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Welcome!

Welcome!

Welcome to TextMaker! You have purchased a word processor that combines user-friendliness with powerful
features at a highly affordable price! TextMaker will enable you to complete your writing tasks quickly and
easily.

Note: This manual was written in order to describe how to use the program via the new ribbon user
interface. A description of its use via classic menus with toolbars can only be found in older manuals.

Tip: A table in the appendix shows you which ribbon command corresponds to which menu command:
Ribbon commands and corresponding menu commands

Some features have been disabled in SoftMaker FreeOffice (the free version of SoftMaker Office). These
features are indicated by a red box like this one in the manual.

Some features of TextMaker
= Available for Windows, Mac, Linux, Android and iOS
= Well-designed, ergonomic user interface — either with a modern "ribbon" or classic menus with toolbars

= Practical document templates for creating new documents, such as pre-designed letterheads and flyers, in
no time

= Advanced paragraph formatting such as automatic numbering, bullets, borders, shadows and patterns

= Paragraph and character styles that enable you to apply your favorite formatting to text at the touch of a
button

= Desktop publishing (DTP) features such as "master pages", drop caps, small caps, kerning, adjustable
character spacing and pitch

* Embedding of pictures in numerous file formats, extensive drawing functions, TextArt module for font
effects

= Document scanning — scanning via WIA is also supported in addition to TWAIN

= Powerful table functions, including computational functions

= File manager with search functions (not included in SoftMaker FreeOffice)

= Tables of contents and indexes, footnotes, outline view (outliner, not included in SoftMaker FreeOffice)
= Excellent spell check and hyphenation, large thesaurus (not included in SoftMaker FreeOffice)

= Integrated address book (database)

... and much more!



TextMaker is being developed continually. If, when working, you discover the need for a feature that is not yet
available, or if you have any other suggestions, please contact us as we want TextMaker to meet the needs of
users!

Additional features in SoftMaker Office Professional and NX Universal

The even more powerful SoftMaker Office Professional and SoftMaker Office NX Universal include an
advanced version of TextMaker which offers the following additional features:

* Duden Korrektor from Dudenverlag (spell check, hyphenation, grammar check)
= Research function — for looking up selected terms directly on online platforms

= Read aloud — have the texts in your document read aloud to you

= Finalize removes personal information from documents

= Compress pictures compresses inserted pictures to reduce the size of the file

* QR code/Barcode — generate your own QR codes or linear barcodes

Only available in SoftMaker Office NX Universal

= Translation of documents into numerous languages using DeepL.

= SmartChat — use the artificial intelligence of ChatGPT in TextMaker to create and edit Al-based texts

Android version and i0S version: Unlock locked commands

TextMaker is also available for Android and iOS devices and contains virtually all features of the Windows
version.

Some commands are locked in the Android/iOS version (recognizable by the lock in the command icon), but
they can be unlocked if necessary.

To unlock the commands, click on the command icon. The program opens a dialog box with the following
options: Users of SoftMaker Office NX Home and NX Universal can use their product key to unlock
commands. Users of other versions have the option of unlocking the features via Google Play/Apple App Store
(subject to a fee).




Welcome!

Technical support

If you have any questions, our technical support team will be happy to assist you. You can reach us as follows:

Website

Our website provides the latest program updates, tips and tricks, free downloads and much more.

For more information, see: www.softmaker.com

Support forums

In our support forums, you can ask our technical support team any technical questions you may have, while also
communicating with other users.

These forums can be found at: forum.softmaker.com

Inquiries to our support team

If you have any problems with our software, we will happily assist you.

You can post your questions here: www.softmaker.com/en/support/customer-support

About this manual

TextMaker has a wide variety of functions — but don't worry: you don't have to master all of them! While you're
getting started, just use those you need. If you would like to make use of TextMaker's more advanced functions
at a later stage, you can still read the relevant pages in the manual.

This manual is structured as follows:

The chapter Installation and program startup deals with the installation of TextMaker. You also learn
how to start the program.

The chapter Application window describes the individual components of TextMaker's main window.

The chapter Basics provides information on TextMaker's most important functions. It is ideal for beginners!

The chapter The TextMaker tour deals with the subject of text editing in tutorial form and shows you how
to use TextMaker by means of some practical examples.

The chapter Working with selections and the following chapters are the reference part of this manual.
These chapters are organized by subject and provide a detailed description of all functions of TextMaker.



https://www.softmaker.com/
https://forum.softmaker.com
https://www.softmaker.com/en/support/customer-support
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System requirements

In order to run this software, you require the following hardware and software:

Windows version
= Windows 11, 10, 8 or 7 (32-bit or 64-bit)

Mac version

= macOS as of version 10.14 (Mojave)
= Intel or ARM-based CPU

Linux version
* Any x86 Linux (64-bit)

Android version

= Android 9.0 or higher
= ARM-compatible CPU (32-bit or 64-bit)

i0S version
= i0S 14.0 or higher




Installation and program startup

Installation and program startup

This chapter provides information on installing and starting TextMaker.
It is divided by operating system into the following sections:

= Installing on Windows

= Installing on macOS

= Installing on Linux

= Installing on Android devices

= Installing on 10S devices

Please read the section for your operating system.

Installing on Windows

Download

If you obtained the software by downloading it from our website, you will find installation instructions in the e-
mail that you automatically received after purchasing the software.

CD-ROM

If you obtained the software on a CD-ROM, please start the installation program provided in the root folder of
the CD. Then follow the installation program's instructions to install the software.

Starting the programs

To start the installed programs, use the Start menu (the button with the Windows logo) in the lower left corner
of the screen. You will find your SoftMaker Office applications in a sub-folder called SoftMaker Office.
Entering address upon initial start: When you start TextMaker for the first time, you will be asked to enter your name, address, phone number, etc. This

information is not used for registering the program. It is in fact required by TextMaker in order to automatically personalize the supplied document
templates for letters. You can always change this information at a later stage. For more information, see Settings, General tab.
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Installing on mac0S

You will find information about installing the software in the e-mail that you automatically received after
purchasing it.

Is an error message displayed when you start the installation program?

Depending on your system settings, the following error message may be displayed when you try to start the
installation program:

= @
1

“softmaker-office-2024.pkg"
can't be opened because it was
not downloaded from the App
Store.

Your security preferences allow
installation of only apps from the App
Store.

www.softmaker.net

This occurs when your system's security settings specify that only programs that have been downloaded from
the App Store may be run.

Clicking on the question mark in the upper right corner of the message reveals how you can still run the
installation program. You then see a help window in which the following procedure is recommended:

1. Close the error message.
2. Hold down the Ctrl key and click on the installation program.
3. A context menu is displayed. Choose the command Open.

