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About This Guide

Purpose of This Guide
This guide describes the UWS DECwindows Desktop Applications.

Who Should Use This Guide

This guide is intended for all ULTRIX DECwindows users. This
guide assumes the user has read the DECwindows User’s Guide to
become familiar with DECwindows terms and the techniques for
manipulating windows. In addition, the user should have some
experience using the DECwindows Session Manager and User
Executive applications.

Structure of This Guide
This guide includes the following chapters:

Chapter 1 —Using the Calculator

Chapter 2 —Using the Calendar

Chapter 3 —Using the Cardfiler

Chapter 6 —Using the CDA Viewer

Chapter 4 —Using the Clock

Chapter 5 —Using DECterm

Chapter 7 —Using Mail

Chapter 8 —Using the Notepad Editor
Chapter 9 —Using Paint

Chapter 10—Using the PostScript Previewer

Xi



m Chapter 11—Using the Puzzle

n  Appendix A—Composing Characters

s Appendix B—National Replacement Character Sets

Related Documentation

You may wish to have the following manuals at hand:
s DECwindows User’s Guide
& DECterm Text Programming Manual

s DECterm Graphics Programming Manual

Conventions

mouse

MB1, MB2, and MB3

blue-green ink

boldface text

PF1

Xii

The term mouse refers to any pointing device,
such as a mouse, a puck, or a stylus.

MBI indicates the left mouse button. MB2
indicates the middle mouse button. MB3
indicates the right mouse button. (The
buttons can be redefined by the user.)

Indicates information that you enter from the
keyboard or a screen object that you must
choose or click on.

Represents the introduction of a new term

A key name is shown enclosed to indicate that
you press a key on the keyboard.

A sequence such as indicates that you
must hold down the key labeled Ctrl while
you press another key or a pointing device
button. .

A sequence such as indicates that you
must first press and release the key labeled
PF1, then press and release another key or a
pointing device button.

A vertical ellipsis indicates the omission

of items from a code example or command
format; the items are omitted because they
are not important to the topic being discussed.
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Using the Calculator

The Calculator performs simple arithmetic functions—addition,
+— subtraction, multiplication, division—and computes percentages
=X I

and square roots. In addition, the Calculator performs
trigonometric and inverse trigonometric functions, generates
random numbers, and performs other more advanced operations.

Unlike a handheld calculator, it has two displays. The top display
is the accumulator, which shows the number being entered or the
current result, and the bottom display is the memory.

This chapter describes how to:
s Start the Calculator
s Enter data
n Perform arithmetic functions
n Use the memory
» Transfer data to or from the clipboard

a Exit from the Calculator

starting the Calculator

To start the Calculator, choose Calculator from the Session
Manager Applications menu or enter the following command in a
DECterm window: ’

% dxcalc &
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A small calculator is displayed on your screen. You can move and
change the size of the Calculator window as you wish.

&File Edit:l Help
0]
EARARED | 0.
lLMC [ MR || M+ || M-
|Ldeg |{ » |[ 1& || Rnd |
|Inv||sinl|cos”tanl
[og |[[ n ][ ¥V [[yx]
. R [

(s ]
= D= O

I =] L

Operating the Calculator

You can use the Calculator with either the mouse or the keyboard.
With the mouse, point to the appropriate button and click

MB1. With the keyboard, enter the numbers 0 to 9 from the
main keyboard or the keypad. Press the Shift key to enter the
arithmetic functions (+, -, *, /, %, =) on the main keyboard.

From the keypad, pressing the following keys produces the
corresponding functions:

Press ... To Produce . ..
PF1 /

PF2 a,b
PF3 *
PF4 %
comma key +
[Efer] or [59) -
F17 MC
MR
F19 M+
F20 M-
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= _ Accumulator
File Edit Help

—

Clear Memory—\ |
N e ] [MR N Mx N M-_|§
N AN
EEEIEEIEN R.}(H\Subtract Contents of
== = o Accumulator from Memory
Clear Accumulator [log [ In |[ ¥ V| Add Contents of
Accumulator to Memo
Clear Last Entry c [7]s ][] i
from Aocumulatorx GEIE] [ XAdd Contents of
N & 2][E] EE MemorY to Accumulator
[o [ )[7] Clear Sign of
Accumulator

When you enter data into the accumulator, notice that the
Calculator uses a decimal point to distinguish between random
digits and an operand. See what happens as you enter the
following data:

1 Enter 1134. Notice that no decimal point appears in the
accumulator.

2 Enter a plus sign (+). The Calculator inserts a decimal point

after the digits 1134 to signify the completion of an operand.
Depending on the contents of the accumulator, you can use one of
the following methods to correct mistakes in computation:

m Press the Delete key to erase the last digits entered in the
accumulator.

s Click on the CE button to void the last operand entered.

s Choose Undo from the Edit menu to reverse the last operation,
for example, to restore the last operand or to remove the
previous paste operation.
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Performing Arithmetic Functions

The Calculator displays numbers in the range of plus or minus
999,999,999. It performs all calculations in left to right order and
treats operators with equal importance.

For example, to evaluate the equation 6 + 5 * 3:
1 Find the sum of 6 + 5.
Calculator displays an 11.

2 Find the product of 11 * 3.
The result is 33.

Also note the way the Calculator computes percentages. For
example, to determine 6 percent of 195:

1 Enter 195.
The Calculator displays the digits in the accumulator.

Enter * and the Calculator inserts a decimal point.

Enter 6.
The number 6 is displayed in the accumulator.

4 Enter %.
The result, 11.7, is displayed in the accumulator.

Storing Values in Memory

Use the memory display to store results and values for later
computation. The figure in memory starts out as zero. You can
add the contents of the accumulator to memory or subtract the
contents of the accumulator from memory, using the M+ and
M- buttons respectively. To enter the contents of memory into
the accumulator, click on the MR button. Clear the contents of
memory with the MC button.

Performing Special Functions

The Calculator performs trigonometric and inverse trigonometric
functions as well as other special functions.

The special function keys are as follows:
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Key

Description

deg

x!

1/x

Rnd

Inv

sin

cos
tan
log

In
square

root

yix

Degree key. Selects the units for angular measurement. By
default, the Calculator is in the degree mode. Clicking on the
[deg] key once places the Calculator in the radian mode. This
is indicated by the key label "rad". Clicking on the key again
places the Calculator into gradian mode. This is indicated by
the key label "grad”. The angular mode has no effect on the
Calculator unless trigonometric functions are being used.

