
Fistine W IV Line Spacing |1— Flevert I

Thisis a paragraph sample. This is a patagraph sample. This is a paragraph sample Thisisa
paragraph sample. Thiz iz a paragraph sample.

Cancel I 0k I

The Paragraph dialog box is divided into three main areas.

= The Indentation area
This area is where you can set the values for the margins and the first
line indent.

[+ Indertation

Left: ID—
Right [foem
First lire: W

= The Format area
This area is where you can set the alignment, the bullets and the line

spacing.
Format
W aligrmert; Im
¥ Bullet Inone vl
W Line Spacing |1—

s The preview area
This area is the area where the preview of the current properties you
selected is displayed. Each time you modify the settings of the dialog
box, the preview is updated.

Thiziza paragraph sample. Thizis a paragraph sample. Thiz iz a paragraph sample.
Thizisa paragraph sample. Thizis a paragraph sample.
Thiz iz a paragraph sample. Thiz iz & paragraph sample. Thiz iz a patagraph sample.
Thiziza paragraph sample. Thiz iz a paragraph sample.
Thizisa paragraph sample. Thizis a paragraph sample. This is a paragraph sample.
Thiz iz a paragraph sample. Thiz iz a paragraph sample.
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The Paragraph dialog box also includes five buttons:

The Cancel button closes the paragraph dialog box 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 formatting back to the
default values set for the current style sheet (if any).

The None button removes any formatting applied to the paragraph.

The Revert button reverts the formatting options to their initial values.

To set the margins in the Paragraph dialog box:

Check the Indentation check box.
This activates the spaces for entering values for the indents.

Enter the values for setting 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.

Select the setting you want to use from the Alignment drop-down
menu.
To select a bullet:

Check the Bullet check box.
Once it is checked, it activates the Bullet drop-down menu.

Select the setting you want to use from the Bullet drop-down menu.
If you choose the Other... item, the Select Special Character dialog box
is then displayed. For more information on how to use this dialog box,
refer to “Setting Bullets” on page 122.

To set the line spacing:

Check the Line Spacing check box.
When the check box is checked, it activates the entry area.

Enter the line spacing value you want to use.
This number must be expressed in number of lines.
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Setting Colors

Setting a Color
for a Character

4D Write allows you to assign colors to the text and to its style
attributes separately. 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:

Text characters
Background of the text
Strikethrough line
Underline line
Shadow effect

Border background

Border line

To set a color for the current selection of characters:

Select Text in the Colors menu.
A hierarchical menu is then displayed.

=
o I Bl
Back [ Fed
Strike Out [ Orange
Underling [ el
Shadow ™ Green
Borders Back = Blue
Borders Line I tialet
[ white
[ Light Grey
[ Medium Grey
I O ark Girey
[ Other...

3
.3
L3
.3
3
3

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 on how to define a custom color, refer to
“Setting a Custom Color on Windows” on page 128 or to “Changing
Several Text Attributes at Once” on page 133, depending on the
platform you are currently using.
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Setting a Color for a To set a color for a style effect applied to the current selection of

Style Effect

characters:

1 Select the style effect in the Colors menu.

The corresponding hierarchical menu is then displayed.

v Mone v Autamatic v Automatic [ Light Grey v Haone v Il Black
[ white B ek . Elck v E s Bre ] white E E,e:nge
1 Red B Aed I Fed Dater [ Red ] vellow
[ Orange [ Orange [ Orange [ Diange I Gireen
[ Yellow [ vellow [ ¥ellow [ ellow = Blue
[ Green [ Green [ Green [ Green B viclet
[ Blue [ Blus = Blue [ Blue I'white
[ Winlet I winlet B vialet [ violet 1 Light Girey
[ Light Grey [Jwhite [ white [ Light Grey 1 Medium Grew
[ Medium Grey [ Light Grey [ Light Grey 1 Medium Grey I Dk Girey
[ Dark Grey [ Medium Grey [ Medium Grey [ Dark Girey ] Gither
I Elack I Dtk Grey [ Daik 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.

Selecting this item will assign the color that is currently selected for the

text.

e 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, see the following paragraphs.
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Setting a Custom Color After you choose Other... from the Colors submenu, the Apple color

on Mac OS picker dialog box appears, enabling you to create a custom color.
OO Colors =]
List of color charts ——() & Hp &= ™
Q | _|__ New color
Color wheel

Setting a Custom Color
on Windows

Basic colors

Custom colors
palette

Brightness selector

Caane) @56
A

—(H EEN .

The Apple color picker dialog box will vary according to the Mac OS
version that you are using and the color chart selected. For more
information, refer to the Mac OS documentation.

Once you have chosen the color, click OK to apply it to the selection.

After you choose Other... from the Colors submenu, the expanded
Color dialog box appears, enabling you to select a basic or custom

color. Click on the Define Custom Colors button
palette.

to display the color

B asic: colors:

[
[ ..
NN ..
ENEEEENN
EEEEEENEN
_ L h B 0 Il I

Custom colors:

4
Hue: Fed: EI
Sat: Green: EI
ColoSold | [0 | Ble:[D |

EEEEEEN

Define Custarn Colars »»

= Brightness

L Color matrix

Add to Custom Colors

[

]
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For more information about this dialog box, refer to the Windows
documentation.

Once you have created a new color, click on the Add to Custom Colors
button to insert it in the custom colors palette. To apply the new color
to 4D Write, select it in the custom colors palette and click on OK.

Showing Invisible You can display the characters that show where the Tab, Return (or
Formatting Enter), spaces, hyphens, page breaks and column breaks (in Page mode)
Characters are located. Ordinarily, these characters are invisible.

» To show invisible formatting characters:

s Choose Invisible Characters from the 4D Write View menu.
The invisible characters appear:

D Untitled

 File Edit Wiew Insert Style Colors Paragraph  Format  Tools

¢ K € vo(1o om@m v

¥ |TimesNewRoman ¥ (12 v B 7 0O
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; Code Ttem Supplier + Price + Discount ~ Page
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Jri01s Japanese Maple = Smith 2533 i 38
-
| >
Page 1 11 Line 23, Col 1 UM

4D Write User Reference Manual 129



Chapter 5 Formatting Text

The following table describes each formatting character.

Character |Description

- Indicates a tab

| Indicates a hard carriage return
Indicates a space

Indicates a soft hyphen
Indicates a page break
Indicates a column break

Copying Paragraph You can copy paragraph settings and apply them to other paragraphs

Formatting 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.

The following paragraph format settings are copied. These settings are
shown in the 4D Write formatting Ruler.

=  Margins and first line indent

= Alignment

= Line spacing

= Tabs

= Borders

= Background colors

» To copy paragraph formatting:
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.
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Changing Text Attributes

Changing the Font

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 under Windows or New York under 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.

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.
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tarial Alternative
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arial Black
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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.
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Changing Text Size

Note

Changing Text Style

Note

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.

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.

You can enter a value directly into the value box if you want to assign a
size that is not available in the list. The value must range from 1 to
255.

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 use the
respective icons located in the Style toolbar.

132 4D Write User Reference Manual



Changing Text Attributes

Changing Several
Text Attributes at
Once

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.

» To change several text attributes in the Character dialog box:
1 Select Character... from the 4D Write Format menu.
The Character dialog box appears.
@Ehalaclel,,, x|
Current font and font size = Font ~Size: - Underine
™~ |Times Mew Rdwman
L I“ Underline d
T [Script ;I
. Swpdnie i~ Colors
Font list gﬁmlgzl Test Back Shadow
Syntax Black
it natlack [ [F]
1;?.:;:6 Underline Strikethraugh
_ | |
[ Attributes
Sty'e attributes I Bold I Superscript The quick brown fox juaps over the lazy
I Italic I Subscript og.
I Shadow I~ Small Capitals
I Strikethrough I~ Capials
Underline status
Default I Unknowin I Revert Cancel | 0K I
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 area.

To change the color for either the text or the style effects selected,
choose the color from the Colors picture menus.
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Note

Single underline
Word underline
Double underine

Hatched underline

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 area or select a size
in the Size list.

Select the check boxes for the style attributes you want.

Styles include Bold, Italic, Shadow, Strikethrough, Superscript, and
Subscript. You can also select the character case using the Capitals and
Small Capitals check boxes.

= 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 certain characters in your selection, the Bold check
box will appear in grey. Leaving that check box in gray will leave
the Bold attribute untouched.

= Clicking a third time will deselect it. When a checkbox is dese-
lected, the attribute will be removed from the selection if it was
applied; otherwise, it will just be ignored.

Some attributes cannot be selected concurrently. For example, you
can'’t select both the Small Capitals and Capitals attributes.

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 individual words, Double
underline to display two lines under the selection or Hatched
underline to display a dotted underline.

To validate the attributes you set, click OK.

To return to the original text attributes and start over, click on 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 remove all
the attributes for the current text selection, click the Unknown button.
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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 the available style sheets for the
document. You use this menu to apply existing style sheets to the text
in your document.

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 the paragraph “Saving a
Document as a Template” on page 76.

When copying text, 4D Write includes the style sheets present in the
selection. When pasting, 4D Write checks that each style sheet exists
in the destination document. If the style sheet does not exist, it is
created; if the style sheet exists and its properties are identical, it will
be used. However, if the style sheet exists but its properties are
different, it is used but the text keeps its original appearance. To use
the style sheet properties of the destination document, it will be
necessary to re-apply them.
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Defining a Custom
Style Sheet

» To define a new custom style sheet:

1 Choose Style Sheets... from the Format menu.

|zi| Style Sheets... =]
r o Syl Preview I Descript\onl

L

-

Mew...

Edi... I
Delete I
Impart... I

Ih i + pasa gaghs smpk . The & apusaqph cample, TH & 2 pragaphramph. Th & 4

pasgmaphangly. Thé i & pam gmaghsamph . Apply I

LI Cloze I

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.

2 Click the New... button to create a new style sheet.
The following New Style Sheet dialog box is displayed.

@New Style Sheet.._ 'x]
= % Empty
,9' ' Using curnent text properties

% Using a copy of style sheet: I vl
Cancel | Create I

This dialog box 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.

3 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 to the right of the radio buttons.
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4 Click the Create button.

Note

3 bo Characters

The following dialog box is then displayed:
|| Edit Style Sheet...

Mame: Shartcut:

[Uniitled 1 |
IAppI\es ta Paragraphs ;I I~ Set Tabs

%

&

Character.. | Baorders... | Paragiaph.. | TEtss

Preview I Deseription |

This is a paragraph sample . This isa paragraph sample. This is a paragraph sample. This is a
patagraph sampe. Thisisa pangraph sawple .

None I Revert I Cancel I 0K I

If you chose a starting point that uses preset properties this dialog box
displays them accordingly.

In this dialog box 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.

I amne:
[Untited

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-Shift keys on Mac OS and Ctrl-Shift under 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
paragraphs or to characters.