4. You then see a message which asks you if you really want to open the program. Confirm this by clicking on
the Open button.

The installation program will now start.

Starting the programs

After the installation is complete, icons for each of the installed programs will be displayed in both the
Launchpad and the Dock at the bottom of the screen. To start one of the programs, simply click on its icon.
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Installing on Linux

You will find information about installing the software in the e-mail that you automatically received after
purchasing it.

Starting the programs

In most Linux distributions, the installation program automatically creates shortcut icons for all SoftMaker
Office applications in the menu. To start any of the applications, click on the corresponding icon.

Alternatively, the following scripts are available for starting the programs:
= textmaker24free starts TextMaker.

= planmaker24free starts PlanMaker.

= presentations24free starts Presentations.

You can execute these scripts in a shell, for example.

Entering address upon initial start: When you start TextMaker for the first time, you will be asked to enter your name, address, phone number, etc. This
information is not used for registering the program. It is in fact required by TextMaker in order to automatically personalize the supplied document
templates for letters. You can always change this information at a later stage (see Settings, General tab).

Installing on Android devices

If you download an application to your Android device via the Google Play Store, you don't need to do
anything, as the application will be automatically installed immediately after downloading it.

Installing on i0S devices

If you download an application to your iOS device via the Apple App Store, you don't need to do anything, as
the application will be automatically installed immediately after downloading it.
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Application window

The following pages contain an introduction to the individual components of the TextMaker user interface, both
for the ribbon interface and for the classic menu interface.

In all other chapters, this manual is designed for the user interface with the ribbon.

If you would like to continue working with the classic menu interface, a table in the appendix shows you
which ribbon command corresponds to which menu command: Ribbon commands and corresponding menu
commands.

Tip: You can switch the user interface between ribbon and classic menus at any time. To do so, choose the
command File | Options in the ribbon (or choose Tools > Options in the classic menu). On the Appearance
tab, click on the User interface button.

Alternatively: Right-click on a free space in the ribbon or toolbar, and choose User interface.

Program window with the "Ribbon" user interface
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TextMaker with the "Ribbon" user interface (Windows version)
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Tip: Even when using the ribbon user interface, the classic menu commands are always accessible in the
ribbon view. To access them, use the "hamburger menu" (the icon = to the left of the Quick access toolbar,
highlighted in red). There, you will find all familiar menu commands from the classic menu user interface.

Program window with the "Classic menus" user interface
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TextMaker with the "Classic menu" user interface (Windows version)

Note: Most of the illustrations in this manual were produced with the Windows version of TextMaker. On
other operating systems, some of the controls look slightly different, but their functionality is the same.

Title bar

In the top line of the program, you will find the title bar.

n Testimdx * - TextMaker

This displays the program name and the name of the document that you are currently editing.
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If the document contains changes that have not yet been saved, an asterisk is displayed after its name.

User interface: Ribbon

If, in the settings, you have selected that you would prefer to use the Ribbon interface instead of Classic menus,
the upper area of the program window will look like this on your device:
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The "Ribbon" (section) and the Quick access toolbar (below)

The ribbon

Ribbons are a modern type of user interface that combines menus and toolbars to simplify the use of the
software.

As you can see, the ribbon has several tabs whose tab headers are displayed at the top: File, Home, Insert, ctc.
Each of these "ribbon tabs" contains logically combined groups (for example, on the ribbon tab Home: Edit,
Character, Paragraph, etc.) with related commands for a certain task area.

To switch to another ribbon tab, click on its tab header.

Tip: You can also switch between the ribbon tabs with a shortcut key: Use Ctrl+F12 to move to the next tab
and Ctrl+Shift+F12 to move to the previous tab. You can also scroll with the middle mouse wheel while
pointing to the top bar with the tabs.

Each icon represents a specific command. If you click on it, the corresponding command is chosen. In the group
Character on the ribbon tab Home, for example, you will find commands for formatting texts, such as font,
bold, italics, etc., which you can both read and change.

If you select a section of text beforehand, formatting changes will affect only the selected text. Otherwise, the
text that you subsequently type will be affected.

To choose a different font, for example, click on the small arrow to the right of the font name to open the list,
and then choose a font.

Other icons are switches that you can enable or disable by clicking on them — for example, the B for bold.

There are also split buttons, where you can either click on the icon to directly apply the displayed command or
use the corresponding small arrow to the right of the icon to open its dropdown menu. This is the case, for
example, when choosing the font color.
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Tip: If you hover the mouse cursor over an icon (without clicking), the program will display a text box called
a "tooltip", which describes the icon's function. This requires Show tooltips to have been enabled in the
settings.

The group arrows 4 in the bottom right corner of each command group indicate that there are other options and
commands available for that group. Simply click on this arrow to open the dialog box belonging to the group,
where you can make further settings.

The Quick access toolbar
The Quick access toolbar is displayed below the ribbon. It provides a choice of frequently used commands.

HIAdD-&-d 9 C~ k>

= Touch mode

If you enable this button, all icons in the ribbon will be slightly enlarged. This is useful when operating the
software with your finger (for example, on a tablet).

= Dark/light document mode (not available in SoftMaker FreeOffice)
Switch between the usual white or a dark display of the document pages.

= Create a new file
This button opens a new document. For more information, see Starting a new document.

= Open a file
This button opens an existing document. For more information, see Opening a document.

= Save file
This button saves the document that is open in the current window. For more information, see Saving a
document.

= Undo

This button undoes the last change made to the current document. You can also choose this command
several times in succession to undo the last x changes. For more information, see Undoing changes.

= Redo
This button restores the last undone change(s). For more information, see Undoing changes.

= Object mode

Switch between edit and object mode to make it easier to edit either text or objects. For more information,
see Object mode.

To the right of the Quick access toolbar, there is a double arrow * . You can use its menu to add/remove
common buttons directly from the Quick access toolbar. You can also change the position of the Quick access
toolbar here and add additional icons via the command Customize (for Quick access toolbar and ribbon, see
below).

To the left of the Quick access toolbar, you will find the "hamburger-menu" = . Even if you have selected
the "ribbon" as the user interface, the "hamburger menu" is still available in the Quick access toolbar in case
you would like to access the menu commands of the classic menu interface.
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Creating your own ribbon and Quick access toolbar

You can change the ribbon and the Quick access toolbar at will and add additional icons. To do so, either
choose File | Customize in the ribbon or right-click on a free space in the ribbon. In the following menu, you
will find the entries Customize ribbon or Customize Quick access toolbar to open a corresponding dialog box.

You can also hide the ribbon display completely (Minimize ribbon) or change the position of the Quick access
toolbar.