Factorial key. Calculates the factorial (z)(z — 1)(z — 2) (2)(1)
of the value x in the display for integers 0<z<69.0! = 1 by
definition.

Reciprocal key. Divides the displayed value x into 1. The
value x cannot equal be to 0.

Random number generator key. Generates a random number
between 1 and the integer of the display. It does not generate
negative numbers or numbers less than 1.

Inversion key. By default, the Calculator performs non-
inverted trigonometric functions. When you click on the
inversion key, the Calculator performs inverted trigonometric
functions.

Sine key. Instructs the Calculator to find the sine of the
displayed value.

Cosine key. Instructs the Calculator to find the cosine of the
displayed value.

Instructs the Calculator to find the tangent of the displayed
value.

Common logarithm key. Calculates the common logarithm
(base 10) of the number x in the display. z > 0.

Natural logarithm key. Calculates the natural logarithm (base
e) of the number x in the display. z > 0.

Square root key. Calculates the square root of the number x in
the display. The x value cannot be negative.

Raises the displayed value y to the xth power. Order of entry
isy x. The y value cannot be negative, but both x and y
can be fractional.

copying Text with the Calculator

i I

uaddo Alt/Z

Copy Alt/C

Paste Alt/V

You can copy numbers from other applications into the
Calculator’s accumulator and from the Calculator accumulator or
memory into another application.

Use the Copy menu item from the Edit menu to transfer data
from the active display in the Calculator window to another
application window. For example:

1 Click on the accumulator display.
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2 Enter a number into the accumulator.

3 Choose Copy from the Edit menu. Or, for greater speed, press
and hold MB2 to display a pop-up menu and choose Copy
menu item.

Now you can paste the data from the clipboard to another
application window.

Use the Paste menu item from the Edit menu to copy data from
the clipboard. This data can be copied directly from another
window, or it can be the result of an equation copied from another
window. Calculator treats the contents of a paste operation just
as if you typed in the data from the keyboard yourself.

Card: Oct_Inventory EH
File Edit Search Card Help
Brand X oo &
R
File Edit Help
(EMEMORN] 0] -2
Lmc J[MR J[ M [ @ Jf |
|Ldeg J[ x J[ 14 |[ Rnd ||
[ Inv || sin || cos. ][ tan |
[log |[ In || ¥ J[ v ]
- o O
[4][5][¢]
= B2 5-
o]l I[=] ]

Exiting from the Calculator

If you modified the screen placement and size of the Calculator

Save Geometry during your session and would like to save those settings, choose

Use System Defaults . Save Geometry from the File menu before exiting. The next time

Quit AlYQ | you start the Calculator, it will have the size and placement you
specified..

To restore the default size and placement of the Calculator, choose
Use System Defaults from the File menu.

To exit from the Calculator, choose Quit from the File menu.
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Using the Calendar

The Calendar combines the functions of a desktop calendar and
an appointment book to help you keep track of your meetings and
plan your time. The Calendar lets you look at a year or month
display, or review your scheduled appointments a day at a time.

You can also create several different calendars to use for specific
purposes. For example, you could create one calendar to keep
track of your personal enagagements and another calendar

to be used by a group of people to schedule conference room
reservations.

This chapter describes how to:

Start the Calendar

Move around the Calendar
Create and delete entries

Set alarms and repeat entries
Move entries

Use the Calendar’s clock
Mark special days

Print part of a calendar

Work with multiple calendars
Create, rename, and delete a calendar
Customize a calendar

Exit from the Calendar
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Starting the Calendar

To start the Calendar, choose Calendar from the Session Manager
Applications menu or enter the following command in a DECterm
window:

% dxcalendaré&

The month display appears on your screen.

'ﬂ Calendar X2.0: |[:3]
File Edit View Customize Help
QOctober, 1989 <

Wk Sun Mon Tue Wed Thu Fr  Sat

s 8 o [P 12 13 4
17

42 15 18 18 19 20 21
43 22 23 24 25 26 27 28
4 28 30 3

45 5 (] 7 8 9 10 11

<]

The month display shows the current month and year, with the
days in the month arranged by week in rows. The current day has
a box around it.

Moving Around Calendar

@

o Calendar has three main displays: the month display, the day
display, and the year display, which looks like 12 small month
displays set out in a 4 by 3 matrix.

Scroll bars let you move backwards and forwards within a display,
for example, to look at a future or a previous month when you are
in a month display.

W 3
o s oo oNEe s o
w

J U L IRT w n o2

To move from one type of display to another, double click on the
appropriate item in the current display. For example, double
clicking on one of the days visible in the month display opens the
day display for that day. Alternately, double clicking on a month
in the year display opens the display for that month.

From the View menu, you can choose the Selected, Today, Day,
Month, and Year menu items. Choosing the Today menu item
displays the current day. To choose the Selected, Day, Month, and
Year menu items, you must first select a day.
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creating an Entry

By double clicking on a particular day, you can open a display that
shows timeslots from 8:00 a.m. to 5:30 p.m.

Calendar X2.0: JEH
File Edit View Entry Customize Help
October, 1989 November, 1989

Wk Sun Mon Tue Wed Thu Fxi Sat Wk Sun Mon Tue Wed Thu Fri Sat
490912 3 456 7 44 12 3 4
4 8 911121314 45 5 6 7 8 9 1011
42 151617 18 19 20 21 4 1213141516 17 18
43 22 23 24 25 26 27 28 47 19 20 21 22 23 24 25
44 29 30 3 48 26 27 28 29 30

‘(j C | I 1 DI

2:28pm

Use the scroll bars to display timeslots earlier or later than the
times shown. You can type entries, such as an appointment,
directly into the timeslots. Or, by using the timeslot editor,

you can type longer entries, activate alarms to remind you of
appointments, and cause messages to repeat at regular intervals.

To record a short entry directly into a day display:
1 Display the day in which you want to make the entry.

2 Click (and drag to resize, if necessary) on the desired time in
the day display.

3 Enter the text in the timeslot.
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4 Click on the time again.

When a day has at least one entry in it, its day number
changes from a normal font (nn) to an italic font (zr)
wherever it is displayed. You can then distinguish between
days containing appointments and free days in the month and
year displays.