If you choose Applies to Characters, the Borders, Paragraph and Tabs
buttons become disabled.
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8

10

11

12

Click the Character button to set the character properties.

For more information on how to set character attributes, refer to
“Changing Several Text Attributes at Once” on page 133.

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 on how to set border attributes, refer to “Setting
Borders for a Paragraph” on page 143.

Click the Paragraph button to set the paragraph properties of the
style sheet.

For more information on how to set paragraph attributes, refer to
“Setting Paragraph Formats Using the Paragraph Dialog Box” on
page 123.

Click the Tabs button to set the tab properties of the style sheet.
OR

Deselect the Set Tabs check box if you do not want to set tab
properties.

For more information on how to set tab properties, refer to “Setting
Tabs” on page 118.

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.

Click the OK button to create the style sheet.

OR

Click the None button to reset all the settings to zero and start over.
OR

Click the Revert button to go back to the original settings.

OR

Click the Cancel button to cancel all the settings and go back to the
Style Sheets dialog box.
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Once you click OK, the style sheet is automatically saved and the Style
Sheets dialog box is displayed again.

|| Style Sheets...

Preview I Description|
New...

Edit...
Delete
Impoit...
Th i & paza gaphs smpk. Th ¥ apaagph rampli, 11 3 o prragmaphramph. I 3 o

pasgpheampla. Th i o pamgraphe ampk. Apply

- e |

13 Click the Close button.
This style sheet can then be selected from the Style sheet drop-down
list.

: File Edit wiew Insert Stwle Colors Paragraph  Format  Tools

Na® BR& X H&E o |E|EJ © @ [ «

‘[ Marmal “ |Times HewRoman % |12 ¥ |B|1 o

“INew Style Sheet (Chrl+13
ntitled 2 I N U D
-1

Modifying a Style
Sheet

» To modify an existing style sheet:

1 Choose Style Sheets... from the Format menu.

|zi| Style Sheets... =]

=, Styles: Preview |Description|
Hormal = Mew...

) Hew Stule Shest
Edit.. |
Delete |
Import.. I
Thi s a paragaghs ampi This & apasa rgh samgln, 15 § + pragapheamyh. T & o

pasgaphangle. T i & pan magh s amph . Apply I

- e ]
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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.

Click the Edit... button.
The Edit Style Sheet dialog box is then displayed.

The preview area as well as the style sheet settings reflect the current
settings of the selected style sheet.

@Edil Style Sheet x|

Mame: Shartcut:
[2Hear, |

|Applies to Paragraphs LI I~ SetTabs

=

&

Character... | Borders... | Paragraph... | Tiatss, |

Preview I Description |

Thisis a paragraph saraple . This isa paragraph sarple. This is a paragraph saraple. This is a
pamgraph sample. This isa pamgraph sample.

Mone | Rewvert I Cancel I 0K I

4 Modify any style sheet attribute, according to your needs.

For more information on the Edit Style Sheet dialog box, refer to
“Defining a Custom Style Sheet” on page 136.

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.

Click the OK button to validate the modifications of the style sheet.
OR

Click the None button to reset all the settings to zero and start over.
OR

Click the Revert button to go back to the original settings.

OR

Click the Cancel button to cancel all the settings and go back to the
Style Sheets dialog box.
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Saving and Loading
Style Sheets

Once you click OK, the style sheet is automatically modified and the
Style Sheets dialog box is displayed again.
Click the Close button.

If the style sheet was already applied in the document, the following
dialog box appears:

|z Style Sheet Modifications...

Thiz style sheet iz already uzed in the document
D = Apply style sheet modifications
] ' Leave document unchanged

= Apply style sheet modifications will dynamically apply all modifica-
tions anywhere the style sheet was used.

= Leave document unchanged will apply modifications only when
the style sheet is used subsequently.

Style sheets created in the Style Sheets dialog box 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 box 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.

The style sheets are loaded into the document. After the style sheets
are loaded, they immediately become available to the document.

Imported style sheets are added to existing style sheets. You can import
style sheets with the same names as existing ones.

Click the Close button.
The Style Sheets dialog box closes.
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Applying Custom
Style Sheets

Applying a Character
Style Sheet

Applying a Paragraph
Style Sheet

To apply a character style sheet to text:
Select the text to which you want to apply the style sheet.

Choose the character style sheet from the Style Sheet drop-down list
in the Style toolbar.

© File Edit View Insert Style Colors Paragraph Format Tools

Mo R X HSE€ v a0 o @ [ v

[ Mormal v |TimesNewRoman % (12 % B4 U

" INew Style Shesk (Chrl+1) |
nkitled I N N Y D
-

OR
Use the shortcut (if any) associated with the style sheet.
The text is given the attributes of the selected style sheet.

To apply a paragraph style sheet to a paragraph or a selection of

paragraphs:

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.

Choose the paragraph style sheet from the Style Sheet drop-down list
in the Style toolbar.

OR

Use the shortcut (if any) associated with the style sheet.

The paragraph is then given the attributes of the selected paragraph
style sheet.
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Applying a Style
Throughout a
Document

Deleting a 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 box 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 it 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 box 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.

Setting Borders for a Paragraph

The Borders Dialog
Box

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
sheet.

The Borders dialog box is where borders are set. This dialog box 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.
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When you click the Borders... button in the Edit Style Sheet dialog
box, or when you select Borders... from the Format menu, the Borders

dialog box is displayed:
@ Borders. _. x]
. i~ Barders i~ Frame style
h C o |

—
——
I Lett Right —
e ——

[~ Bottam IF Default |

f _ More |

I Al I~ Bebwesn paragraphs [ ——— o
¥ Fram Text: |U:1 Rewvert I

Cancel I ok I

This dialog box consists of three main areas:

s The Borders area:

 Borders

I Top

[ Left Right [
™ Bottom

& ™ Betweenp

[ From Test: ID,2

This area is where borders can be selected. It consists of 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
set for

these check boxes are selected, the corresponding border is
the paragraph. When they are grayed, it means that the cor-

responding border is not selected for each paragraph that belongs to
the current selection. In this case, leaving the check box untouched
will leave the setting for that border untouched.

s The All check box

When this check box is selected, it selects the Left, Top, Right and
Bottom check boxes and the corresponding borders.
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= 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.

s The Frame style area:

~ Frame style

This area is where the frame of the borders can be selected. Clicking on
the frame type will assign it to the borders.

s The Colors area:

Colors

Lines Back

This area is where the colors for the border lines and the border
background will be selected.

Lines picture menu Back picture menu

Note The last option will display your system Custom color palette.
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The color selected in the Lines picture menu will apply to the line of
the borders. The color selected in the Back picture menu will apply to
the background of the borders.

© File Edit ‘“iew Insert Style Colors Paragraph  Formak  Tools

Na® e & 8|« T @@ | v

Mormal ¥ | Times HNew Roman v |14 &~ B|S U
FEEl=-1E
=}
. [ . 1 2o 3 4 & i 7 g O I 10 1" 12 13 14 15 1
Line color =
Background Sales Report
color

The Borders dialog box also includes five buttons:

= The Cancel button
This button closes the Borders dialog box. If the Borders dialog box was
called from another dialog box (Edit Style Sheet, Find or Replace),
clicking on the Cancel button brings back the dialog box from which it
was called.

= The OK button
This button closes the Borders dialog box and validates its contents. If
the Borders dialog box was called from another dialog (Edit Style Sheet,
Find or Replace), clicking on the OK button brings back the dialog box
from which it was called.

= The Default button
This button assigns the default settings to the Borders dialog box.
Default settings are typically style sheet settings that were altered for
the selected paragraph before the Borders dialog box was opened.

= The None button
This button resets all the settings back to zero in the Borders dialog
box. Clicking on the None button deselects any borders, frame styles
or colors.

= The Revert button
This button assigns the original settings back to the Borders dialog box.
The original settings are the settings that were first displayed when you
opened the Borders dialog box.
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» To define and apply a border setting to a paragraph or a selection of
paragraphs:

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 box is then displayed:

@ Borders__. %]
X - Borders ~ Frame style Colors
— Iil
— —
Back
[ Left Right [~ W
—_—
[~ Bottam IF Default |
—— N N
[ Al [~ EBetween paragraphs e ——— one.
¥ From Test: |[F] Revert

Cancel I OF. I

3 Select the borders by clicking on the corresponding check boxes.

For more information about the meaning of these check boxes, refer to
“The Borders Dialog Box” on page 143.

4 Select the frame type by clicking on the frame in the Frame style area.

5 Select the colors you want to use for lines and backgrounds in the
Colors area.

6 Click OK to validate the modifications you just made.
OR

Click the None button to reset all the settings to zero and start over.
OR

Click the Revert button to go back to the original settings.

OR

Click the Default button to go back to the default style sheet settings.
OR

Click the Cancel button to cancel all the settings and go back to the
Style Sheets dialog box.
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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 Table Wizard is displayed by selecting Table Wizard... in
the Tools menu.

Table Wizard...

Spelling... F?
Document: Information, ..
Document Statistics.,.

Compute References Mow  Chrl+K
Freeze Document

Draft Mode

The Table Wizard appears as follows:

|=i| Table Wizard._. X]

Ternplate: | Columns | Rows|

Chaose a template and a general style for the
I table

Table Type:

- Size

Fows: 5 Columns: 4

[~ Text Format

Fort: ITimes New Roman =l
S [ 5 =
I ore:

¥ Wertical separatar

Cancel I Ok I

148 4D Write User Reference Manual



Managing Tables

The Template Page

The Table Wizard mainly consist of three pages and a preview area:

The Template page
This page is where 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 where you can define column widths, and assign
automatic values as well as custom text formats.

The Rows page

The Rows page is where you can select the line spacing between rows,
select predefined values for the first and last rows, and 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.

The Template page is the default page on which the table wizard
opens:

Template |

Chaoose a template and a general style for the
“ table

Table Type:

- Size
Rows 5 Columns: 4

i~ Text Fomat

Forit: ITimss Mew Roman =]
Size: E] -
More,

W “ertical separatar

This page consists of three elements:

= The Table Type drop-down list:

| -

Professional Blue
Professional Grey

Professional Beige
Professional Green
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Selecting an item from this list will apply the corresponding template
to the table you are creating.

s The Size area:

Size
"Hows: | 5 Columns: | 4

This is where you set the number of rows and columns for the table
you are creating, by respectively entering these numbers in the Rows
and Columns boxes.