For more information, see Customizing the ribbon.
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User interface: Classic menus

If, in the settings, you have selected that you would prefer to use Classic menus instead of the Ribbon interface,
the upper area of the program window will look like this on your device:

File Edit View Format Insert Object Table Tools Window Help
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Classic menus with toolbars (section)

The menu bar
The Menu bar is found directly under the title bar.

Eile Edit View Format |nsert Object Table Tools Window Help

It contains all of TextMaker's commands in the form of clearly arranged menus. Click on a menu item to open a
menu and choose a command.

The Standard toolbar
The Standard toolbar is displayed below the menu bar. It contains icons for TextMaker's most frequently used
commands.

D-&-HEH- 80D BrlglQ2~-C~-mEamapr 2ld- ="

Toolbars such as the Standard toolbar enable quick access to the functions of a program. Each icon represents a
specific command. If you click on it, the corresponding command is chosen.

Tip: If you hover the mouse cursor over an icon (without clicking), the program will display a tooltip that
describes the icon's function. This requires Show tooltips to have been enabled in the settings.

The Formatting toolbar

The Formatting toolbar can be found below the Standard toolbar. You can use it to both read and change the
most common text formatting (font, bold, italics, etc.).

T»

Lz  MNormal v | TimesNewRoman ¥ 10 ~ B | U v A ~ |s®~

If you select a section of text beforehand, formatting changes will affect only the selected text. Otherwise, the
text that you subsequently type will be affected.

To choose a different font, for example, click on the small arrow to the right of the font name to open the list,
and then choose a font.

Other icons in the Formatting toolbar are switches that you can enable and disable by clicking on them — for
example, the B for bold.
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There are also split buttons, where you can either click on the icon to directly apply the displayed command or
use the corresponding small arrow to the right of the icon to open its dropdown menu. This is the case, for
example, when choosing the font color.

Additional toolbars

There are additional toolbars in TextMaker that you can enable and disable as you choose. To do so, either
choose the menu command View > Toolbars or right-click on one of the displayed toolbars. You then see a
menu in which you can select toolbars that you would like to have displayed.

Customizing toolbars

You can customize the default toolbars to your liking and even create your own toolbars. For more information,
see Customizing toolbars.
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User interface on Android/i0S

In addition to the ribbon and classic menus user interfaces, the Android/iOS version provides another option:
the foolbars user interface.

The toolbars interface is designed in a manner that makes it easier to use TextMaker on smartphones and
tablets. It constitutes a mixed form of the functionalities of ribbon and classic menus. On smartphones,
TextMaker is started by default with this toolbars interface the first time you open it, while it is opened by
default with the ribbon interface on tablets.

To switch the interface, choose the command File | Options “=" in the ribbon interface or choose Tools >
Options in the classic menu interface. In the following dialog box, the Appearance tab contains the dropdown
list User interface. Here, you can choose between toolbars, ribbon or classic menus with different colors.

Tip 1: In the foolbars interface, you reach this dialog box by opening the "hamburger menu" = to the left of
the toolbar and choosing the command Tools > Options.

Tip 2: The hamburger menu also contains all other menu commands of the classic menu interface.

Using the "toolbars" user interface

The toolbars user interface contains a bar with icons at the bottom of the program window, and each icon
represents a group of commands. If you click on a group icon, another bar opens with the corresponding group
commands.

Behind the File group icon =, for example, you will find the commands Open document, Save document,
Print document, etc. To hide the displayed bar with the commands, simply click on the group icon again.

By default, the toolbar contains the following groups:

Group Commands (among others)
E File Open document, Save document, Print document, etc.
21 Edit Undo, Format painter, Copy & Paste, Search, etc.
Character Font, Font size, Font color, Text styles (bold, italics, etc.)
|El| Paragraph Line spacing, Paragraph alignment, Bulleted lists, etc.
'S Insert Objects (picture, table, text frame, AutoShape), Comments, Headers and footers, etc.
D Layout Page setup, Chapter formatting, Hyphenation, Align objects, etc.
B Review Spell check, Track changes, etc.
1 View Object mode, Zoom, Ruler, etc.
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"Keyboard" button

In Options “=, the System tab contains an option Show/hide keyboard automatically. Once this setting is
enabled, it automatically opens the on-screen keyboard when you type something into the document.

If you disable the option, this behavior is suppressed and a freely movable Keyboard button @ is displayed
instead on the document. If you click on the button, the keyboard is shown. By clicking on the button again, you
hide the keyboard.

Note: This setting is possible in any user interface for smartphones and tablets. For tablets, the Keyboard button
is only freely movable on the document in the toolbars interface if you disable the above option. In the ribbon
and classic menus interfaces, the Keyboard button is displayed instead in a fixed manner in the upper left area
of the command bar.

For smartphones only: "View" button

TextMaker offers smartphone users an additional aid, the View @ button, which is freely movable above the
document.

This enlarges the text section in which the cursor is currently positioned. If you click on this button, TextMaker
switches to edit mode. The enlarging of the section makes it easier for you to track what you are entering. If you
click on the button again, you switch back to the normal view and then have a better overview of the entire
document.

Note: Tablet users can also use this function by disabling "Desktop mode" in Options “+ (on the Appearance
tab). However, you will then lose the optimized display of TextMaker on your tablet.

Changing input mode
TextMaker supports the use of certain input modes of Android/iOS devices.

= Android

The command Input method enables you to switch to a different keyboard mode on an Android device.
TextMaker accesses the on-screen keyboard settings of your Android device for this purpose.

In the classic menus interface, you change the mode with the menu command View > Input method. In the
ribbon or toolbars user interfaces, you can choose this command via the hamburger menu = .

= iOS

If Scribble mode is enabled in TextMaker, you can write directly in a document on an iOS tablet using the
Apple Pencil. Your handwritten entries will then be converted directly into text. For other edits — for
example, those of objects — you have to disable the mode again.

In the classic menus interface, you enable or disable the mode with the menu command View > Scribble. In
the ribbon or toolbars user interfaces, you can choose this command via the hamburger menu = .

Note: The command View > Scribble is only available for iOS tablets, but not for smartphones. Please also
ensure that you have enabled the option Apple Pencil > Scribble in the system settings of your iOS tablet.
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Unlocking locked commands

Some commands are locked in the Android/iOS version (recognizable by the lock in the command icon), but
they can be unlocked if necessary.

To unlock the commands, click on the command icon. The program opens a dialog box with the following
options: Users of SoftMaker Office NX Home and NX Universal can use their product key to unlock
commands. Users of other versions have the option of unlocking the features via Google Play/Apple App Store
(subject to a fee).

Customizing command groups

You can customize the default groups as desired by adding/removing commands. Note: However, you cannot
add or delete an entire group in the toolbars user interface.