To create a longer entry using the entry editor:

1 Click on the desired timeslot in the day display.

2 Choose Edit... from the Entry menu or double click on the
desired timeslot.

The entry editor is displayed:

T
File Edit Help
Tuesday the 10th of October, 1989
From: 9:00am To: 9:30am
L] O

S
L) At Entry Time L@ 8:55am L3 B:3Bam
L0 Tue 10t Oct TGGam L35 Tue 3ed Got 2:8Bam
5

l |

Minutes
BMIL & 2378803
® il + $ 1! ? &P 8 &# ®

Repeat | None | { onthe 10tk
Liset, faNon-work Day | | then Skip

M Flag day

| OK I ] Delete Entry I 1 Reset I[ Cancel I

3 Enter the text and adjust the alarms and repeat intervals as
required (see Setting Alarms and Making Repeat Entries).

The entry editor uses standard DECwindows editing
commands.
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4 Click on any icon that you want to associate with your entry.

These icons are symbols that can represent the contents of the
entry, thus serving as a reminder for you. Calendar attaches
no particular meaning to them.

The icons you select will appear in the handle of your entry.
The handle is the area of an entry between the timeslot and
the vertical resize bar.

5 Click on the OK button to confirm the entry and to dismiss
the entry editor.

If you exit the editor without having entered any text, or if
you delete all the text describing a previous entry, the timeslot
remains unscheduled.

Changing the Size of a Timeslot

To change the size of a timeslot, press MB1 on the time you want
to use as a starting point and drag the top edge of the timeslot up,
or the bottom edge of the timeslot down. The timeslot is redrawn
to the new size.

You can use this method to reduce or expand the time allocated
for an entry. If you reduce the size of a timeslot, some text may
no longer fit in the display, but it is not lost. The text reappears if
you expand the timeslot again.

Setting Alarms

Normally, Calendar rings an alarm and displays a message five
minutes before, and again at the time you specify.

The timeslot editor lets you modify the way the Calendar sets
alarms. You can set alarms to ring at one or all of the following
times:

n At the time of the sceduled appointment (on by default)

m One to sixty minutes before the time you specified for the
entry

s One to twenty-four hours before the time you specified for the
entry

To set one or more alarms:
1 Click on the desired timeslot in the day display.

2 Choose Edit... from the Entry menu. The timeslot editor is
displayed.
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3 Write the entry if you have not already done so.

Click on the toggle button to set an alarm.

By default, alarms ring five minutes before the entry time and
at the entry time.

Move the arrow in the scale to adjust to the time you want.

Click on the OK button to save the settings and to dismiss the
" timeslot editor.

You can also set alarms to ring at any of the following times by
displaying the repeat options menu and choosing the desired
option:

Daily
Weekly
Biweekly
Monthly
Bimonthly
Quarterly
Annually
Biannually
Triannually

When you choose an option, you can further customize when the
alarm will ring. By enabling the But option and displaying the
corresponding option menus, you can cause the alarms to skip or
move forward or backward according to whether or not the day in
question is a work day.

To modify the default intervals for all alarms, choose Alarms...
from the Customize menu and make the desired changes in

the Alarms dialog box. When you change the defaults, you can
save them for future Calendar sessions. To save your settings,
choose the Save Settings menu item from the Customize menu.
To restore the default settings, choose Use Defaults from the
Customize menu. To restore settings to the previous settings
(other than default), choose Restore Settings from the Customize
menu.
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Deleting an Entry

To remove or clear the contents of a timeslot:

Close
Delete...

1 Click on the timeslot in the day display that contains the
entry you want to delete.

2 Choose Edit... from the Entry menu. The timeslot editor is
displayed.
3 Click on the Delete Entry button.

A dialog box is displayed, asking you to confirm that you want
to delete the entry.

4 Click on Yes to confirm that you want to delete the entry.

Making Repeat Entries

Often, entries in a calendar are regular events. The Calendar
makes it easy to schedule these events by allowing you to specify
the time interval at which the entry should be repeated.

You can repeat an entry at the following intervals:
s None
n Daily
» Weekly
s Every two weeks

s Every four weeks

These settings are made from the timeslot editor. To set a repeat
interval for an entry:

1 Click on the timeslot in the day display that has the first
occurrence of the entry.

2 Choose Edit... from the Entry menu. The timeslot editor is
displayed.

3 Write the entry if you have not already done so.
Choose the repeat interval you want by clicking on the
appropriate option button.
You can choose only one repeat interval at a time. The preset
option is None.

5 Click on the OK button to save the settings and to dismiss the
timeslot editor.
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If you change or delete an entry that is repeated, a dialog box is
displayed, asking if you want to make the change or deletion in
just this instance, from this point on, or every time, including past
instances.

Moving an Entry from One Timeslot to Another

You can copy or move the entire contents of an entry, or just a
piece of text, to another timeslot. If you select the time, then
any alarms or repeat intervals associated with the entry are
transferred, along with the text, to the new timeslot. Selecting
just the text from the timeslot transfers just the text.

To move an entry from one timeslot to another:
1 Display the day that has the timeslot you want to move.

2 To select the entire entry from a timeslot, click on the handle.

The handle is the area in an entry between the time and the
vertical resize bar. By pressing and dragging MB1 in the
handle, you can move an entry up and down through the day
display to the desired timeslot.

To copy just a piece of text, select it by clicking and dragging
the pointer over the portion of text you want.

3 Choose Cut or Copy from the Edit menu.

If you want the entry to remain in the original timeslot,
choose the Copy menu item. If you want to delete the entry
from the original timeslot, use the Cut menu item.

4 If you are moving the entry to a different day, display the new
day.

5 Click on the time to which you want to move or copy the entry
or text.

6 Choose Paste from the Edit menu to insert the entry or text in
the new location.

If you are moving the whole entry (time and text) and want to
move it to the same time on a different day, you do not have to
display the new day. After selecting the desired day in the month
display, choose the Paste menu item from the Edit menu. This
causes the entry to be inserted on that day, at the same time.
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Creating Overlapping Entries

You can create an entry at a time partially or completely occupied
by an existing entry. To create overlapping entries, Press MB1
and drag on the timeslot as if there were no overlap. Calendar
opens a new entry for you at the specified time. You can overlap
as many entries as you like.