You are allowed to create up to 500 rows and 100 columns.

s The Text Format area:

Text Format

Font: IA'ifﬂ LI
Size: 12 =

More... |
¥ Vertical separator

This area is where 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 box
is displayed. For more information on how to use this dialog box, refer
to the section “To change several text attributes in the Character dialog
box:” on page 133.
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The Columns Page The Columns page is where you define the format and automatic
contents for columns:

Calumns |

@Customize the style of the columnz
I J
Siyle o TN E————
-~ Walues
&) None
i Predefined: 123 -
Start Yalue: | 1
4D Field: | I
ek | it |
0 records selected
— Format
Aligrmnert: Left -
I~ FinedWidth: |4,D o
Text Format... |

This page consists of three main interface elements:

= The Style for drop-down list:

Style far:

This list allows you to select the column where the settings in the
Columns page will be applied. 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.

s The Values area:

~ Walues
s None
I Predefined:  [1.2.3 -
Start Value: |—1
CaFed [ ]

o i

0 records selected

The Values area is where you select predefined values for the current
column.
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A radio button offers you three choices:

None
If you select this choice, no predefined value will be used for the
current column.

Predefined

This can be used to fill the selected column with values that are
incremented automatically by 4D Write. If you select this choice,
the Start Value area is activated. You can select a predefined value
type from the drop-down list, then set the value with which the
sequence must start. The sequences of predefined values are the fol-
lowing:

¢ 1,2, 3, for standard numbering,

®a, b, cor A, B, Cfor “alphabetical numbering”,

e i, ii, iii or I, II, Il for Roman numbering,

¢ Monday, Tuesday for days,

e January, February for months.

For more information on selecting a predefined value, refer to
“Inserting a Predefined Value as an Automatic Column Value” on
page 159.

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 on selecting a field as a column value, refer to
“Inserting a 4D Field as an Automatic Column Value” on page 156.

» The Format area:

Format

Alignment: ||-3ft - l
[ Fised Width: |4,D om

Text Format... I

This is the area where you select the format and alignment of the text
that will be entered in the column. When selected, it overrides the
format defined on 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.
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» 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.

s The Text Format button
Clicking on this button opens the normal Character formatting dia-
log box, so that you can choose character formatting for the con-
tents of the column. For more information about how to use the
Character formatting dialog box, refer to the section “To change
several text attributes in the Character dialog box:” on page 133.

The Rows Page The Rows page is where you define the style, color and automatic
contents for rows:

Rows I

gCuslumiza the style of the ows
I s

Style for:
~ Walues
& None
C Predefined: Iﬁ
Start Walue: | 1

 Colarz

Row Back

[]
~ Fomat

Line Spacing: |1

I Leave Empty

Text Format... | Borders... |

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 on 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.
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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
TOW.

Last Row
The chosen settings will only apply to the last row.

= The Values area:

Values
& Mone

C Predefined;  |1.2.3 -

Start Y alue: | 1

The Values area is where 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,

®a, b, corA, B, Cfor “alphabetical numbering”,

e i, ii, iii or I, I, III for roman numbering,

* Monday, Tuesday for days,

e January, February for months.

For more information on selecting a predefined value, refer to
“Inserting a Predefined Value as an Automatic Row Value” on

page 159.
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s The Colors area:

Colors

Line Back

L]

The Colors area is where you can select a color separately for the lines
and background of the current type of rows.

s The Format area:

Format
Line Spacing: I‘I

[ Leave Empty

Text Format.. | Barders... I

This area is where you select the format and alignment of the text that
will be entered in the row. When selected, it overrides the format
defined on 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 where 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 box. For more
information on how to use the Character dialog box, refer to the
section “To change several text attributes in the Character dialog
box:” on page 133.

The Borders button

Clicking on this button calls the Borders dialog box. For more infor-
mation on how to use the Borders dialog box, refer to “The Borders
Dialog Box” on page 143.
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Setting Predefined
Values

Inserting a 4D Field as an
Automatic Column Value

>
1

4D Write allows you to set automatic values in your tables. There are
two types of automatic values:

4D fields and 4D formulas,
Predefined values such as automatic numbering, months, days.

4D Write allows you to insert 4D fields or formulas in columns only
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 .
The Insert 4D Expression dialog box is then displayed:

4D Insert 4D Expression E|
Field | Expreszion Farmat
2-[5] Albums
- A )
i A Musician
i M Format -
H Qaoan

i A Music Categary
i-3% vear Recarded
i 5] Date Purchased
-2 Purchase Price
B nMotes

i A Performed By
E- 5] Customers

[ Canhcel ] [ 0K |
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On the Field page, you can select the field that will be inserted. In the
Format area, you can select one of the predefined display formats or
define a specific display format. For more information on display
formats, please refer to the 4™ Dimension User Reference manual. For
more information on how to use the Insert 4D Expression dialog box,
refer to “Referencing 4D Fields and Expressions” on page 185.

6 Expand the hierarchical list of the table that contains the field you
want to insert.

7 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.

@ A0 Field: [[Table 1]Fieldz |

[ Find... ] [ Sort... ]

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.

8 If you want to select specific records, click the Find... button.
The Query editor is then displayed:
uen

- Query Editar

% =

Auvailable Fields: Comparizans:
Related Tables

5
iz not equal ta
is greater than

iz greater than ar equal to
is less than

iz less than o equal to
contains

does not contain

lu led

Walue

And I Or IExceplI Clear &l | Delline | Inzert Line | Add Line |

Cancel I Query in selection | Query |

Edit the query as you would in 4D. For more information on queries,
please refer to the 4" Dimension User Reference manual.
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10

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 box is then displayed:

@ Resize Anayp... x|

The new zelection doesn't fit in the aray.
D Do pou want ta resize the aray ?
[ ]

e e Fresize |

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 with
the number of rows modified to match the number of records.

If you want to modify the sort order, click the Sort... button.
The 4D Order by dialog box is then displayed:

e 7 Drdered by Fields/Farmulas
:‘\’3 =]
019 Field4
4 Fields
=]
=l
|
|
= AddFormula.. | FAEE |
Cancel I Order by I

You can then define the sort order. For more information about
defining the sort order, please refer to the 4™ Dimension User Reference
manual. Once the sort is defined, it is used to set the sequence of
values in the table.

Once you are done defining your selection and sorting it, you are
finished with the insertion of 4D fields as values.

You can then continue with the creation of the table.
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Inserting a Predefined
Value as an Automatic
Column Value

Inserting a Predefined
Value as an Automatic
Row Value

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.

4 Choose irrdsired: in the Values area.

Select the type of predefined value from the Values drop-down list.

For more information on the options you can select, refer to “The
Columns Page” on page 151.

Select the Start Value.

The Start Value is always a number but it will apply to any kind of
selected value. For example, if you enter 2 as a start 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.
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Creating a Table

3

In the Style for drop-down list, select the row type in which you want
the predefined values to appear.

For more information on the Style for drop-down list, refer to “The
Rows Page” on page 153.

4 Choose rirzdsired: in the Values area.

Select the type of predefined value from the Values drop-down list.

For more information on the options you can select, please refer to
“The Rows Page” on page 153.

Select the Start Value.

The Start Value is always a number but it will apply to any kind of
selected value. For example, if you enter 2 as a start value and select the
month value, the first value displayed 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 check that the element to be
entered in the table will fit in the columns. Since 4D Write does not
manage the concept of cells, you must make sure that the columns are
large enough to contain the data.

To create a table:

Select Table Wizard... from the Tools menu.
The Table Wizard is then displayed.

On the Template page, select the template by selecting it from the
Table Type drop-down menu:

Classic Horizontal
Classic Yertical
Professional Elue
Frofessional Grey
Frofessional Beige
Professional Green
Simple - 1

Simple - 2

‘web Horizontal
‘web Yertical
Cornpact Horizontal
Cornpact Yertical
Nurneric - 1
Numeric - 2
Numeric - 3
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11

12

13

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 on the effect of the character options, refer to
“The Template Page” on page 149.

Click on the Columns 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.

For the current column, you can either set predefined values or a 4D
field as automatic values.

For more information on inserting a 4D field as an automatic column
value, refer to “Inserting a 4D Field as an Automatic Column Value” on
page 156. For more information on inserting a predefined value as an
automatic column value, refer to “Inserting a Predefined Value as an
Automatic Column Value” on page 159.

In the Format area, set the alignment, format and width of the current
column.

For more information on the options of the Format area, refer to “The
Columns Page” on page 151.

Repeat steps 6 through 8 for each column you want to set.

Click on the Rows tab control to set the row 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 on the types of row you can select, refer to “The
Rows Page” on page 153.

For the current type of row, you can set predefined values as
automatic values.

For more information on inserting a predefined value as an automatic
row value, refer to “Inserting a Predefined Value as an Automatic Row
Value” on page 159.

In the Format area, set the border, formats and line spacing of the
current row.

For more information on the options of the Format area, refer to “The
Rows Page” on page 153.
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14

15
16

Note

Using the Back and Row picture menus, select a color for the line and
for the background of the selected type of rows.

Repeat steps 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.

Managing Columns

Note

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 left-most
column to the right-most 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.
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The Columns Dialog The Columns dialog box is where you define the column settings for
Box the current document. The Columns dialog box is displayed by
selecting Columns... from the Format menu:

|| Columns. .. x|

-y « [ Calumnrs

].\J Humber:

‘width:

Spacing: I

[~ Wertical separator

[

Cancel | 0k I

It consists of two main areas:

= The Columns area
This area is where you can define the number of columns, their width
and the space between them.

The Columns 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 column 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.
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Setting Columns for
a Document

= 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.

To define columns in a 4D Write document:

Select Columns... from the Format menu.

The Columns dialog box is then displayed:

|ai] Columns... X]

— Calumnz

]:KJ Humber:

uidth:

Spacing: |

I~ Weitical separator

—

Cancel | 0K I

Choose the number of columns from the Number drop-down list.
The preview area is modified accordingly.
Enter the value for the column width in the Width area.

OR
Enter the value for the space between columns in the Spacing area.

Setting only one of these two values lets 4D Write assign a
complementary value to the other one.

Click the OK button.

The 4D Write document is modified according to the column settings.
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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.

Lz Xtz Ife s gl e e o]l ([T cazad) (A e a7 a8

2 Place the mouse cursor over the column limit.
The cursor becomes a double-sided arrow.

3 Drag the limit of the column to its new location.
The column is then modified accordingly.

Modifying the
Column Settings
» To modify the column settings of a 4D Write document:

1 Select Columns... from the Format menu.
The Columns dialog box is then displayed:

@ Columns...

-y « [ Calumns

],\J Number:

‘width: |-’1,? cm
Spacing: I'I JOem

™ Yertical separator

Cancel I oK I

Its contents reflect the current settings.

2 Choose the settings you want to modify.
You can modify any parameter from the number of columns to their
size. For more information on the options you can set, refer to “The
Columns Dialog Box” on page 163.

3 Enter the value for the column width in the Width area.
OR
Enter the value for the space between columns in the Spacing area.
Setting only one of these two values lets 4D Write assign a
complementary value to the other one.
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4

Note

Managing Column

Breaks

Note

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.

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. In Normal view mode, column breaks are
always displayed. 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 view 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:

Click just after the column break, i.e. at the top of the following
column.