In the hamburger menu =, choose the command Tools > Customize. This opens the dialog box Customize
user interface, which is structured as follows:

= On the left side, you will find all of the commands that are available in TextMaker. On the right side, the
dropdown list Customize contains the groups that are in the toolbar. The list below it displays the
commands that are currently in the selected group.

* You can add new commands to each group (or remove them, change their position or insert separators). This
works in a similar manner to that described for the classic menus with toolbars user interface in the
Customizing toolbar icons section. Difference: Instead of "foolbar icons", you customize "group icons".
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Context menu

Regardless of the user interface in which you work, there is also another way to choose commands: via the
context menu.

This menu contains different commands depending on the current situation. If, for example, you select some
text and then right-click to open the context menu, it offers commands for cutting, copying or formatting that

text.
Text
Object mode
ot Cut Cirl+X
m Copy Ctrl+C
([ Paste Ctrl+V

Character...

A Character style...

m Paragraph...
9. Paragraph style...

“= Bullets and numbering...
Skip numbering

Remowe numbering

@ Tabs...

|:| Borders...
[] Shading...

Depending on what you have previously selected (text, objects, tables, etc.), you will be offered a variable —
contextual — selection of commands when opening the context menu. This makes it much easier for you to
quickly navigate to situational commands without a long search.

Android/i0S: In these versions, you can also open the context menu with your finger: Just tap on the screen and
hold your finger there for about a second.

Document tabs

FreeOffice: The function for working with document tabs is not included in SoftMaker FreeOffice.
However, you can open several documents in different program windows.
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Android/iOS: This function is not available for smartphones. For tablets, actions are possible with the tabs
within the same program window.

A bar with document tabs can be seen above the document. It displays one tab for each open document.

[ Untitled 1* S [ Edinburgh.tmdx [ Glasgow.tmdx  * [ Balmoraltmdx

The document tabs bar
The tabs can be used to perform the following actions:

= To make a document become the active document, /left-click its tab. This enables you to rapidly switch
between the open documents.

= To close a document, click on its tab with the middle mouse button.
Alternatively, left-click on the X icon displayed on the far right of each tab.

= You can change the order of the tabs by dragging a tab to the desired position on the tab bar while holding
down the left mouse button.

= To release a tab and display it in a separate program window, drag it to a position outside the current
program window while holding down the left mouse button.
Of course, this can also be done in reverse: A program window that has been opened separately can be
dragged into the tab bar of an existing TextMaker program window.

By the way, documents can also be started in a new program window when they are opened. For more
information on working with multiple documents, see Working with multiple documents.

Horizontal ruler

Above the document itself, you will find the horizontal ruler, which is mostly called the ruler later in the
manual. This bar displays the indents and tabs for the current paragraph (or any paragraphs currently selected).

L -E---|---1---|---E---|---3---|---4---|--- é

Indents and tabs are not only displayed there, they can also be changed via the mouse. You will learn how to do
this in the sections Indents and Tabs.

= L
on

Tip: You can enable or disable the ruler in the ribbon interface via the command View | Horiz. ruler “* (also
View > Horizontal ruler in the classic menu interface).

Sidebar

The bar on the right (or left) next to the document is called a sidebar. It is a particularly useful tool:
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() L . . . N
For example, you can use the "Document map" ' function in the sidebar to display a list of all headings in a
document in order to navigate better within the document. If you double-click on one of the headings,
TextMaker immediately jumps to the corresponding heading in your document.

Using the sidebar
Use the small toolbar at the top of the sidebar to select which function should be used in the sidebar (document
map, thumbnail preview, search, paragraph styles, character styles).

FreeOffice: In SoftMaker FreeOffice, only the Paragraph styles and Character styles functions are
available.

You can enable or disable the sidebar at any time:

To do so, choose the ribbon command View | group Windows | Sidebars ™ (in the classic menu interface:
View > Sidebars) and select the option Show sidebars. If you click on the enabled option again, you disable
the sidebar.

If you choose the command Sidebars ™ again while the sidebar is enabled, you can use the dropdown menu to
arrange the functions in the sidebars to the left or right of the document.

Tip: When the sidebar is enabled, it can also be collapsed or expanded by clicking on the narrow vertical
button at the edge of the sidebar. To adjust the width of the sidebar, drag the separator between the sidebar
and the document to the left or right with the mouse.

FreeOffice: In SoftMaker FreeOffice, the sidebar occasionally opens automatically at program startup in
order to display some interesting information on SoftMaker Office.

Functions of the sidebar

You can use the small toolbar at the top of the sidebar to choose which function the sidebar should currently
have. The following icons are available (from left to right):

Icon Function
i*: Show document map. For more information, see Navigating with the sidebar.
o Page thumbnails to display thumbnails of your current document. See example below.
L& Search for search terms in the text. For more information, see Searching with the sidebar.
1 Show, apply and edit paragraph styles. For more information, see Paragraph styles and the sidebar.
A Show, apply and edit character styles. For more information, see Character styles and the sidebar.

By clicking on one of these icons, you can change the sidebar function at any time, depending on what you
need.



Application window

The toolbar also has a menu that you can expand by clicking on the black arrow to the right of the toolbar. The
menu contains two options that can be used to change the appearance of the toolbar as follows:

= If you select the option Display as icons, all of the aforementioned functions will be displayed side by side
as icons in the toolbar.

= If, on the other hand, you select the option Display as list, only the currently selected function is displayed
at the top instead, but all other functions can be accessed via the dropdown menu.

Example: The "Page thumbnails" function

The "Page thumbnails" function displays a page overview of the current document with small preview images
(thumbnails) in the sidebar. This gives you a better overview of multi-page documents and enables you to easily
navigate between the pages of a document.

O
To do so, click on the Page thumbnails icon & at the top of the sidebar.

To jump to a specific page in the document, simply click on the respective preview image in the thumbnail.

Status bar

The Status bar is found at the bottom of the program window.

Turn italic L37Col 8 Section 1 Chapter1 | Page1of 2 English 25 words Ins

Note: 1If you do not see the status bar, you will have to change the settings for it as described in Settings,
Appearance tab (for the ribbon interface) or as described in Showing and hiding toolbars (for the classic
menu interface).

You can read the following information in the status bar:

Example Explanation

Italics, Different information is displayed on the far left. If you hover the mouse cursor over a command icon,
Textbox1, the function of this command is displayed here. If you select an object, its name is displayed here. If you
etc. move or resize an object, the current position/size is displayed, etc.

L37 Col8 The text cursor is positioned at line 37 and column 8 on the current page.

Section 1 The text cursor is positioned in section 1 of the document (see Multi-column page layouts).