Normally, overlapping entries are stacked so that the left side

of each entry is always visible. To cause Calendar to stack
overlapping entries so that the first line of each entry is visible,
choose Day View... from the Customize menu to display the Day
View dialog box. Then, choose Show text from the Stacking option
menu. With Show text enabled, even if you have two entries
starting at the same time, Calendar leaves a gap to display at
least some of the text assoicated with the hidden entry.

Clicking on the handle of the entry that is overlapped makes it
pop to the front.

Entering Day Notes

Information which is specific to a particular day, but not to a
particular time, can be entered in a day note. Day notes are
identical to ordinary calendar entries, except that they are not
associated with a particular time. They are useful for denoting
occasions like birthdays.

To enter a brief day note, click on the entry box below the date
in the day display. The day note becomes highlighted, indicating
that you can enter text in the text area. To complete your entry,
click on the day note. The highlighting dispappears.

To enter a longer day note, double click on the day note to display
the entry editor. You can enter text, modify an existing entry, or
adjust the alarm settings and repeat intervals.

Using the Clock in the Day Display

2:56pm

The Clock provides a digital display of the current time. In
addition to showing the current time, the clock allows the current
Day view to autoscroll. The clock has no border when it is
autoscrolling,

To start autoscrolling, click on the clock. The timeslots visible
in the Day view adjust, so that the current time is within the
first timeslot. This process continues: as a timeslot passes, it is
scrolled off the top of the window. Thus, the view is kept as up
to date as possible. This is convenient if you significantly reduce
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the size of the day display, because it keeps the most immediate
timeslots in view.

The clock performs this function only for the current day. If the
Day view is not the current day, clicking on the clock first causes
the displayed day to be replaced by the current day. Autoscrolling
then takes place as usual.

To stop this automatic scrolling, move the timeslot by any other
method, such as adjusting the scroll bar. Autoscrolling is turned
off at the end of the day.

If you are making an entry in a timeslot when it is due to be
scrolled, it does not disappear. The scroll mechanism waits until
the next interval is over and then catches up.

The Show AM/PM customizing option allows you to choose
between a 12-hour and 24-hour clock. Whichever clock you choose
is reflected by all Calendar-displayed times and clocks.

Marking Special Days

You can mark days of particular importance, such as major project
milestones, holidays, or birthdays. Marking particular days alters
the display font so that those days can be distinguished from
other days in the various Calendar displays.

To mark a day:
1 Select the desired day from any of the Calendar displays.

2 Pull down the Edit menu and drag the pointer to the submenu
icon next to the Mark menu item to view the submenu.

Cut

Copy
Paste

I Default
Work Day
Non-Waork Day

Normad
Special

The menu item currently in use for the selected day is dimmed
in the submenu.
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3 Choose the desired menu item from the Mark submenu:

Choose To Produce

Work Day Bold font

Nonwork Day Standard Calendar font

Special Bold, larger font; on color workstations, displayed
in red font

Default The standard Calendar font the day had before it

was previously marked with Work Day, Nonwork
Day, or Special menu item.

The day is now marked in the specified manner.

Sending and Receiving Calendar Entries Through Mail

You can send and receive calendar entries through electronic
mail. To send an entry, display both the calendar entry and a
DECwindows Mail Create-Send window on your workstation
screen. Use MBS to select the entry from the Calendar. The entry
is automatically pasted in the Mail Send window.

To receive an entry through DECwindows Mail, open the Day
View and click on the desired timeslot. Use MB3 to select the text
from an existing mail message. The entry is automatically pasted
into the Calendar at the timeslot you selected.

Printing a Part of a Calendar

| File I

Open...
Open in New...
Include...

Close
Name As...
Delete...

You can print a timeslot entry or all of the entries in a day or a
week by copying the entry or entries to a printable file.

To print a part of a Calendar display:

1 Display the day that relates to the entry or entries you want
printed.
For example, if you are printing a timeslot, display the day
that contains the timeslot. If you are printing the entries in
a day, display the day itself; to print the entries in a week,
display a day that falls in that week. You can also select the
day or week number you want to print, from any display in
which it appears.

2 Click on the time, day number, or week number, as
appropriate.

3 Choose Print... from the File menu.
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Calendar displays a dialog box.

| calendar: Print

Tuesday the 10th of October, 1989

Line Limit

[ send File To Printer

‘I:Ixcalendar.ps

OK I Cancel I

The dialog box shows the time period you have selected and
provides a default name for the file to be sent to the printer.
It also lets you limit the number of lines you want printed for
each entry by clicking on the Limit Lines Per Entry option
and moving the arrow in the scale to set the desired limit.

4 The default file name dxcalendar.ps is displayed. Change
the name provided by the dialog box, if you want, and then
confirm your request by clicking on the OK button.

The requested section (timeslot, day, or week) is copied to the
named file. You are now ready to send the file to the printer.

Working with Multiple Calendars

T entor i o You can create, open, save, print, and delete calendars. You

" e— i, can create different calendars to use for specific purposes. For

N ) =] example, you could designate some calendars for your personal

ale S wmme = || use and other calendars for use by a group.

“|4 15 1 17 18 18 2 21

e m e s o7 "l You can use the Open... menu item from the Calendar’s File menu
w5 o. 22l toopen a calendar, even if you do not have privileges to modify it.

This makes it possible to use a calendar for informal sharing of
information. For example, a group secretary can create a calendar
for events of group-wide interest, so that everyone on a team can
see when group activities are going on. Only one person at a time
can write in this calendar, and the calendar cannot be read while
it is being modified. If no one is modifying the file, an unlimited
number of people can read it simultaneously.
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Creating a New Calendar
To create a new calendar:

1 Choose Open... from the File menu. Calendar displays a
dialog box.

File Filter
Il.dwc*

Files in

g Filter I

l Cancel |

m]EeY

QCID

Selection

L

2 Type a unique file name for the new calendar in the Selection
text entry field and click on the OK button. By default,
Calendar adds the file extension .dwc to calendar file names.

A dialog box is displayed, asking if the calendar currently
being displayed should be removed before displaying the
new calendar, or if you want to keep both calendars on the
screen at the same time. Click on Replace to display the new
calendar in place of the old calendar. Click on New to display
both Calendars simultaneously.

3 Calendar asks if you want to create a new file. Click on Yes to
create a new calendar.

By default, the new calendar is presented in a month display
containing the current day.