Press Backspace.
OR:
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1 Click just before the column break, i.e. at the end of the previous
paragraph.

2 Press Delete.
The column break is deleted.

Creating a Page Break

4D Write manages page breaks itself when necessary. However, you can
also set page breaks manually. Specifying where a page break occurs
can improve the appearance and layout of a document.

» 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 view mode (and in Page view mode when invisible
characters are displayed), a dotted horizontal gray line marks the page
break.

In the Page view mode, a new page is created as shown.

|| Untitled1 [_[O[x]
|l File Edt View Inseit Style Colors Paragiaph Fomat Tools

| Disl®| Blel & S0l =l xla| s)o]

| frems = e = fz = »lefu]

El ‘ 21 ' L L T AR S L B S S S ' SR L USRI S I b SN | I CoATe 18 | 3

[The page break is inserted after this paragraph

(K7 -
[Pagez 272 [Line 2, Cal 1 NUM [E5P5 |

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 Click just after the page break to be removed, i.e. at the top of the
next page.

2 Press Backspace.
OR:

1 Click just before the page break to be removed, i.e. at the end of the
previous paragraph.

2 Press Delete.
The page break is deleted.
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6 Working with Pictures

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 or delete
the picture.

This chapter describes the 4D Write built-in features for managing
pictures:

Inserting a picture,

Resizing a picture,

Moving a picture,

Hiding and displaying a picture,

Deleting a picture.

Inserting a Picture

To insert a picture into a 4D Write document you have two
possibilities:

1 Copy a picture from the Clipboard and then paste it into the 4D Write
document using standard commands.

4D Write allows you to paste pictures that are in the following formats:
PICT, Bitmap (BMP), and EMF (Windows only).

OR:

2 Insert a 4D picture type expression (field or picture variable).

For more information on inserting 4D expressions, please refer to the
chapter “Using Dynamic References” on page 181.
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Inserting a Picturein When you insert a picture in a 4D Write document you have two
the Text or in the different methods of inserting the picture: you can paste the picture in
Page the text flow or in the page. The Paste Picture dialog box appears:

{7 paste Picture...

Mode

; i (%) Paste Ficture in Text flow
.
— () Paste Picture in Page

Place Picture

[ Cancel ] [ K |

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. The picture is controlled by the same page settings
(such as margins, etc.) as the paragraph into which it is inserted.

= Paste Picture in Page
Choosing this mode will anchor the picture to the page, at a set
location. You can thus manage it separately from the document
paragraphs.
The picture is inserted as a background graphics. It is not anchored
with respect to the text on the page.

When this option is checked, you can set additional parameters
concerning the placement of the picture. Part of these parameters
depend on the configuration of the document set in the Preferences
(for more information about this, refer to the section “Setting
Preferences” on page 78).

170 4D Write User Reference Manual



Inserting a Picture

Here are the different placement options in accordance with the
preferences chosen:

Preferences Placement options

Headers and footers () Paste Picture in Page

[] Different on first page Place Picture
[] Different on left and right pages .
() in current page

()in all pages
[]Eehind Text

Headers and footers (%) Paste Picture in Page

Different on first page
[] Different on left and right pages

Place Picture

(2) in curent page
() in all pages [except page one)

[[] Behind Text

Headers and footers (%) Paste Picture in Page

Different aon first page
Different an left and right pages

Place Picture

() in current page

() in right pages [except page one)
() in left pages [sxcept page one)
[]Behind Text

Headers and foaters (®) Paste Picture in Page

[] Different on first page
Different on left and right pages

Place Picture

N LV

(&) in current page
() inright pages
() inleft pages
[[]Behind Text

= in current page
The picture only appears in the current page.
If, for example, you paste the picture on page 4 and, later on, the

document has only 2 pages, the picture will no longer appear.
This option is available regardless of the document configuration.

= in all pages
The picture appears on each page of the document. This option is
available when neither of the options concerning the document
configuration is checked.
OR

= in all pages (except page one)
This option is available when only the Different on first page property is
checked. The picture will appear on each page of the document except
the first one. If you want to insert the picture on the first page, go to
this page and paste the picture using the “in current page” option.
OR
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Note

Modifying Picture
Properties

in right pages (except page one)

This option is available when both the Different on first page and
Different on left and right pages properties are checked. The picture will
appear on each right-hand page of the document, except for the first
page (if it is a right page). If you want to insert the picture on the first
page, go to this page and paste the picture using the “in current page”
option.

OR

in right pages

This option is available when only the Different on left and right pages
property is checked. The picture will appear on each right-hand page
of the document.

in left pages (except page one)

This option is available when both the Different on first page and
Different on left and right pages properties are checked. The picture will
appear on each left-hand page of the document, except for the first
page (if it is a left page). If you want to insert the picture on the first
page, go to this page and paste the picture using the “in current page”
option.

OR

in left pages

This option is available when only the Different on left and right pages
property is checked. The picture will appear on each left-hand page of
the document.

Behind Text

The picture will be pasted in the background of the text, which means
that the text will appear over the picture. Otherwise, the picture will
cover the text. This option is available regardless of the document
configuration.

In the Normal view, if you choose to insert a picture into the page, the
picture is inserted and the page is automatically switched to the Page
view. A check mark will appear next to the Page mode in the View
menu.

You can modify the properties of pictures in a 4D Write document at
any time. These properties are related to position, dimensions and the
picture’s display mode. The available properties depend on the way the
picture was inserted (in the text flow or in the page) and the picture
type (static picture or picture type reference).
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» To modify a picture’s properties:

1

Double-click on the picture

Note If the picture is inserted in the page and behind the text, hold down the

Ctrl (Windows) or Command (Mac OS) key while double-clicking.

The Picture Properties... dialog box appears,.

2 Modify the properties of the picture

= The properties of the Position area (for pictures pasted in the page
only) are described in the section “Moving a Picture” on page 176.

= The properties of the Dimensions area are described in the follow-
ing paragraph.
= The properties of the Place Picture area (for pictures pasted in the

page only) are described in the section “Inserting a Picture in the
Text or in the Page” on page 170.

= The properties of the Reference and Display Mode areas are
described in the section “Picture Display Mode” on page 177.

Scaling a Picture

Resizing a Picture

Note

You can reduce or enlarge a picture pasted in 4D Write in either of the
following manners:

By entering values in the Picture Properties dialog box of the picture,
Manually, by pulling on the corners of the picture.
In addition, you can define resizing settings for inserted picture type

expressions.

To resize a picture by entering values:

Double-click the picture you want to resize.

If the picture is inserted in the page and behind the text, hold down the
Ctrl (Windows) or Command (Mac OS) key while double-clicking.
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The Picture Properties dialog box appears. The appearance of this
dialog box depends on whether the picture was inserted in the text or
in the page.

Picture in Text flow Picture in Page

E5)

<D Picture Properties. .. X “D Picture Properties...

Pasition Dimensirss
Left IE Widih: 73om
Top: T3om Height BED

Dimensions Reference ?‘\ Fa,
J\\' |

Width, 7.3 [ Fixed Size

Height: [ B.1cm Edit
[ Keep prapertions
[ Keep proportions Display Mode eaETE [ Relative
[ Relative Scaled to fit ([proporti.. % [ Fived Siea
Flace Ficture
Cancel | | 0K ] ®in page [ 71

Display Mode (in all pages

Scaled to fit [propartjefial] v

[]Behind Text

Resize options

2 Define your resize options.

= Keep proportions
When this option is selected, the “Width” and “Height” entry areas
are automatically linked to the original dimensions of the picture
(once it has been resized).
= Relative
When this box is checked, this option allows you to define the resiz-
ing of an object as a percentage (in relation to the original size of
the picture).
Otherwise, the dimensions of the picture must be defined in the
standard unit of the document.
3 Enter values in the “Width” and “Height” areas
If you have checked the Keep proportions option, you only need to
enter a value for one area.
4 Click OK.
4D Write automatically resizes the picture according to your selected
settings.

» To manually resize a picture:

1 Click the picture you want to resize.

Note 1f the picture is inserted in the page and behind the text, hold down the
Ctrl (Windows) or Command (Mac OS) key while double-clicking.
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Selection handles appear around the picture. The cursor becomes a
double-arrow cursor when you drag the mouse over one of the
selection handles.

2 Click on one of the selection handles and resize the picture by
dragging the mouse.
= Use any of the lateral selection handles to enlarge or stretch the pic-
ture.
= Use any of the corner selection handles to simultaneously resize
both dimensions.
Elg-l-1-|-2-|-
! . Corner selection handles
Lateral selection handles
. ", Cursor
Note If you wish to conserve the picture’s proportions while manually
resizing it, simply press the Shift key while moving a corner selection
handle.
Setting Reference The Fixed Size option in the Picture Properties dialog box lets you set
Sizes the size of inserted picture type expressions.
Picture in Text flow Picture in Page
4D Picture Properties... El “D Picture Properties... g\
b Dimensions Reference 3 g, [ Positon Dimersions
?m o~ T [ Fied e i]\ ol | Let 3 Wi Tiem
— Height T 1 om [ Edt — Top, 13em Height: 61cm
[ Keep prapaticns Dislay Hidde Refsarcs i
[ Relative Scaled [o fit [proporti.. % [ Fied Size
Edt. Place Pichue
Cancel [ 0K | ®in page 1
Display Mode (Cyin all pages

Size of the 4D reference

Scaled to fit [proportionall v

[]Behind Test

In fact, the size of pictures inserted by reference can vary from one
document to another.
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Note

= If the Fixed Size option is checked, the display rectangle will be
kept, once the expression has been calculated, regardless of the
dimensions of the new picture.

The resizing mode can also be defined in the “Display Mode” area (see
“Picture Display Mode” on page 177).

= If the Fixed Size option is not selected, the display rectangle will be
adjusted, once the expression has been calculated, to the new
dimensions of the picture.
The Edit... button allows you to display the expression selection dia-
log box.

Moving a Picture

Picture in Text Flow A picture located in the text flow of the document can only be moved

Picture in Page

Note

using the standard copy/paste functionalities or drag and drop, since it
is managed as a character. For more information on dragging and
dropping, refer to the section “Dragging and Dropping Text” on

page 91.

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.

To move a picture inserted in the page:

Click on the picture and drag it directly to the desired location using
the mouse.

OR

Double-click on the picture.

If the picture is inserted behind the text, hold down the Ctrl (Windows)
or Command (Mac OS) key while clicking/double-clicking.
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The Picture Properties dialog box appears.

D Picture Properties... PZ|
Paosition Dimensions
Left 13 it Fdem
.. Top: 1.3cm Height: E1cm
Position area
[[]Keep propartions
Reference ’
[ Relative
[[] Fixed Size
Place Picture
(&) in page: 1
Display Mode () in all pages
Scaled to fit [proportional) v|
[] Behind Text
[ Cancel ] [ OF. ]

2 Enter the new picture coordinates in the Position area

These values are displayed in the standard unit of the document (as
defined in the Preferences dialog box) and are relative to positioning
on the left and top of the page.