Chapter 1 The text cursor is positioned in chapter 1 of the document (see Dividing a document into chapters).
Page 1 of 2 The text cursor is positioned on page 1 of a document with a total of 2 pages.

1 page* The text cursor counts 1 selected page. Select multiple pages as desired in order to count the number of

pages in a chosen section.
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English The text in which the text cursor is currently positioned (or the currently selected text) is formatted in the
English language (see also Setting the language).

25 words This shows how many words are in the text. If you select text passages, only the selected words are
counted. (If you double-click on the display, the Statistics tab will open with further details)

Table cell If you have inserted a table, the currently selected table cells are displayed here.

Ins This shows whether Insert mode (Ins) or Overwrite mode (Ovr) is enabled:
Ins: Insert mode is enabled — newly entered text will be inserted in front of existing text.
Ovr: Overwrite mode is enabled — newly entered text will be written over existing text.

The default setting is Ins. You can use the Ins key on your keyboard to switch between these two modes
(or by clicking on the Ins/Ovr display).

The Ins key can also be disabled. For more information, see Settings, General tab.

* This information is not displayed in the status bar by default. However, you can add this button to your own customized user interface. To do so, select
the "Count pages" button and add it to the status bar or another area (see "Tip: Configuring the status bar" below).

Tip: For certain display elements of the status bar, contextual dialog boxes open when you double-click with
the left mouse button.

Further elements of the status bar

= Screen display

On the right side of the status bar, there are also some buttons for displaying the document on the screen:
El=sd=MD

These buttons enable you to quickly switch between standard view, continuous view, master page view,
outline view and book layout, which you can also customize on the ribbon tab View (in the classic menu
interface: in the View menu). For more information, see Customizing the document display.

= Zoom level

The status bar also contains a zoom slider that allows you to change the zoom level for the document:

- O +  100% *

To do so, either drag the slider with your mouse or click on the plus or minus icon (see Zoom level).

Tip: Configuring the status bar

If you click on the double arrow * on the far right of the status bar, you will find the following options:

* You can use the option Add/remove buttons to show or hide the individual preset elements of the status
bar.

= The option Customize opens the dialog box Customize user interface, where you can freely configure the
status bar from all commands available in TextMaker.
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In the dialog box, select the item "Status bar" in the list Customize (top right). You can then add or remove
buttons from the status bar and change their order. For more information, see Customizing icons and groups
in the ribbon.

= Reset this toolbar restores all changes made to the status bar back to their original state.
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This chapter provides a brief description of TextMaker's most important basic functions.

We recommend that you then take the TextMaker tour in the next chapter, which will guide you step by step
through the program by means of practical examples.

Note: Most of the illustrations in this manual were produced with the Windows version of TextMaker. On
other operating systems, some of the controls look slightly different, but their functionality is the same.

Entering text

When you start TextMaker, an empty document is opened automatically. Thus, you can start entering text
immediately.

Note: Once you have finished writing a line, do not press the Enter key.! to start a new line. TextMaker
automatically transfers the last word in a line to the next line when there is not enough space for it.

You should press the Enter key.! only in the following cases:

= at the end of a paragraph
= to insert blank lines

Thus, let TextMaker take care of line breaks within a paragraph.

Moving the text cursor

While editing text, you always see a blinking line. This is called the fext cursor. When you type something, the
letters always appear where this text cursor is positioned.

You can move the text cursor anywhere between the beginning and end of the text. The direction keys on the
keyboard are provided for this purpose. For example, the arrow keys < and - move the text cursor one
character to the left or right respectively.

Overall, the following direction keys are available for moving the text cursor:

Key Function

< One character to the left
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> One character to the right

0 One line up

N2 One line down

Home To the beginning of the line

End To the end of the line

Ctrl+n To the beginning of the current paragraph or, when pressed again, to the previous paragraph
Ctrl+V To the next paragraph

Ctrl+Home To the beginning of the document

Ctrl+End To the end of the document

Apart from that, you can also click on any part of the text with your mouse to position the text cursor there.

Androeid/iOS: In these versions, you can also simply tap on the desired position with your finger.

Deleting text

All users make typos occasionally and want to delete them again. TextMaker enables you to do so via numerous
options:

Deleting characters: To delete a character, use the Backspace key<& situated above the Enter key... This key
deletes the character to the left of the text cursor. The following text moves back automatically.

You can also delete in the opposite direction with the Del ("Delete") key. It deletes the character to the right
rather than to the left of the text cursor.

Deleting word on the right: If you place the cursor before the first letter of a word and then press Ctrl+Del, the
entire word is deleted. If the text cursor is positioned in the middle of the word, this key combination deletes
only the letters following the cursor to the end of the word.

The key combination Ctrl+Backspace& works analogously for words to the left of the cursor.

Deleting a carriage return: You can remove a carriage return that was inserted by mistake. Try it: Type a multi-
line paragraph and then insert a carriage return in the middle of the paragraph by pressing the Enter key... The
following text jumps to the next line and the paragraph is divided. This may be done intentionally in certain
cases where a paragraph is too long and must be divided into two paragraphs. Here, however, it was a mistake —
so press the Backspace key<X to remove the carriage return.

Deleting long sections of text: The aforementioned delete keys are well suited for removing short sections of text,
but are far too laborious for deleting longer sections of text. For this reason, there is another deletion method
whereby you first select the text and then delete it completely, for example, by pressing the Del key. For more
information, see Working with selections.
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Undoing changes

In the Quick access toolbar, you can use the Undo button "7 to undo the last changes made to a document. If,
for example, you format text in a different font, all you have to do is choose the command Undo and it will be
undone again.

This not only works for formatting, but for virtually all text changes — for example, you can undo typing or the
deletion of text.

The command Undo can be applied repeatedly if necessary. For example, you can choose it five times to
reverse the last five changes. (Tip: You can set the maximum number of actions that can be reversed in the
Settings, General tab.)

If you click on the small arrow next to the Undo button, you will see a list of recent changes to which you can
revert. If you click on an entry in the list, several steps can be undone at the same time.

Redoing undone actions

There is also a counterpart to the command Undo: the Redo button " on the Quick access toolbar. This
restores the last action you undid. You can thus undo the cancellation of text changes.

This command can also be chosen several times in succession. If, for example, you choose the command Undo
five times, the last five text changes will be undone. If you then choose the command Redo five times, you will
restore the original text.

Again, you can use the small arrow next to the Redo button to select entries from the list of recent actions to
restore multiple steps at the same time.

Insert or overwrite?

Entering text is easy. You move the text cursor to the desired point in the document and start typing.

In TextMaker, Insert mode is enabled by default. If you type a character in this mode, it is inserted into the
existing text and shifts the following text forward.

Alternatively, you can switch to Overwrite mode. In this mode, the text you type overwrites the following text.