The calendar file name can always be changed again (see
Renaming an Existing Calendar).
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Opening an Existing Calendar

To open an existing calendar:

1 Choose Open... from the File menu.

Calendar displays a dialog box that prompts you for the name
of the calendar you want to open. The file list box lists the
names of any calendar files in the current directory; that is,
files that have the extension .dwe.

2 Select the file name you want to view and click on OK.

If you want to open a calendar file that is not listed, type the
name of that file in the Selection text entry field and click on
the OK button. Or, use the File Filter text entry field to list a
subset of files that you can then select from. For example, to
list all files in another directory with the file extension .dwec,
type the complete directory specification, /jones/staff/*.dwe, in
the File Filter text entry field and click on the Filter button.
Then, double click on the file name of the calendar you want
to open.

A dialog box is displayed, asking if the calendar currently
being displayed should be removed before displaying the new
calendar, or if you want to keep both calendars on the screen
at the same time. Click on New or Remove to make your
choice.

If you specify the name of a calendar that you are not allowed
to read, the Open operation fails and a message box is
displayed, explaining the cause of the failure.

3 The calendar is opened.

Renaming an Existing Calendar

To rename the current calendar, choose Name As... from the File
menu.

A dialog box is displayed:

New File Name IL

0K I Cancell

Type in the new calendar name. Calendar adds the file extension
.dwec to calendar file names by default. You can rename only those
calendars in which you are allowed to write.
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Closing a Calendar
Choose Close from the File menu to close the current calendar.

Deleting a Calendar

Choose Delete... from the File menu to delete a calendar.
Calendar displays a dialog box, asking whether you really want
to delete the calendar. If you do not have sufficient privileges to
delete the specified calendar, an error message is displayed.

-ustomizing a Calendar

Customize IS

Genevral...

Day View...
Icon box...

Save Settings
Restore Settings
Use Defaults

[ customize IR

Day View...
Icon box...
Alarms...

Save Settings
Restore Settings
Use Defaults

Use the Customize menu to customize the appearance and
behavior of your calendar. With the Customize menu, you can
change the appearance and behavior of many of Calendar’s
displays, including the:

s General Settings
n Day View Settings
m Icon Box Settings

s Alarm Settings

Use the Save Settings menu item to save your customized settings
from one session to the next. The size and placement of all
windows are also saved.

Use the Restore Settings menu item to cancel any unsaved
changes you make and restore the current saved settings of all
customization options.

In dialog boxes, shaded buttons indicate the current settings.
Click on a button or its label to change the setting. Click on the
Apply button to apply your changes without closing the dialog box.
Click on the OK button to apply your changes and close the dialog
box.

Customizing the General Display

Choose General... from the Customize menu. Calendar displays
the General dialog box.
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From the General Settings dialog box, you can modify any of the
following calendar features:

Work Week

Normally, Calendar designates Monday through Friday as the
work week, as indicated by the shaded toggle buttons immediately
to the left of the days. You can change the settings by clicking on
the days you want to use for your work week.

First Day of Week

Unless you specify otherwise, the first day of the week is Sunday,
as indicated by a shaded option button. You can designate another
day as the first day of the week by clicking on it.

Show Week Numbers

Unless you specify otherwise, the leftmost column in every month
display lists the number of each week, starting with the first week
of January as week number one. You can disable this feature by
turning off the Show Week Numbers option.

Date for Week No. 1

In every month display, the leftmost column lists the number of
each week. This is in effect as long as the Include Week Numbers
option is turned on. By default, weeks are numbered starting
with the first week of January as week number one. The following
weeks are numbered accordingly, ending with the last week in
December as number 52.

The Date for Week No. 1 option enables you to set the week you
want to designate as the first week of the year by choosing the
desired month and moving the arrow in the scale to the desired
date. For example, if your fiscal year starts the first week of July
and you want to designate that week as the first week of the year,
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choose July from the list of months and choose a date number that
falls in the first week of July. To ensure that the date you choose
falls in the first full week of the month, you may want to choose a
date such as July 6.

The date January 4 is the preset option, which ensures that the
first full week in January is used as the first week of the year.

First View

When you start Calendar, the month display appears on your
screen by default. You can click on Year Display or Day Display to
choose either of those options to be the first display you see when
you start Calendar.

Start Iconized

Normally, when you start Calendar you see a display of the
current month. By turning on the Start Iconized option, you can
cause Calendar to start as an icon.

Show AM/PM

By default, Calendar has a 12-hour time system that uses AM and
PM in its day display to differentiate timeslots. If you disable the
Show AM/PM option, Calendar uses a 24-hour time system in its
day display—for example, 1 p.m. becomes 13:00, and so on.

‘Live’ Scrolling

Normally, when you move the slider on the scroll bars in the day,
month, and year displays, the displays don’t move until after you
have moved the slider. When you enable this option, the displays
change dynamically when you move the slider.

Right to Left
Normally, timeslots appear on the left side of the day view and the
vertical scroll bar appears in the right side.

You can reverse the position of these elements, including the
timebars, by enabling the Right to Left option.

Fill Blank Days

Unless you specify otherwise, Calendar leaves the days not filled
by the current month blank. When you turn on the Fill Blank
Days in Month Display option, Calendar fills the blank days at
the beginning and end of the current month with the dates of the
preceding and following months.

Print Blank Days
Normally, when you print out a week from your calendar, all days
are printed out whether or not you have entries in them.
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| customize S

General...

Day View...

Icon box...

Save Settings
Restore Settings
Use Defaults

You can disable the Print Blank Days option by clicking on it,
which causes only those days that have entries in them to be
printed out.

Box Current Day
Normally, Calendar boxes the current day in the day display. You
can disable this feature by clicking on it.

Don’t Mark Past Days

Normally, Calendar does not distinguish past days from future
days. You can direct calendar to cross out or strike out past days
by choosing the appropriate option from the Don’t Mark Past Days
options menu.

Customizing the Day Display

You can customize the day display by choosing Day View... from
the Customize menu.

Calendar displays the Day View dialog box.