3 Click OK.

Picture Display Mode

The Picture Properties dialog box features a menu allowing definition
of the mode in which inserted pictures are displayed. This menu
determines picture display inside the frame whose size is defined
within the “Dimensions” area.
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These settings are useful in case of picture resizing or inserting pictures
of different sizes.

Picture in Text flow Picture in Page
<D Picture Properties... | < Picture Properties. .. E\
& Dirnersiors Reference Pasition Dimensions
‘*m Wil 73em [ Fined Sizs Left 1.3em it 73cm
— Height [ E1com Ta Top: T3em Height E1em
[ keep prapotions
[ Keep proportions Display Mode Fieterence []Redative
[ Relative ] Fied Sizs
Place Ficture
[ Cancel ] [ 0K ] (&) in page: 1
Display Mode Ofn alpages

[ Behind Text

Picture Display Mode

For example, you want to insert the two following pictures in frames

with different sizes:
j Original Pictures

The following display options are available:

0]

O

» Truncated (non-centered)

Y
E

= Truncated (centered)

{wl
8l
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= Mosaic

= Scaled to fit

C—1—1
E]@ 0l ‘:‘[)I:I
00— 00—

= Scaled to fit (proportional)
O——1 O—{—1
0 Cl 1
O——0 O——0
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Hiding and Showing Pictures

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 in 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 next to the
Pictures menu command is removed.

To show all pictures:

Choose Pictures from the 4D Write View menu once again.

Removing a Picture

Note

Notes

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

To permanently delete the picture:

Click on the picture you want to remove.

If the picture is inserted in the page and behind the text, hold down the
Ctrl (Windows) or Command (Mac OS) key while double-clicking.

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

To remove the picture and copy it to the Clipboard:

Select the picture.

Choose Cut from the 4D Write Edit menu.

To replace the picture with text:
Select the picture.

Type the text.

* You can replace a picture by text only when it was inserted in the text
flow.
¢ You cannot undo the deletion of a picture that has been pasted in the

page.
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References

4D Write allows you to use dynamic references in your documents.
Dynamic references are objects whose content is calculated at the
moment of their insertion, update, or if they simply provoke a certain
action.

For example, 4D Write allows you to insert standard references, such as
the current date and time or the page number.

Dynamic references can also be information coming from your

4™ Dimension database. For example, you can create a standard letter
that you will personalize for each person registered in your database.
To do this, you simply need to reference the First name and Last name
fields from your database into your document.

4™ Dimension and 4D Write interactions are not limited just to fields
though. You can use any 4D expression to complete complex tasks
such as calculating totals or text concatenation. For example, you can
calculate and insert an employee’s annual salary into your document.

4D Write contains several particular functions that allow you to insert
“raw” HTML code as well as various types of hyperlinks into your
documents.

This chapter describes the following operations:

Inserting standard references (date and time, page number or number
of pages),

Inserting fields and 4D expressions,
Inserting HTML expressions,

Inserting hyperlinks,
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= Freezing reference values,

= Updating references.

Inserting the Date and Time

Inserting the

Current Date and

Time

Jate and Time. ..

Page Mumber. ..

Special Character...
Saft Hyphen

Mon Breaking Space
Page Break

HTML Expression...
Hyperlink. ..

40 Expression...

Chrl+5Shift+H

Chrl+L

4D Write allows you to insert the current date and time in a document.
The date and time can either be dynamically updated or can keep the
value they had at the time of the insertion.

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

Click where you want to insert the date and time.

Select Date and Time... from the Insert menu of 4D Write.
The Insert Date dialog appears:

|=i|Insert Date...
-ﬂ@ < ha date >

01410/2002 A5

@ Tue 1 Oct 2002 11415
Tuesday 1 Dctober 2002 11 khourz 15 minutes 51 seconds
01,/10/02 11 hiours 15 minutes
1 October, 2002 11:15 AW
1 0ct, 2002
01A0/2002
|1 October, 2002
[ Automatic update Cancel | 0K I

Select the date format from the left scrollable list if so desired.
Otherwise, click on <no date>.

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

Select the time format from the right scrollable list if so desired.
Otherwise, click on <no time>.

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 Write document.
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Shortcut for
Inserting Current
Date

If you want to insert the current date into the header or footer of your
documents, you can use the Insert Current Date shortcut found in the
contextual menu of 4D Write:

Character 3
Paragraph »
Borders... Crrl+shift+6

Insert 40 Expression. ..
Insert Hyperlink. . .

meertcuertbate ———— Insertion of date into page header or footer

Insert Page Mumber

Note For more information about the contextual menu of 4D Write, refer to

Updating the Date
and Time

“The Contextual Menu” on page 52.

This command is only available when you click on a page header or
footer in the document (which must be displayed in Page mode). The
date is inserted as static text and not as a reference.

Provided you selected the Automatic update check box when you
inserted the date and time value, you can update the date and time
and any time. To do this, select the Compute References Now
command in the 4D Write Tools menu.

Keep in mind that this information will also be updated automatically
each time the document is opened.

Inserting the Page Number or the Number of Pages

4D Write allows you to easily insert page numbers in your documents.
You can place them in the headers, footers or even in the body of the
document.

If you insert the page number in the header or footer of the document
(when working in Page mode), it is automatically updated for each
page of the document. This allows you to number your pages.

If you insert the page number in the body of the document, it displays
the current page number and will be updated if that page is modified,
however it will not be repeated for each page. This allows you to
reference the page numbers of your document.
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In addition, 4D Write allows you to insert a variable displaying the
total number of pages of the document. The value is automatically
updated when the number of pages is modified.

» To insert the page number:
Click where you want to insert the page number.

2 Select Page Number... from the Insert menu.
The Insert Page Number dialog box appears:

|=d|Insert Page Humber. .

Cancel | [1]3 I

The menu located at the top of the window allows you to select the
type of pagination variable to insert.

3 Select “Page number” or “Total number of pages” from the menu
according to your needs.
4 Click one of the following display formats:
You can choose:
¢ 1,2, 3, for standard numbering,
®a, b, cor A, B, C for “alphabetical numbering”,
e i, ii, iii or [, I, III for Roman numbering.
5 Click the OK button.

The number of the current page or the total number of pages is then
inserted at the insertion point.
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Shortcut for If you want to insert the page number into the header or footer of your
Inserting Page documents, you can use the Insert Page Number shortcut found in the
Number contextual menu of 4D Write:

Character 3

Paragraph »

Borders... Crrl+shift+6

Insert 40 Expression. ..
Insert Hyperlink. . .

Insert Current Date

Insert Page iumber  ——————— Insertion of page number

Note For more information about the contextual menu of 4D Write, refer to
“The Contextual Menu” on page 52.

This command is only available when you click on a page header or
footer in the document (which must be displayed in Page mode).

Referencing 4D Fields and Expressions

You can insert 4D fields and expressions into a 4D Write document.
You can display the referenced data either 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
displayed with a grey background and surrounded by reference (« »)
symbols.
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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.

“D Untitled
¢ File Edit Wew Insert Style Colors Paragraph Format Tools
mMae® e & 2 = Tl ed|wm v

[misrmal ¥ |TimesNewRoman & 12~ B 7 U

oBg

R R LR AR R R RN Ry R R R SRR R LS R e

- Buy Now and Gef a Spare Rofor for Freel

Expression

Z Fariz, «Date and Times

«[ Customers]First name+" "+ Customers]Last names

«[ Customers] Comp any»

«[ Customers] Addresss

«[ Customers]City+","+[Customers |Statet" "+[Customers |Zip Codes

Field references for
name and address

Ref 45

Dear ¢[ Customers]Title+" "+[Customers]Last names

Cur Cupertino premises are now full of 2005 model helicopters and we have no place left to
store the new 2006 models that are coming in next week. Our accounting department
therefore allowed us to offer a FREE REAR ROTOR. to anybody who buys one or more of

W BT

I

Pagsl 11 Line 5, Col & UM

When the references are converted to values, the values are displayed
as regular text.

D Unitled (=03

Fle Edit View Insert Style Colors Paragraph Format Tools

fHa® L & E ] ﬂlEl@Elmn v

[ormal v |TimesMewRomen ¥ [12 v B 7 1
roo2 ok
—
o ‘g-\|-\‘Z-I‘G-I‘4-I-‘5‘I-E‘I-?‘I-3‘\-Q‘\-\ﬂ-\‘||-\‘|1-l‘|3-l‘\4 16 A
= B'I.ly Now and Gef a bpare Rotor for Free!
z Paris, August 17, 2005
o John Smith
- Fent a Copter
- 15015 Main Street
- Cupertino, CA 95014
:— Ref 45
:— Dear Ir. Smith
:— Cur Cupertine premises are now full of 2005 model helicopters and we have no place left to
@ store the new 2006 models that are coming in next week. Our accounting department
- therefore allowed us to offer a FREE REEAR EOTOR. to anybody who buys one or more of
B . P < .
Page | 1j1 Line 13, Cal 15 HUM

The values from field references and expressions always refer to the
current record. They are updated whenever the current record changes.

If there is no current record, these values are blank.
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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, it will be updated when you select Compute
References Now from the Tools menu of 4D Write or when the
document is opened subsequently.

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” on page 148

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” on page 204.

You can insert a 4™ Dimension field using the Insert menu commands
or the contextual menu (see “The Contextual Menu” on page 52).

To insert a 4" Dimension database field into a 4D Write document:

Click where you want the field to be located and choose the 4D
Expression... command in the Insert menu.

OR

Right-click (Windows or Mac OS) or Control+click (Mac OS) where you
want the field to be located and choose the 4D Expression... command
from the contextual menu.

Insert menu Contextual menu
Date and Time. ..
Page Mumber. ..
Special Character... Character »
Soft Hyphen Chrl+-Shift+H Paragraph »
Nan Breaking Space Borders... Chrl+ShiFt+E

Insert 40 Ex|

Insert Hyperlink. ..

HTML Expression. ..
Hyperlink. ..

Insert Current Date
Insert Page Mumber

4D Write User Reference Manual 187



Chapter 7 Using Dynamic References

The following dialog box is displayed.

X

4D Insert 4D Expression

Field | Expression Farmat

RS Albums

Bl 5] Customers

[ Cancel ] [ Ok ]

The hierarchical list displays the names of your database tables.
2 Expand the table in which the field is located.

4D Insert 4D Expression &l
Field |Expressiun Format

El-[5] Albums SRR

L A )
A4 Musician ﬁm
A Format 0o
A4 Music Category
26 vear Recorded
] Date Purchased
02 Purchase Price
Motes
A% Performed By

- 5] Customers
[
[ Cancel ] [ 0K l

3 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.