The status bar always shows which mode is currently enabled: If "Ins" is displayed there, the insert mode is
enabled. If "Ovr" is shown, you are working in overwrite mode.

You can use the Ins key on your keyboard to switch between these two modes.

Tip: The function of the Ins key can also be disabled for TextMaker. You will find the corresponding option
in the Settings, General tab.
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Starting a new document

To start a new document, choose the command File | New D (Click directly on the icon itself.) Incidentally,
this command is also in the Quick access toolbar.

(Note: If you click on the icon's arrow instead, you'll see the templates you previously used. For more
information, see "List of document templates used" below.)

Tip: Use the key combination Ctrl+N to quickly open a new document with the current default template,
while skipping the dialog box shown below.

After you click on the File | New icon D, the following dialog box appears:

Template: View: Sort by: oK

H[~7) Favaorites Medium b Mame (ascending) b
H= Templates Close
H() Deutsch - I

e roich US)
[#[=7) Business letters
[#{7) Fhyers — .
EE Pgrsonal letters || New program window

(") Espafiol

H(7) Frangais

H[) ltaliano

Mormal Ad MNormal

Available languages

The dialog box of the command File | New

If you just want to start a new document without having to deal with document templates at the moment, choose
the default template Normal. tmvx.

Tip: If you hover over a template (without clicking on it), more information about the template will be
displayed. This requires Show tooltips to have been enabled in the settings.

As soon as you confirm with OK , the new document will be created with the selected template.



Basics

Using document templates
The above dialog box contains the following options:

Template: In addition to the folder of your selected language with the default Normal. tmvx template, you will
see some other folders in the list on the left of the dialog box. These folders contain predefined document
templates for letters and flyers, which you only have to fill in after opening them.

The Favorites folder always contains the default template as well as all "pinned" templates. They are

permanently displayed at the top in the list of the command File | New ™ for quick access. (For more
information, see the paragraph below "List of document templates used".)

Pinned templates are recognizable by the vertical pin icon * . By clicking on the pin icon, you can pin or unpin
a template.

View: The templates can be displayed in the dialog box as small, medium or large preview images in the tile
view. Alternatively, a list view in text form is also possible.

Sort by: You can view the templates sorted by name or by date.
Available languages: Here, you can select the language(s) in which document templates are to be displayed.

Set as default: Change the default template by clicking on a template and then pressing this button. In future, a
new document will always be opened with this template.

For more information on creating your own document templates, see Document templates.

Option "New program window"

The option New program window means the following: If it is enabled, the new document will be displayed in
its own program window. If the option is disabled, the new document will be created with a new tab in the
existing program window.

This setting is also saved and is applied each time a document is opened, both when new documents are created
and when existing documents are opened.

(Note: In the Android/iOS version for smartphones and in SoftMaker FreeOffice, a separate program window is
always opened, while in the version for fablets, a new tab is always opened in the same program window.)

List of document templates used

If you click on the small arrow of the File | New button D, the program opens a list of previously used
document templates, which you can apply directly:

Default template: The current default template is displayed here. If you just want to select the default
template, you can also click on it here in the list and skip the dialog box.

Unpinned templates: This is displayed if you have already used templates other than the default template. You
can thus use these templates directly from the list for a new document without performing a long search.

If you click on the pin icon ™ of a template, the status changes to Pinned templates: These are permanently
displayed at the top of the list (and in the Favorites folder of the dialog box, see above). You can unpin the

template by clicking on the pin icon * again.

If you click on the cross icon &, you remove an entry completely from the list. The command Delete all
unpinned items deletes all entries from the list — except the pinned templates and the default template.
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The command More will take you again to the dialog box described above.

Opening a document

To open an existing document, choose the command File | Open = by clicking directly on the icon itself.

Incidentally, this command is also in the Quick access toolbar.

(Note: If you click on the icon's arrow instead, you'll see a list of recently used files. See explanations in the
paragraph "List of recently opened files" below.)

After you have clicked directly on the Open icon =, the program will display a dialog box which may look as

follows:

(@ open X
“ v <« Documents » SoftMaker » Samples i Search Samples o
Organize MNew folder =~ 01 @

SoftMaker Mame

Backup [ Invoice.tmd:x
Bullets [Tl:nur'l.tmdx
Languages [Tourl.tmdx
PlanhMaker NX templates [T':"-"ltmdx
Presentations MX designs | [ Tourd tmdx
Samples

Settings

TextMaker NX templates
Quick path

-

[[J Mew program window

(] Preview...

File name: | Invoice tmdx

e

File manager...

All documents (.tmdi ™t

Qpen Cancel

The dialog box of the command File | Open

This dialog box may look slightly different depending on the operating system, but its function always remains
the same. Use this dialog box to tell TextMaker which document to open.

To do so, you could simply type in the name of the file you want to open manually. However, the dropdown list
with the files is more convenient because all files are listed here in the current folder and can be easily selected.
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Option "New program window"

The option New program window means the following: If it is enabled, the new document will be displayed in its
own program window. If it is disabled, the document will be opened with a new tab in the existing program
window.

This setting is also saved and is applied each time a document is opened, both when new documents are created
and when existing documents are opened.

(Note: In the Android/iOS version for smartphones and in SoftMaker FreeOffice, a separate program window is
always opened, while in the version for fablets, a new tab is always opened in the same program window.)

Previewing a document

When the option Preview is enabled, a little box displaying a preview of the currently selected document is
displayed to the right of the dialog box.

Opening other file formats

In addition to opening documents created in TextMaker's default file format, you can also open files created
with other word processing applications. All you have to do is select the desired format from the list of file

types.
For more information, see Working with other file formats.

Using Quick paths

You can use the Quick path button to create and choose qguick paths in order to quickly switch to a specified
folder when opening or saving files.

For more information, see Quick paths.

File manager
FreeOffice: The File manager is not included in SoftMaker FreeOffice.

The File manager button opens the integrated file manager. This displays a list of your documents and allows
you to open, print, view or delete them, as well as perform searches.

For more information, see File manager.

List of recently opened files

If you click on the small arrow below the File | Open I button, you will see a list of recently opened files.
Simply click on one of these files to open it again.

In this file list, you can also select the following options:

If you click on the pin icon ™ of a file, it will appear in the list as a pinned file and will be displayed
permanently at the top of the list. Unpinned files will eventually be removed from the list of recently opened
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files if the number of entries exceeds the limit that was set. For more information, see "Recently used files in
the File menu" in Settings, Files tab.

Click on the pin icon * again to unpin the file or click on the cross icon @ to remove an entry from the list.
The command Delete all unpinned items deletes all entries from the list — except the pinned files.

The command Browse documents will take you again to the dialog box described above.