Day View l@
Timeslot Size| Half Hour Vertical stacking] Show Length
Spacing
increment s
1
Font size Icon size = [
O small Horizontal Spacing
@ Medium == 4
Olarge [l l
=
Timebar Width

vorking Hours

Lunch Hours
unch H [ Times on the Line

stare( 8 |(50 ] am [12]( 00} om

O Show Full Times

Flag:

W] Entries

Day Notes

Finish | 5 _|[ 30 | pm |_1_|[ 00 ] om

fcon:

W] Show Day Notes
Show Menths

Auto Click en Clock

EMinhLeAaA22/700R
wl+$i! ?&E034HF

ok ]| I Apply I | Reset l | Cancel |

Use this dialog box to modify any of the following day display

features:
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Day Display: Timeslof Size

By default, the day display has timeslots broken up into 30
minute intervals. You can choose 1 hour, 15 minute or 5 minutes
intervals instead.

Increment

The resize bar lets you create a Calendar entry that is larger or
smaller than the timeslot size. Normally, the resize bar expands
or contracts a timeslot in 5-minute increments.

Change this increment by choosing a different option from the
Increment option menu.

The resize bar time increment is always smaller than the timeslot
size. For example, if your timeslot size is 30 minutes, the Hour
option on the Increment option menu is dimmed since you can
only resize the entry in increments smaller than or equal to the
timeslot itself.

Font Size

Normally, Calendar uses a medium font size for timeslots and
entries. You can change the font size by clicking on one of the font
size option buttons.

lcon Size

Normally, Calendar displays medium-sized icons in the handles of
Calendar entries. You can change the icon size by clicking on one
of the Icon size options.

Working Hours

Calendar uses the preset options 8:30 a.m. to 5:30 p.m. for
working hours, which determine the timeslots it uses in the
day display. You can change these values by clicking on the
appropriate box to set the time you want.

Lunch Hours

Normally, Calendar uses 12:00 p.m. to 1:00 p.m. for lunch hours.
You can change these values by clicking on the appropriate box to
set the time you want.

Flag

Normally, when you create a day note or entry, the corresponding
day is flagged. This means that the font of the specified day is
changed in the month view to make it stand out.

Disable this flagging by clicking on the corresponding button.
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Icon
Normally, the meeting icon appears in the handle of a Calendar
entry. The pencil icon is normally associated with the day note.

With this option, you define the default icon that will be applied
when you create a new entry. This option also allows you to define
the default icon to be used when you create Daynotes. You can
later override these defaults using the associated entry editor.

You can associate multiple icons with a particular entry by using
the entry editor. For more information, see Creating an Entry.

Vertical Spacing

This option lets you set the relative height of the timeslots—the
greater the value, the more the white space. Larger values tend
to be more readable, smaller values allow more timeslots to be
displayed in the same space.

To modify the timeslot height, press and drag MB1 to move the
arrow in the scale to the desired value.

Horizontal Spacing
This option lets you adjust the width of the timeslots.

To midify the timeslot width, press and drag MB1 to move the
arrow in the scale to the desired value.

Timebar Width :
This option controls the thickness of the two timebars. A greater
value will produce thicker timebars. A value of 0 will remove
them completely.

Stacking

Normally, overlapping entries are stacked so that the left side of
each entry is always visible. This is the effect of the Show Length
option in the Stacking option menu.

To cause Calendar to stack overlapping entries so that the first
line of each entry is visible, choose Show Text from the Stacking
option menu. When Show Text is enabled, Calendar leaves a gap
to display some of the text associated with a hidden entry.

Calendar does not save any changes you make to the stacking
order for a given set of entries.

Times on the Line
Normally, the starting time of a timeslot is centered between the -
top and bottom lines of the timeslot.
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General...
Day View...

Alarms...

Save Settings
Restore Settings

Use Defaults

You can cause the starting time of a timeslot to be centered in the
top line of the timeslot by enabling the Times on the Line option.

Show Full Times

Normally, timeslots that are not on the full hour are displayed
as the number of minutes after the full hour. For example, the
timeslot for 2:00 would be displayed as 2:00, but the timeslot for
2:30 would be displayed as 30.

To cause Calendar to display the hour as well as the minutes for
a timeslot, enable the Show Full Times option. This would cause
2:30 to be displayed as 2:30.

Show Day Noles
Normally, the day note entry box appears below the date in the
day display.

To remove the day note entry box, disable the Show Day Notes
option by clicking on it. Old day notes are not deleted if you
disable day notes; they just are not visible.

Show Months

Unless you specify otherwise, Calendar displays the current and
next month at the top of a day display. You can disable this option
by turning off the Show Months option.

Auftoclick on Clock

The standard Calendar requires you to start autoscrolling by
clicking on the clock when you display the Day View. By setting
the autoclick option on, autoscrolling will happen automatically
when you first open the day view.

Customizing Calendar Icons

You can customize the Calendar icon that appears in the
DECwindows Icon box by choosing Icon Box... from the Customize
menu.

Calendar displays the Icon Box dialog box.

[m} | i new Line

[ Show Day Name [W Full Day Name W New Line
W show Time

0K I I Apply I I Reset I I Cancel I
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General...
Day View...
Icon box...
Alarms...

Save Settings
Restore Settings

Use Defaults

The text entry field in the upper left corner of the dialog box lets
you enter text that appear on the top line of the icon box.

In addition to entering text, you can modify the following Calendar
icon features:

New Line
Use the two New Line buttons to customize the layout of the
Calendar icon.

Enabling the top New Line button causes the text you type into
the text entry field to appear on the top line in the icon box.

Enabling the second New Line button causes the time of day to
appear on a line below the day of the week. Disable this option by
clicking on the shaded toggle button.

Show Day Name
Normally, the day of the week appears in the icon. You can disable
this option by clicking on the shaded toggle button.

Full Day Name

Normally, the day of the week that appears in the icon is in an
unabbreviated form. You can cause day names to be abbreviated
by disabling this option.

Show Time
Normally, the time appears in the icon. You can disable this
option by clicking on the shaded toggle button.

Saving Customized Features

To save your customized features, choose Save Settings from

the Customize menu. This causes your new settings to be used
whenever you start a Calendar session. The size and placement of
all displays are also saved.

To restore your settings to the currently saved defaults, drag the
pointer to the submenu icon next to the Customize menu item,
and release MB1 over the Restore Settings menu item.