4 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 editing area located above the
Cancel button.
For more information about display formats, refer to the 4th Dimension
Design Reference manual.
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Note

Viewing Field Values

Modifying Field
References

Inserting a 4D
Expression

Note

Note

Click OK.
The field is added to your document.

If the field is a Picture type, the “Paste Picture” dialog box will be
displayed (see the chapter “Working with Pictures” on page 169.)

To view the field values, you must show the values for the referenced
data. For more information, refer to “Showing References or Values”
on page 198.

Remember that displaying values does not compute references.

You can modify included field references at any time regardless of
whether the values or the references are displayed. You can replace the
inserted field by another field or by an expression, or even modify its
display format!.

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 valid 4D expressions in a document. The following can
be inserted:

4™ Dimension variables

Formulas

4" Dimension functions

Certain
Project methods (under certain conditions)

Plug-in functions (through project methods).

Only project methods that are explicitly authorized by the 4D
developer using the SET ALLOWED METHODS command can be inserted
in a 4D Write document. For more information, refer to the

4™ Dimension Language Reference manual.

1. With the exception of Picture type fields when the display mode is ‘Val-

’

ues'.
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Inserting expressions enables you to use the power of 4™ Dimension’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

MyVar A 4™ Dimension variable

Current time A 4" Dimension function

Current date-vDate A statement that performs a calculation

Salutation A project method that returns a value (must
have been explicitly authorized)

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:

1 Click where you want the expression to be located.
The insertion point should now be blinking.

2 Choose 4D Expression... from the Insert menu.

Date and Time...
Page Number ...

Special Characker...
Soft Hyphen Chrl+Shift+H
Mon Breaking Space

HTML Expression...
Hyperlink...
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The following dialog box is displayed, listing the database tables by

default.
D Insert 4D Expression fgl
Tabs for selecting T
N ield | Exprezzion Format
type of 4D expression
O

B- 5] Customers

[ Cancel | 0K ]

3 Click the Expression tab control.
The Expression page is then displayed.

4 Insert 4D Expression b—<

Field| Expression Farmnat

IR ~
List of expressions G

(empty by default) EEEe ]
onoon

et 40

3 35000

FHRE 3RF0 3R FRE0-

A 39000 A0 00-

e A0, (A )

i ) (A 200 00

e 40 00 A 340, 00CR =

|

[ Cancel ] [ [n]:8 ]

4 Click the Edit... button.
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The 4D Formula Editor is then displayed.

Formula Editor

Farmula Editor

Choose below the elements which will enable yvou to build vour Formula

|Master Table v| |Strlng Operators V| |C0mmands by Themes v|
H ﬁl’ B Assigrment --OE Boolean
Tables and fIE|dS ¢ Musician + Concatenation : Clipboard
A Format * Repetition Date and Time
o TriosicSatenor Indexes Matl
Operators A £ 101 1na h
2 Year Recorded | " Empty string On a Series
. %) Date Purchased Pictures
Authorized commands 4 e
0 Purchase Price Printing
(and methods) Hotes E}-D% Records
A performed By BB string
Formula editing ———3— |
area
[ Load... ] [ Save... ] Cancel ] [ Ok ]

This editor displays a list of the database fields, a list of operators and a
list of 4D commands authorized by default in formulas.

This third list also contains, when applicable, the names of project
methods that are “allowed” in formulas. If you want the 4D Write user
to be able to reference project methods, they must be declared
explicitly using the SET ALLOWED METHODS command. Similarly, if
you want for the user to be able to access 4D Write commands (for
example, WR Count) or 4D commands that cannot be accessed by
default, you must create and authorize project methods that
specifically call these commands. For more information, refer to the
4™ Dimension Language Reference manual.

5 Enter the formula or 4D variable to be inserted.

= To build your formula, use the different lists available. For more
information about using the Formula editor, refer to the
4™ Dimension User Reference manual.

= To reference a variable, simply enter its name in the entry area. War-
ning: In order for a 4D variable to be inserted into the document, it
must already exist (i.e. have been set) in the current process.

6 Click OK to validate your expression.
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7
8
Viewing Expression
Values
Note

Modifying Expressions
>

The Insert 4D Expression dialog box is displayed again. This time the
contents of the Expression page reflect the 4D expression you just
edited:

X

4D Insert 4D Expression

Field Expression Format

FregeT B
) B

e

i A

00000

0

i 30,00

A A A

i 0. 00 ;b A0 00-

S 0 )

i 0 (A A0 00)

i 000 3 450 00CR 3

Current date+1

|

i3 |

J |

[ Cancel

If you want to apply a display format to this expression, select one
from the Format area.

OR

Enter a new display format in the editing 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 values of the expressions, refer to “Showing References or
Values” on page 198.

Remember that displaying values does not compute references.

To modify an expression:

Double-click the expression in the 4D Write document.

The Insert 4D Expression appears, allowing you to change the
expression.
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Inserting HTML Expressions

4D Write allows you to insert HTML expressions within your
documents. These expressions will not appear in the original 4D Write
document but will be inserted as raw HTML once the document is
saved in HTML format. The HTML text will be interpreted directly by
Web browsers; it can thus handle any kind of HTML tags.

» To insert an HTML expression:

1 Choose HTML Expression... in the Insert menu.

Date and Time...
Page Mumber...

Special Character...

Soft Hyphen

Mon Breaking Space
[Eafurnt Breat [Etr [
Page Break Crl+L

HTML Expression...

Hupelivk. ..

40 Expression. ..

The following dialog box is displayed:

|=i| HTML Expression...

Cancel 0K I

2 Directly enter or paste HTML code.
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4D Write accepts any kind of HTML expression (URLs, style tags,
pictures, etc.).

|z8| HTML Expression... ]

/10 TH="E0%">E upression to insert</TD> </TR> ;I
<TR»<TD ALIGN="LEFT"¥ALIGN ="TOP" WD TH="20%"s numFormat< /TD»<TD
ALIGN="LEFT" WALIGN ="TOP" wIDTH="15%"String</TC>< TD ALIGN="LEFT"

WALIGH ="TOP" WIDTH="3%"><IMG SRC="../GIF/RGTARRDW.GIF"
ALIGM="BASELINE"></TD><TD ALIGN="LEFT"%ALIGN ="TOP"

D TH="60%%">Murneric format</TDs </ TRz

<TR»<TD ALIGN="LEFT"ALIGN ="TOP"wIDTH="20%"> dateFormat< /TD><TD
ALIGM="LEFT" WALIGMN ="'TOP" wWIDTH="15%">Integer< /TD><TD ALIGN="LEFT"

WALIGH ="TOP" WwWIDTH="3%"><IMG SRC="../GIF/RGTARROW.GIF"
ALIGM="BASELINE"></TD3><TD ALIGN="LEFT"%ALIGN ="TOP"

/1D TH="60%">Number of the date format</TD></TR>

<TR3><TD ALIGN="LEFT"WALIGN ="TOP" WIDTH="20%">timeFarmat</TD><TD
ALIGM="LEFT" WALIGN ="'TOP" wIDTH="15%">Integer< /TD><TD ALIGN="LEFT"
VALIGH ="TOP" WIDTH="8%"><IMG SRC="../GIF/RGTARROW.GIF"
ALIGM="BASELINE"></TD><TD ALIGN="LEFT"%aLIGN ="TOP"

WD TH="60%">Number of the time format< /TD></TR> _I
</TABLE></F4

Cancel I Ok |

3 Click the OK button to validate the dialog box.

Note You can use the Ctrl+Return (Windows) or Command+Return
(Mac OS) keyboard combination to validate the dialog box.

By default (in “Display values” mode), the inserted HTML expression is
invisible in the document.

4 Save the page in HTML format in order to view the resulting HTML
expression with a Web browser.

Viewing and Modifying You can view the code if you have selected the References command
HTML Expressions in the View menu. For more information on this subject, refer to the
section “Showing References or Values” on page 198.

When references are displayed, you can also modify HTML code by
selecting the inserted selection and then choosing the HTML
Expression... command once again in the Insert menu or by double-
clicking on the expression reference.
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Inserting Hyperlinks

You can insert hyperlinks in your 4D Write documents. These links
can be any of the following types:

= URLs (links for HTML navigation),
= 4D methods (executed with a mouse click),
= Document access paths.

» To insert a hyperlink in a 4D Write document:

1 Choose the Hyperlink... command in the Insert menu.

Date and Time...
Page Number...

Special Character. ..

Soft Hyphen

Mon Breaking Space
[EofurmitEreak il
Page Break Crl+L

HTHL Expression...
Huyperlink...

40 Expression. |

The Hyperlinks... dialog box is displayed:

@ Hypeirlinks. _. x|
>, Text to display: l
W Usze URL style
HyperLink action

(% Execute 4D Method | Reference: [

" Open LURL I

¢ Open Document I |

Cancel I 0k I

2 Enter the link label to appear in the page in the “Text to display” area.

3 Check the “Use URL style” option if you wish to modify the
appearance of a link.
When this option is checked, the inserted link (regardless of its action)
takes the default appearance of hyperlink (blue underlined text that
becomes purple once the link has been viewed). These default colors
can be modified through programming by using the WR SET
DOCUMENT PROPERTIES command. When this option is not checked,
the link’s style is not changed;
you can customize the link.
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Viewing and Modifying
Hyperlinks

4 In the “HyperLink action” area, define the action to be executed once
the user clicks on the link.

Three actions are available to you:

Execute 4D Method: Clicking the link results in the execution of
the 4D method whose name you listed. You must enter just the
name of the method.

At the moment of execution, the method received three values in
the $1, $2, $3 settings: $1 is the 4D Write area reference, $2 is the
visible label of the link and $3 contains the arbitrary numeric value
that you optionally entered in the “Reference” area. This value, for
example, allows you to identify the link.

If an error occurs (for example, the method doesn’t exist), 4D Write
does nothing.

Open URL: Clicking on the link will open (if necessary) your
machine’s default Web browser and display the defined URL. You
can enter any type of valid URL. If an error occurs (for example, the
URL is not valid), the browser will display an error page.

Open Document: Clicking the link results in the replacement of
your current document with the one that you entered in the access
path. This access path is absolute and uses the syntax of the current
platform (under Windows, it must be similar to
C:\Folder\Folder2\Doc.4W7, under Mac OS it must be similar to
Disk:Folder:Folder:Doc).

Click on the button to the right of the area to display a standard
open document dialog box that will allow you to set which docu-
ment to open.

If an error occurs (for example, the document does not exist),

4D Write does nothing.

5 Validate the dialog box.

When the View/References command is checked, 4D Write displays
the type of hyperlink (“Open Document,” “URL,” or “4D Method”) as
well as the link content. For more information on this point, refer to
the section “Showing References or Values” on page 198.