Printing a document

To print the current document, choose the ribbon command File | Print.

The program will display a dialog box in which you can specify the pages and the number of copies to be
printed. The default setting is the printing of one copy of the whole document.

For more information on outputting documents, see Outputting documents.

Saving a document

When you have completed a document, you should save it to retain it permanently. To do so, click on the
ribbon command File | Save.

Tip: This command can also be found by default in the Quick access toolbar below the ribbon.

If the document does not yet have a name, TextMaker automatically prompts you to assign a file name to it
before saving it.

Saving under a different name or in a different location

TextMaker also has a ribbon command called File | Save as. This also saves your document, but you can first
assign it another name or select another folder in which to save it.

Saving in a different file format

You can use the ribbon command File | Save as to also save a document in the file format of another program.
To do so, select the desired format in the list Save as type. For more information, see Working with other file
formats.

Saving all open documents

If you have multiple documents open at the same time, you can use the ribbon command File | Save all to save
all of them at once. TextMaker checks whether the documents have been changed since they were last saved
and saves only those that have been changed.
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Removing personal information before saving ("Finalize")

You can use the ribbon command File | Finalize to remove certain personal data from the document (document
summary, track changes, comments) before saving it if you do not want this data to be visible when sharing the
file with others.

For more information, see Finalize document.

Exiting the application

To exit TextMaker, choose the command File | Close "% and then File | Exit O. Alternatively, just click on
the X icon on the far right of the title bar or tab.

If one of the open documents has been changed since it was last saved, TextMaker automatically asks you
whether you want to save it before closing it.
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The TextMaker tour

Welcome to the TextMaker tour!
On the next pages, we will introduce you to some of TextMaker's basic functions using practical examples.

When working through the exercises, don't be afraid to experiment with new commands as you become familiar
with them! Even if something goes completely wrong, it won't matter at all. For each new lesson section, we
have provided an example document which you can open and use as the basis for the next section.

Note: Most of the illustrations in this manual were produced with the Windows version of TextMaker. On
other operating systems, some of the controls look slightly different, but their functionality is the same.

Sample letter

Are you ready for the first exercise? Then start TextMaker now.

Note: When you start TextMaker for the first time, you will be asked to enter your name, address, phone
number, etc. This information is not used for registering the program. It is in fact required by TextMaker in
order to automatically personalize the supplied document templates for letters. You can always change this
information at a later stage. For more information, see Settings, General tab.

After the program starts, it always displays an empty document in which you can start typing immediately. The
text cursor blinks at the beginning of the document. When you type something, it always appears just behind
the text cursor, which moves forward to accommodate it.

We, at Escher Architects, would first like to start a simple letter. In other words, this letter should not just be
simple, but should also be of professional quality. At the end of this tour, you will have composed a fully-
fledged business letter with all the frills.

You might now be thinking: "This would be a lot easier if I chose the command File | New and selected one of
the prepared letter templates." This is true, of course, but you won't learn anything that way. If you are going to
take this tour, you will have to invest a little time — but then you will master the program's most important
functions and can immediately start adapting the templates to your needs!

Let's get started. First, type something resembling the following sample text. You don't have to copy it exactly
and can enter whatever text you want — the content doesn't matter.

Note: Press the Enter key. only at the places in the text that are indicated with the . icon.
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Dear Sir or Madam, J

J

This year, we have not only built for you but also for ourselves. The new Escher Complex,
one of the most daring building projects in the country, will become our new home. We

would like to take this opportunity to invite you to our opening ceremony.d

J

The celebration will take place next Saturday afternoon at 38-42 Main Street. We will be
catering for your every need in terms of refreshments, and our event program will ensure

that you have an unforgettable afternoon..d
|

Bring your family along for a day of fun and entertainment!d

o

Typo: If you make a typo, you can delete it immediately by pressing the Backspace key<. This key can be
found above the Enter key. on PC and Mac keyboards.

Your document should look something like this:

Untitled 1 * - TextMaker

Mailings  Rewview  View

Dear Sir or Madam,

This vear, we have not only built for vou but also for ourselves. The new Escher Complex, one of the most daring
building projects in the country, will become our new home. We would like to take this opportunity to invite you to
our opeting ceremony.

1 The celebration will take place next Saturday afternoon at 3 3-42 Main Street. We will be catering for vour every
need in terms of refreshments, and our event program will ensure that you have an unforgettable afternoon.

- Bring vour family along for a day of fun and entertainment! -
- t
: .
2 ¥
1 . b
L11 Col1 Section 1 Chapter1 | Page 1 of 1 English 97 words Ins D =

The finished typed text (For a better overview with minimized ribbon, see Showing and hiding the ribbon.)

We would now like to insert an address above the text of our letter as follows:
To get to the beginning of the document, press the key combination Ctrl+Home.

Then press the Enter key. seven times to insert blank lines. This creates space for our own address, which we
will enter later. By the way, you can also remove blank lines that you have inadvertently inserted by pressing
the Backspace key <.

Next, press the N key once to position the text cursor in the blank line above the text of the letter.

Now, type the name and address of the person to whom the letter is to be sent, for example:
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Fred Smithd
7 Shepherd's Way.

Winchester Bay, Oregon 77123

Finally, insert additional blank lines by pressing the Enter key. twelve times to create a space between the
address and the text of the letter.

We have now created the most important elements of a simple letter and would first like to save them.

Saving the sample letter

Note: You will find more information about this topic in Saving a document.

To save a document, choose the command Save =l on the ribbon tab File. This command can also be found in
the Quick access toolbar below the ribbon.

Tip: If you hover the mouse cursor over a command icon (without clicking), the program will display an info
text with an explanation of its function. This requires Show tooltips to have been enabled in the settings.

For some commands, a key combination is also displayed in brackets at the end of the info text, for example,
for the command Save (Ctrl+S). This is the shortcut key for this command. This means that you can also press
Ctrl+S to save your document.

Tip for the user interface "Classic menu": Alternatively, you can also use the underlined shortcut keys in the
menus in addition to the other shortcut keys. Type them while holding down the Alt key. To save the file, press
AIt+F for File and then S for Save.

The Save dialog box

Since our document does not yet have a name, the program automatically displays a dialog box that prompts
you to specify the file name when you choose the ribbon command File | Save.

There, type any name for the document in the box File name, or select a name from the file list if you would
like to overwrite an existing file.

Let's name the document Letter. Thus enter "Letter" in the box File name, and click on the Save button or
press the Enter key.! to confirm your entry. TextMaker saves the file under the specified name and
automatically appends the extension . tmdx. Thus the full file name is Letter. tmdx.