To restore your settings to the system defaults, drag the pointer to
the submenu icon next to the Customize menu item, and release
MB1 over the Use Defaults menu item.
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Changing the Shape of a Display

You can change the size of any Calendar display by using the
window’s size button. If you resize the display to be smaller than
the elements inside it, Calendar will try to rearrange the elements
to fit the new size, but some of the elements may not be visible.
For example, if you resize the year display so that is only big
enough to display eight months, Calendar will display only the
next 8 months.

To save the size settings from one session to the next, use the
Save Settings menu item on the Customize menu.

Exiting from the Calendar

Open...
Open in New...
Include...

Close
Name As...

To exit from Calendar and close all open calendars, choose the
Exit menu item from the File menu.
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Using the Cardfiler

The Cardfiler lets you create an electronic box of index cards. This
electronic file box is called a card file. Card files contain cards,
which can hold any kind of information you like, such as names,
addresses, and telephone numbers. For example, you could have
a card file called Food filled with cards that contain recipes and
names of restaurants.

By organizing your index cards into sets (card files), you can keep
one group of cards separate from another group, for example, your
business cards and your personal cards.

This chapter describes how to:

Start the Cardfiler

Create and add cards to a card file
View topics in a card file

Search a card file for text

Edit a card

Incorporate graphics

Open an existing card file

Save a card file

Merge two card files

Exit from the Cardfiler
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Starting the Cardfiler

To start the Cardfiler, choose Cardfiler from the Session Manager
Applications menu, or enter the following command in a DECterm
window:

% dxcardfiler &

The Cardfiler displays an empty card file in the Cardfiler window.
Initially, the card file is empty, but it fills up with index topics as
you add cards.

Cardfiler: untitled IR
File Search cCard Help
raY
o

Opening a Card File

You can either create a card file and then add cards to it, or you
can create cards and then save them into a card file. For example,
you can create a card file called “Clients” and then fill it with
cards that contain names and telephone numbers of your business
clients. To create a new card file or open an existing one:

1  Choose Open... from the File menu.
Cardfiler displays a dialog box.
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Cardfiler: Open

File filter
I *dard

Files in

<l Filter

ke

QA

QD

Selection

tard

————— —

2 To create a new card file, click on the Selection text field

and enter the name of the card file you want to create, for
example, Clients. By default, Cardfiler adds the extension
.card to card file names.

Click on OK. Cardfiler displays a message telling you the file
was not found and that a new file is being opened. Click on
the Acknowledged button to dismiss this message.

To open an existing card file, select the name of the file you
want to open.

Use the scroll bars to view a complete list of your card files.
The card file name you select is displayed in the text field.

The new card file is displayed.

If you try to open another card file without first saving any
changes you made to the current file, a dialog box is displayed,
asking whether you want to save your changes. Click on the Yes
button to save your changes. Click on the No button to discard
your changes.

Adding a Card

You start a file of index cards by adding a card. As you add cards,
they are sorted alphabetically according to the topic you type in
the card’s index field. By displaying the topic of each index card,
the card file window lists the contents of the card file. To add a
card:

1

Choose Create Card... from the Card menu.

Using the Cardfiler 3-3



The Cardfiler displays a blank index card in the Card window.
The dialog box prompts you to type the topic of the new index
card.

I

Index for this card

2 Enter the new topic under which you want the card filed.

3 Press or click on the OK button.

The text you just typed is added to the title bar at the top of
the Card window and to the contents of the Cardfiler window.
You can add information to the new card.

4 Type any information belonging on the index card, for
example, an address.

Type the text as you want it to appear, using the Return key,
space bar, and Tab key to format it. Cards can contain up to
4000 characters and up to 64K bytes of graphics.

5 When you are finished with the index card, choose Close menu
from the file menu.

The Card window is closed and the contents of the index card are
added to your card file.

You can open another index card in the card file without closing
the current card. When you choose the Create Card... menu
item from the Card menu in the Cardfiler window, the Cardfiler
automatically saves any changes you made to the current index
card and returns it to the card file before it opens a new card in
the file.

If you create a series of cards before you have created the card file
in which you want to place them, you can save them into a new
cardfile.

To save cards into a new card file:

1 From the empty, untitled card file you see when you start the
Cardfiler, create your cards.

2 Choose either Save or Save As... from the File menu.
Cardfiler displays a dialog box.
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3 In the Selection text field, enter the name of the card file you
want to put your cards in.

For example, if you created a series of cards about famous
baseball players, you could create a card file called Baseball.

4 Click on' OK.

The new card file name is displayed at the top of the Cardfiler
window with a list of all the index cards in that card file.

/iewing the Contents of a Card File

Although you can look at only one index card at a time, you can
easily switch from one card to another by selecting a card from
the card file window. When your card file contains too many cards
to list in a window at a time, you can use the scroll bar to move
through the file. You can also search the contents of a card file for
a given text string.

Opening an Existing Card

To display the contents of a card you have already created, select
the card from the card file window by pointing to its index line
and clicking MB1.

The card’s index topic becomes shaded and the contents of the
card are displayed in the Card window.

Scrolling Through a Card File

As you accumulate cards, they cannot be listed all at once in the
card file window. The scroll bar along the left side of the card file
lets you scroll through the list of the index cards in your file. To
scroll through the list of index cards in your file, click and hold
MB1 on the stepping arrow.

Finding Text

You can search a card file for any text string. The text can be a
word, a number, or any other characters that you can type on your
keyboard. Because the Cardfiler treats spaces as text, you can
search for two or more words.

The Cardfiler searches either the index topics or the contents of
the index cards.

To search the index topics in a card file for specific text:

1 Choose Search Index... from the Search menu in the card file
window.
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Cardfiler displays a dialog box.

Search Index

Go te Card

= P e

2 Type the text string you want located.
3 Press or click on the OK button.

The Cardfiler searches the topics of all index cards in the file and
displays the first card in your file containing the text string.

You can continue to search for a text string by choosing the Find
Next menu item from the Search menu in the card file window.
The Cardfiler continues to search the card file for the text and
displays each card that contains the text in its index field.

To search the contents of each card in the file for specific text:

1 Choose Search Card... from the Search menu in the card file
window.

Cardfiler displays a dialog box.

Search Card

Find Text

2 Type the text string you want located.

3 Press Return or click on the OK button.

The Cardfiler searches all index cards in the file and displays the
first card in your file containing the text string.

You can continue to search for a text string by choosing the Find
Next menu item from the Search menu in the card file window.
The Cardfiler continues to search the card file for the text and
displays each card that contains the text.