» To modify the type, the content or the options for a hyperlink:

Select the link in the page (be sure not to include additional charac-
ters in the selection) and then choose the Hyperlink... command in
the Insert menu once again.
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You can also, in “Display references” mode, double-click on a

hyperlink reference.

The “Hyperlink” dialog box appears with the current link properties.

Showing References or Values

When you insert a

4th

Dimension expression, 4D Write displays the

current value of the expression. If you wish to know which field or
expression is displayed, you must tell 4D Write to display references
(by choosing References in the View menu). The field or expression
references (surrounded by << >> characters) that you have inserted
then appear in your document.

The following table recapitulates the displayed information in terms of
the type of dynamic reference and the selected display mode:

Value display

Reference display

Date and time

Value at moment of insertion

“Date and time” label'

Numbers and page numbers

Value at moment of insertion

“Page number” and “Number of
pages” labels?

4D fields Field value in current record Field name
4D expressions Result of expression Expression code
HTML expressions Nothing is displayed- HTML code

Hyperlinks: Method

Hyperlinks: URL

Hyperlinks: Document

Label of the link set in the insert
link dialog box

“URL:" + link content

“4D Method:” + link content

“Open Document:” + link content

1. If the “Automatic update” option was checked at the moment of insertion. Refer to the section “Updat-
ing the Date and Time” on page 183
2. Unlike other dynamic references, these values are always automatically updated.

3. Viewing an HTML expression only takes place through an intermediary Web browser (refer to the sec-
tion “Inserting HTML Expressions” on page 194).
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Showing References or Values

The following windows illustrate examples of dynamic references
displayed in terms of values and references:

DISP|ay values : File Edit Wiew Insert Style Colors Paragraph Format Tools

(by default) Na® RO & 2 o T e o v

iz » B A0

§|N0rmal 4 |Ti.mesNewRoma.n
Bg-|-1-|-2-|-3-|-4-|-5-|-ﬁ-|-?-|-8-|-9-|-1D-|-1l-|

Date ———————— -yt 18, 2005
Page Number | s
Hyperlink ——1— 4D web site
4D Expression ——— Thriller

Number of pages

D|5P|ay references ° File Edit ¥iew Insert Style Colors Paragraph  Format  Tools

Na® L & B E - '|T|E|®100 v
[=l= =

vz v BsU

aDate and Times

«Page numbery/«MNumber of pagess
aJEL http:/fwww 4D comy
a[Albums]Album Titles

The following example illustrates an HTML expression displayed as a
reference and the result in a Web browser:

“D Untitled

© File Edt ‘iew Insert Style Colors Paragraph  Format  Tools

Mae® B & B o ﬂlEl@wo v
E = 2 Untitled - Microsoft Internet Explorer

ivs E File Edit “iew Favorites Tools Help

Gﬁack A > ) lﬂ lELI _;\J /.-\JSearch ‘?:"‘\?Favorltes ‘} =" @ _I i“i

Web Browser

¥ |Ti.mes Hew Roman

A =
BZ‘ ‘ot -2 304 50 60 7 Addl’ess‘@C:\MyDUcumsnts\Untitled.HTML V|Go Links **
~
<B><P>Ezample</P> Example
<B>
<P=In an andio CD database, during data enty In an audic CD database, during data entry let's assume that you want to verify the singer's name to see it
singer's name to see if it already exists in the already exsts in the database. Because homonyms can exst, you don't want the [ Singer]Name feld to be
den't want the [Singer]Name field to be unig unique. Therefore, in the input form, you can write the following code in the [Singer]ame feld's object
method:

the following code in the [Singer [MName field)
If (Form event=0n Data Change)

<PRE==TT>&#160, &#160;&#160;=B =If</B SRecNum: =Find index keyi([Singer]Name:[Singer]Name)
event<f& »</B>=<1T>0n Data Change </T>) If (SRecNum # -1) ° If thisz name has already been entered
E#160; B#160; &#160, 84160 &#160, &#160] COHNFIBM ("A singer with the same already exists. Do you want
COLOR="#CF0000">Find index key</FCI] If (OE=1) )
St 160, 8160, &t 1 60, & 160, & 160, 84160 . d%([Slngeﬂ ; §RecNum)
nd i
J( End if
Page 4 47 Ling 29, Caol 2 End if v
£ »
@ -JMy'Cﬂmputar
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» To show the references or the values in a document:

1 Choose References from the View menu.
When references are shown, a check mark is displayed next to the
References menu command. When values are displayed, the check
mark is no longer displayed.
You switch from one display mode to the other one by selecting the
References menu command alternatively.

Note This command does not compute references. To do this, refer to the
section “Computing References” on page 201.

When values are displayed, you can “freeze” them, that is, convert the
current value into static text and delete the reference.

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.

» To freeze the references:

Select the reference(s) that you wish to freeze.

2 Choose the Freeze Selection command in the Tools menu.
All selected references in the selection are frozen.
OR

1 Choose the Freeze Document command in the Tools menu in 4D Write
(without selecting the reference).

In this case, all references contained within the document are frozen.
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Computing References

Computing References

Note

Field or expression references inserted in a 4D Write document are
automatically computed when:

The reference is inserted in the document,

The document is loaded or opened.

Only “Page number” and “Total number of pages” type references are
automatically updated.

Consequently, you must force the computation of references each time
you wish to view or print their new values during the working session.

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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3 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 or in 4D Write areas in forms.

To print a 4D Write document, choose Print... from the 4D Write File
menu. Margin settings, page breaks, and any other paragraph
formatting 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 values, refer to “Showing
References or Values” on page 198.
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The contents of the header and footer are printed, even if the
document is in Normal view mode where headers and footers are not
displayed on the screen.

To print 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.

Choose Print... from the 4D Write File menu.

4D Write displays the standard Print File dialog box.

Click the OK button.

The document is printed.

Printing a Merge Document

Field references

Field references

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 a Customers database.

D Untitled FEX
- File Edit Wiew Insert Style Colors Paragraph  Format  Tools

Mas R X E o Tl @@ w0 ~

‘| Mormal ¥ |TimesNewRoman ¥ |12 v B /7

i R m =

=

I
[ R R R SRR RN R R R R R S SR R R L R T
- Buy Now and Gel a Spare Rofor Tor Free!

Pariz, ¢Date and Times
«[ Custemers]First name+" "+ Customers]Last namey

«[ Customers] Companys

[
«[ Customers] Addressy
«[ Customers] City+","+[Customers |State+" "+[Customers ]Zip Coden

Ref 45

for salutation

T 1
Dear o« Customers] Title+* *+[Customers]Last names

- Our Cupertine premises are now full of 2005 medel helicopters and we have ne place left to
@ stere the new 2006 models that are coming in next week. Our accounting department
<

therefore allowed us te offer a FREE REAR ROTOR te anybody whe buys ene er more of

Pagel 11 Line 5, Col & NUM

204 4D Write User Reference Manual



Printing a Merge Document

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.

Choose Print Merge... from the 4D Write File menu.

4D Write displays the Print Mailing dialog box.

<D Print Mailing...

9 records selected:

=l Customers
y o Corespondence

[ Cancel ] [ Print... |

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.

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
Query editor, refer to the 4" Dimension User Reference manual.

If no records are selected, the Print... button is disabled.

To sort the records from the master file, click the Sort... button.
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4D Write displays the 4th Dimension Order by editor, which you can
use to sort the records in the selection. For information about using
the Order by editor, refer to the 4™ Dimension User Reference manual.

Click the Print... button.

4D Write displays the standard Print File dialog box.

Click the OK button.

The document is printed once for each record in the selection.

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.

“D Print Preview...

x 7, .ﬂ .ﬂ Page 141 éZnnm' D v

Stop icon

Print icon

Previous Page icon

Next Page icon

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

Zoom menu

Paris _Ausust 182005

JTohn Smith

Eenta Copter

1034 Meadow Lane
Charlote, TIC 28277

Ref 45
Dear Mr. Smith,
Cur Cupertino premises are now full of 2005 model helicopters and we have no place left to

store the new 2006 mo dels that are coming in next weel. Our accounting department
therefore allowed us to offer a FREE REAR ROTOER. to anvbody who buys one or more of

A set of icons appears at the top of the previewed document.

= Stop icon: Clicking this cancels the printing and returns you to the 4D

Write document.
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= Print icon: Clicking this displays the standard print dialog box of your
operating system.

= Previous Page icon: Clicking this displays the previous page of the
document. If there are no previous pages, the icon appears dimmed.

= Next Page icon: Clicking this displays the next page of the document.
If the last page is already displayed, the icon appears dimmed.

= Zoom menu: Clicking this displays a list of zoom ratios. Selecting one
of these 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 in 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.

Movies

Title: First Blood Year: 1982

Director: Ted Kotcheff

Description:

Inbwer Washington State m Decertber 1981, John Rambo, a Medal of Horor-witring
forrer Creen Bemt, firds that ke & the hst surivmg mexaber of his wmit. Disc oreolate after
findirg out the deathof ks hst reairig corrade, he wanders nfo the reatbytoumof
Hope, WA, where local stertT i#iffred Toasle gives hirn a 3t - straight out of towrg Teask
exphins I 10 e ertain e mas that ‘Hriftes” ke Rawbo ar not welcome intown Irsuted

by Teask's action, Fando boldbrretnre to townard & fikelramested forvagmncyand
registing anrest. His e atrrent at the hards of Teasle's depntie s grows even barsher, as be &
beatenand sprased witha firebose. Whe n the de prties tryvto farce-shere hit, Rardvo (hriedhy
fhashirg bac k fo emore s of Comrmist fortire m a frisan carp) goes berserk ard breaks
4 D records free; he cormardees a wotoreyek and fees o fhe rearhy bk, As the she iffs poss:
- | pustes, ore belligee rt deputyrvikites orders and tries 10 kil Raraho - and infle piocess an
accident kaves the deputy dead. IMisurderstardirgs pile up and Teasle shoots Rardbo, but
Rarbo swvives and when the posss press their pursutt, Rardbo wses his well hored swvival
and coxbat skills to cripple the posse ard kave Teask witha warrmg to bave himabne - a
wamirg repeated by Rambo's recexdlyandred forrer commander, who wderstands howe
ot bassed Teask and re whrandved National Guardsreen are agairst Rarbo i the thick
forest. Teasle, bowever, wants Rando dead, and the parsut kads to a blbody confontation
and a firal plea foranend to the violerce .

L 4D Write area
Movies

Title: The Sound of Music Year: 1985

Director: Robert wise

Description:

iz is a faihme as a mm The Iother Superor serds ker off marewer to a ktter fioma
retived naval captain for a govemess for bis seven chillren She goes to thed house and finds
thatshe & the ktest in a borg Ire of goverre sses nm off by the chidren. She teactes e
chibren o sirg ard thatbecomes ther bondirg fomwe, which eventmllyleads fo ber to fallng
i ove with the i father and marryirg b As this i happe ning Awstria votes to be annexed
by Germany on the eve of World War IL

Note The WR SET AREA PROPERTY command allows you to set the 4D Write
area to be printed with a fixed size.
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When you print a record, you follow 4" 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:

Select the record or records you want to print.

For information on selecting records, refer to the
Reference manual.

4" Dimension User

Choose Print... from the 4" Dimension File menu.

The Print dialog box appears. You use this dialog box to select the form
you want to use to print the records.

. Shiea

i
-\: !é i & output o

Cancel ] [ K |

Select the form and click OK.

The Page Setup dialog box appears.

Make any necessary modifications to the Page Setup dialog box and
click OK.

The standard Print File dialog box appears

Make any necessary modifications to the Print File dialog box and click
OK.

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 in the document.
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Previewing the
Record

The following figure shows a record being previewed on the screen.
You can preview a record before printing by selecting the Print preview
check box in the Print dialog box.

Print Preview

tavie
Thle First Blood
Ciector: Ted Kotcheff
Year 132

B lrmer Waskinghon, Stade i December 1921, Jolor Romdo, 2 Iedalaf Hoear-
former Cireen Beret, finds ot be & fhe het srirbemember of bés wi. DEcoreot
Bodivg oot fhe deathof bie hetrem ahieg commide, be mawdars ito fhe rearbyrton
Hope, Wi, mbere healderif Hied Teasi gives bima bt - sraidt o of tome
exphie o weermiterms ot "Hrifers" Bre Bambo are rotwebome oo §
brrTeask's action, Ramba bo Mbrretoreto toaeand i fiuks krarre sed for marre
resitiggarrest. Fis treatmert at fhe bandks of Teack's depndies gromes emendarsher,
benten atd sproed wriha frebose . Whenthe depities oo fonce- dhame Tin, Ram
fhshig back tomemores of Conmwit torhwre da prisorcamp ) goes bers e an
free; be commardeers amotorcxk ad fles dto e newtrrhdk, A fe cherifs T
puraxes, ore beligrat depawio bt ec aoders and tries to il Rambo - aod hofhe g
acciderd kames the deputrdead . Miarderdardings pile up ard Teask doote Fam
Ermbo axmires wnd nderthe poss: press e prarazk, Bambo 1ses biswre b hone:
and combat shlk to Tppk the posse and kame Teask wrthoawrmdg to kams hin
mrmriggTepeated by Bambo's recenthramived former commearader, nho wderstmd
ot Teced Tenslk ared vemrkr arrived Matioral Cimrdam eroare agniet Rambo bofe
forest. Teack, homerer, wearts Bambo dead, and fhe purast kads to ablboody cail
and afbalpkafor a end o fhe miokrce.

For more information on variable frame printing, refer to the
4™ Dimension Design Reference.
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A

4D Write Shortcuts

Special Keys

In addition to scrolling, 4D Write offers some shortcuts allowing you
to quickly navigate and make selections in a document.

current paragraph

+ [Shift] =
Windows Mac OS Action Effect on
selection (*)
[Home] Moves the insertion point to the beginning of the X
line
[End] Moves the insertion point to the end of the line X
[Ctrl]+[Home] [Cmd]+[Home] Moves the insertion point to the beginning of the X
P 9 9
document
[Ctrl]+[End] [Cmd]+[End] Moves the insertion point to the end of the X
document
[PgUp] Scrolls one page up (does not modify the current
selection)
[PgDn] Scrolls one page down (does not modify the current
selection)
[Enter] Inserts a column break or a page break (depending
on the current mode
[<1[=1 Moves the insertion point one character (left or X
right)
[L101] Moves the insertion point one line (up or down) X
[Ctrl]+] -] [Cmd]+[-] Moves the insertion point to the beginning of the X
next word
[Ctrl]+[ <] [Cmd]+[~] Moves the insertion point to the beginning of the X
previous word
[Ctri]+[1] [Cmd]+[1] Moves the insertion point to the beginning of the X
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+ [Shift] =
Windows Mac OS Action Effect on
selection (*)
[Ctri]+[¢] [Cmd]+[!] Moves the insertion point to the end of the current X
paragraph
[Ctrl]+[Del] [Cmd]+[Del] Deletes the next word or the letters located to the

right of the cursor

[Ctrl]+[Bckspce] [Cmd]+[Bckspce] Deletes the next word or the letters located to the

left of the cursor

Click Combinations

(*) Depending on the initial state of the selection, associating the
[Shift] key to the shortcut will create, enlarge or reduce the text
selection.

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

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 margin

Selects the paragraph next to the click

Shift + Click

Extends the current selection to the location of
the click

Ctrl + Click (Windows) or
Command + Click
(Mac OS)

Selects the text behind a picture that is pasted
“in the page” or vice versa

Right click or
Control + Click (Mac OS)

Displays a pop-up contextual menu

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.

212 4D Write User Reference Manual




Index

Symbols/Numerics
>reference symbols .. ........ ... . oL 185
_ (underscore character) .................... 70
1.5LineSpace ........ ... .. . . i 45
4D Expression
command . . . .. ..o 39
Inserting . . ... .. ... .. ..., 189
4D Write
as an Independent Application . . . ... .. 15
documents. See Documents
in a 4th Dimension Database . . . .. .. .. 14
integration with other products . . . . . . .. 14
Menubar . . ... ... ... 0L 66
Overview . . . . ... ... ... ....... 13
Saving documentsin . . . . ... ... .. .. 75
Usinginforms . ... ... .. ... ..... 73
window . . . .. ... oL 85
4D Write areas
Creatinginforms . . . . .. ... .. ... 68—72
Creating new documentsin . . .. ... ... 74
Enlarging . . . .. ... ... ... ...... 73
Naming . . . . ... .. ... ... .... 71,72
Opening documentsin . . . . . ... ... .. 74
Renaming . . . . . . .. ... ... ... .. 72
Saving documents . . . .. ... ... .. .. 72
4™ Dimension
4D Field asa column value . . . . . . . . .. 156
Inserting expressions . . . . . . .. .. 189, 193
Inserting fields . . .. ... ... ... 187—-189
A
AlignCenter ......... ... ... ... .. 44
AlignLeft ...... ... . . 44
AlignRight ... ... ... .. . i .. 45
Alignment
Setting (paragraph) . . . . . .. ... .. .. 125
Text . . . . ... oo 116
Areas
Creating 4D Write . . . . . . ... .. .. 68—72
Minimumsize . . ... ... ... ... ... 73
Automaticupdate ............ ... .... 182, 198

B
Back ... ... e 41
Binding ........ ... ... 79
BLOB fields

4D Writeareasin . . . . .. . ... ... ... 69

Naming . . ... ... ... .. .. ... 70, 72
Body, main ............. ... ... oL 112
Bold ... ... e 39
Borders

command . . . . .. ... 47

Separate border buttons . . . . ... ... .. 59

setting (paragraph) . . . .. ... ... ... 143
BordersBack .............. .. .. .. . ... 42
BordersLine ............... ... ... ... 42
Bulletbutton ............ ... ... ... . ... .... 57
Bullets

command . . . ... ... 44

Setting . . . . ... ... ... ... 122, 125
C
Capitals ... 40
Case (changing) .......... ..., 31
Case sensitive checkbox ................ 98, 104
Changecase ......... ..., 31
Changing

fill characters . . . . . . .. ... ... ... 121

tab alignment . . . . .. ... .. ... L. 121

textattributes . . . . . ... ... 133

textstyle . . . ... .. Lo 132
Characters

Character menucommand . . . . .. ... .. 46

Color . .. ... . .. .. .. .. .. ... 126

Fill character . . . . .. .. ... ... ... 121

Invisible . . . . . ... ... ... ..., 129

Special . . . . .. ... oL oL 123
Clear bufferbutton ........................ 83
Clear cachebutton ........................ 83
Clipboard

Copying picturesto . . . . . . ... ... .. 169

Copyingtextto . . . . . ... ... ... ... 89

Using textfrom . . . . . ... .. .. ... .. 87
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Colors
Colorsmenu. . . . ... ............ 41
Custom . ... ................ 128
Setting . . . ... .. ... ... L. 126
Column Break ........... ... ... ... ..... 37
Columns
command . . . ... ..o 48
Inserting breaks . . . .. ... ... ... 166
Managing . ... ... .. ... .. 162
Page (Table Wizard) . . . . .. .. ... ... 151
Predefinedvalue . . . . . ... .. ... ... 159
Removingbreaks . . ... ... ....... 166
Settingwidth . . . ... ... .. .. .... 165
Value . .. ... ... ... L L. 156
Computing References . .................... 201
Compute ReferencesNow . . . . . .. ... .. 51
COPY vt 29
CopyRuler ....... .. ... .. i 43
Copy/Paste Management buttons ............. 54
Copying
paragraph formatting . . . . . .. ... ... 130
stylesheets . . . . ... ... ... ... .. 135
text ... 90
Create Merge Selection . .................... 205
Creating
4D Writeareas . . . . . . . ... ... .. 68, 72
BLOBfields . .. ............. 69, 70
footers . . . .. ... oo 112
forms in 4D Writearea . . . . .. .. ... .. 69
headers . . .. ... ... ... ... .. 112
new documents . . . . .. ... ... 74
pagebreaks . . . . ... ... ... 167
picturefields . . . . . .. ... ... .. 69, 70
tables . .. ... ... 0oL 160
tabs . ... oo 118, 119
CustomColor ............ ... ... ..o ia.. 128
Cut .. 29
D
Data
Inserting in 4D Write . . . . . . .. .. 187—189
Referencing in documents . . . . . . . 185—193
Dataentry ......... .. ... i 109
Database information (using) .......... 181—-201
Date
Inserting . . . . ... ... ... . ... 182
Updating . . ... ... ... . ....... 183
Dateand Time .................. ... ....... 36
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Delete ....... ... i 29
Deleting
stylesheets . . . . . ... ... ... ... .. 143
tabs . ... oo 121
text. . ... 87
Displaying
invisible characters . . . . .. ... ... .. 129
pictures . . . . . . ... Lo 180
references . . .. ... ... 198
ruler . ..o oo 114
values . . .. ... ..o oo oL 198
Document Information ................. 50, 80
Document Statistics .................... 51, 82
Memory . . ... ... ... ... 83
References . . . . .. .. ... ... ... .. 83
Text . ... ... o o 82
Documentview ............ ... ... . . ... 113
Documents
4D Write . . . . . 0000000000000 62
4D Write 6.0 . . . . . . ..o 62
Creating . . . . ... ... ... .. ..... 74
Enlarging . .. ... ... ... ... ... 67
Enteringtext . . . . .. .. ... ... .. .. 86
Format Management . . ... ... .. ... 62
Freezing . . . . .. .. ... ... ...... 51
HTML . ... .. ... ... ... .. .. 63
Locking . . .. ... ... ... .. ... 81
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