3-6 Using the Cardfiler



Editing a Card

| card |
Create Card... Alt/N
Duplicate
Delete Alt/D
Undelete
Next Next
Previous Prev

Restore

The Cardfiler editing commands let you copy, delete, and
rearrange text on an index card. If you decide you do not want to
save your edits, Cardfiler can restore the card to its original state.

Renaming a Card
To change the topic of an index card, you modify the index line:

1 Select the card you want to rename from the card file window
by pointing to it and clicking MB1.

2 Choose Rename... from the Card menu on the Card window.

Use the arrow keys to move the text cursor and the Delete key
to erase unwanted text.

4 Type the new topic under which you want the card filed.
5 Click on the OK button.

The card is renamed and remains open. If you want to close the
card, choose the Close menu item from the card’s File menu.

Moving the Text Cursor

When you create a new card, the text cursor appears in the upper
left corner of the card window. When you open an existing card,
the text cursor remains where it was when you last edited the
card.

If you are creating a new card and want to move the text cursor,
use the Return key or place the pointer where you want the text
cursor and click MB1. You can use this method to move the text
cursor on an existing card, or you can use the arrow keys to move
the text cursor anywhere in the existing text (except to the index
line).

Selecting Text

In order to delete, move, or copy text, you must first select that
text. Select the text by pressing and holding MB1, dragging the
pointer over the text, and releasing MB1. This highlights the
selected text. The Cardfiler stores this text until you tell it what
to do.

Using the Cardfiler 3-7



& Card: Pike Place Market
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A must for any visiter. Pike Place Marketis a |O
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picture taken sitting on the large brass pig.
Take the Stewart St. exit off 1-5 South, and
head down Stewart until you can’t go any
further; that’s Pike Place Market.
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Deleting Text

To delete small amounts of text on your card, use the Delete
key. If you selected text for deletion, press any key to delete the
highlighted text.

Moving Text

Because the Cardfiler saves the last text you selected and deleted,
you can move text from one location to another on a card or
between cards.

To move text on a card:

1

Select the text you want moved to another location on the
card.

Choose Cut from the Edit menu.

Move the text cursor to where you want the deleted text
inserted by using the Return and arrow keys or by positioning
the pointer and clicking MB1.

Choose Paste from the Edit menu.

The deleted text appears in the new location.

To move text from one card to another:
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Select the text you want to move to another card.
Choose Cut from the Edit menu.

From the card file window, click on the card to which you want
to move the text.

The new card is opened.



4

Move the text cursor to where you want the deleted text
inserted by using the Return and arrow keys or by positioning
the pointer and clicking MB1.

5 Choose Paste from the Edit menu.
The selected text is inserted in the new location.
Copying Text

Because the Cardfiler keeps track of your selected text, you can
copy text from one location to another on a card and between
cards.

To copy text on a card:

1

Select the text you want copied to another location on the
card.

Move the text cursor to where you want the selected text
copied by using the Return and arrow keys or by positioning
the pointer and clicking MB1.

Click MB2.
The selected text is copied to the new location.

To copy text from one card to another:

1
2
3

Select the text you want copied to another card.
Choose Copy from the Edit menu to store the copied text.

From the card file, click on the card to which you want to
move the text.

The new card is opened.

Move the text cursor to where you want the selected text
copied by using the Return and arrow keys or by positioning
the pointer and clicking MB1.

Choose Paste from the Edit menu.
The text is copied to the new location.
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Incorporating Graphics

You can add graphics, such as those you create with the Paint
program, to Cardfiler index cards. The Cardfiler places a graphic
at the top of a card, keeping the picture’s original size, and
relocates text to the remaining space.

To incorporate a graphic that has been saved as a file into a card:

Print
Print... Alt/P 1 Open a card.

Include Image... Alt/0 2

Choose Include Image... from the Card window’s File menu.

Cardfiler displays a dialog box that lists all files in the curren
directory that have the file name extension DDIF. (DDIF files
are created by the Paint application by default.)

3 Select one of the listed files, display a different set of files
using the file filter, or type the name of the file you want in
the Selection text entry field.

The graphic is displayed on your card. If it is larger than the
current size of your index card, you can display the entire
graphic by enlarging the card with the resize button.

To copy part or all of a graphic directly from the Paint application:
1 Display the graphic you want to use in the Paint application

2 Select the portion of the graphic you want to copy to your open
card.

3 Choose Cut or Copy from Paint’s Edit menu. Cut causes the
graphic to disappear from the Paint window, whereas Copy
simply makes a copy of it.

4 Give your open index card input focus by clicking on it.
Choose Paste from the Edit menu.

The graphic is displayed on your card. If it larger than the
current size of the card, you can display the entire graphic by
enlarging the card with the resize button.

To erase a graphic from your card:

1 Select the graphic by clicking on it.

You can unselect a graphic by clicking in the text portion of
the card.

2 Choose Clear from the Edit menu.

Cardfiler erases the graphic. You can restore it by
immediately choosing Undo from the Edit menu.
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yaving a Card File

File | Whether you create a new card file or make changes to an existing
Open... card file, such as adding or deleting a card or changing any

Merge s e information on a card, you need to save that card file when you
Save are done working with it.

Save As...

Print To save a new card file or change the name of an existing one:

------------------------------- 1 Choose Save As... from the File menu in the card file window.
Save Geometry

Use System Defaults Cardfiler displays a dialog box, prompting you for the name of

Quit the file.
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2 Using the and arrow keys, delete any text in the
Selection text field and type the name of file. The default file
type for card file names is card.

Give the file a name that you can easily recognize. For
example, if the card file contains the numbers of your business
associates in Rome, you might name the file rome.card.

Giving the file name an extension of .card lets you recognize
that this is a card file.

3 Press or click on the OK button.

You are returned to the card file window. If you saved a new
card file, notice that the name of the card file in the title

bar has changed from untitled to rome.card. If you saved an
existing card file, the card file name is replaced by rome.card.

To save the current card file, choose Save from the File menu in
the card file window.
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To save the current card file under a new file name:
1 Choose Save As... from the File menu in the card file window.

2 Using the Delete and arrow keys, delete any text in the text
field and type the file’s new name.

3 Press or click on the OK button.

You are returned to the card file window. Notice that the title bar
contains the new card file name.

Merging Card Files

You can merge the contents of the current file 