In the following figure, you can see an example of the open dialog box when saving the document for the first
time. You can choose your preferred storage location within the folder structure:
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Eﬂieea: X
b v « Documents » SoftMaker R &) Search Softhaker 2
Organize « Mew folder = - o
.obsBd Mame Date modified Type
Appliata Bullets 11/20/2023 10:54 AM File folder
Contacts Languages 12/5/2023 4:21 PM File folder
Gl Deskiop PlanMaker MX templates 11/20/2023 10:34 AM File folder
Presentations M designs 11/20/2023 10:54 AM File folder
— Documents ) )
LD ond Samples 121272023 6:28 PM File folder
= Pownloads Settings 2/12/2023 7:06 PM File folder
Faverites TextMaker NX templates 11/20/2023 10:54 AM File folder
Links
Wegmna|LHEr o
Save as type:  Docurment (*.tmdx) ~
Cuick path -
A Hide Faolders Broperties... Save Cancel

The next time you choose the command File | Save, the program will no longer display this dialog box because
the document now has a name. It will thus be saved immediately under its name.

You could also have closed the dialog box without saving. To do so, you would have clicked the Cancel button
or pressed Esc instead of Save. This "escape route" is available in all dialog boxes.

Simple formatting

We now come to the more interesting functions — for example, to text formatting, and thus to the use of fonts,
text styles (bold, italics, etc.), indents, etc.

First, we will insert a line with our return address above the address, as is customary for letters that are to be
sent in window envelopes.

Thus, let's position the text cursor two lines above the address (line 5) and type the address of our architecture
firm: You can set common hyphens between the name, street and place.

Escher & Sons, Architects - 78 Baker Street - Atlanta, GA 30009

However, this line is much too wide for the window of a window envelope, and so we would like to decrease
the font size slightly. This brings us to an important topic: selecting.
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First select, then format

Note: For more information on selecting, see Working with selections.

To subsequently change the formatting of a section of text, you must first select it to ensure that TextMaker
knows which area to change.

To select the lines containing the address of our architecture firm, proceed as follows:

Mouse: While holding down the mouse button, drag the mouse cursor from the beginning to the end of the text
you want to select. By the way, there is an easy way to select complete lines. Just click in the margin to the left
of the line. The complete line will be immediately selected.

Keyboard: 1f you prefer to work with the keyboard, you can select text by moving the text cursor while holding
down the Shift keyt. In this case, select the address line by positioning the text cursor in front of the first
character via the Home key and then pressing the key combination Shift+V.

Android/iOS: If you are using these versions, please note that selecting text works slightly differently there.
For more information, see Selecting text and objects.

If you have selected the line with the address of the architecture firm, you can change the font size as required.
To do so, search for the command group Character on the ribbon tab Home.

The command group "Character"

Note: For more information about text formatting, see Character formatting and Paragraph formatting.

Times Mew Roman w10 W

Al
1

B I U~ a6 x, x> A~ *®~ Ay A A

Character y

The font size of the selected text is displayed to the right of the font —a 10 point size is currently set. Click with
the mouse on the arrow to the right of "10". This opens a list of the most common font sizes. Select "8" from
the list.

Now also choose a different font. To do so, click on the arrow to the right of the font and choose the
MicroSquare font from the list. If you have not installed this font, you can choose any other font you like.

MicroSquare ~ | |8 w
The MicroSquare font in 8 point size was set.

Thus, the sender's and receiver's addresses should look something like this:
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When something goes wrong...

Note: For more information about this topic, see Undoing changes.

TextMaker has a very practical feature: With the command Undo "/ in the Quick access toolbar, you can undo
any number of the last changes made. If, for example, you format text in a different font and then don't like it,
all you have to do is choose the command Undo and it will be undone again.

This not only works for formatting, but for virtually all text changes — for example, you can undo typing or the
deletion of text.

The command Undo can be applied repeatedly if necessary. For example, you can choose it five times to
reverse the last five changes.

By the way, there is also a counterpart to the command Undo: the command Redo ' in the Quick access
toolbar. This restores the last action you undid. You can thus undo the cancellation of text changes.

Opening a file

Note: For more information about this topic, see Opening a document.

We will now open the example file Tourl . tmdx that is provided with the program. It contains the current state
of our sample letter. To open a document, choose the ribbon command File | Open.
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Now choose the command by clicking directly on the icon =, whereupon a corresponding dialog box is
displayed.

Then switch to the folder with SoftMaker's example documents. Depending on the operating system, you will
find it as follows:

= Windows: Open the folder SoftMaker\Samples in your Documents folder.
= macOS: Open the folder SoftMaker/Samples in your Documents folder.

= Linux: Open the folder SoftMaker/Samples in your Home directory.

= Android: Navigate to the folder softMaker/Samples on your SD card.

= i0S: Navigate to the folder SoftMaker/Samples in your app folder.

Locate the Tourl. tmdx file and double-click the file to open it.

Creating a letterhead

Naturally, our letter needs an impressive letterhead, with the company name in a larger font and perhaps a line
that explains what our company has to offer.

Let's get to work! Use Ctrl+Home to move the text cursor to the beginning of the Tour1 . tmdx document you
just opened. Now type:

Escher & Sons, Architectsd

Design and Planning of Construction Projects of all Sizes

The company name may appear slightly larger: Select the first line, format it on the ribbon tab Home | group
Character in the MicroSquare font, choose a font size of 32 points and enable bold print.

Is 32 not included in the list of font sizes? If not, it doesn't matter because the list only has the most common
sizes. You can enter values manually at any time. Simply click on the font size, enter "32" and confirm with the
Enter key...

You could even specify font sizes with a decimal point (for example, 11.6 points) to fit text exactly into the
available space.

Finally, the command group Character should look as follows:

Al
1

MicroSquare w132 |
B| I U~ a3 x. x> A~ **~ Ay A A

Character

Font was set to MicroSquare 32 point bold
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We now want to format the second line in MicroSquare 12 point italics. To do so, we must first select this line
as usual. However, do not use the command button to change the font size this time. Instead, click on the group
arrow 4 in the bottom right corner so that you can try out this method once.

The program opens a dialog box which offers all formatting options for characters at a glance.

Font  Spacing  Hyperlink

Fent: Size: Style: Language:

Times Mew Roman v 10 «  Regular v | R Default v
Styles Underline Font colon
[ | Small caps: =1 5% None y Auto y
[ Al caps
B B Colar Background color:
|| Strikethrough |_| Hidden
— — Transparent
|| Double strikethrough || Protected

Sample

AaBbCe XxYvZz

Reset Set as default... Cancel

The dialog box of the group Character on the ribbon tab Home

Note: For more information on this dialog box, see Character formatting.

The settings in this dialog box are distributed over several fabs. You can switch between them by clicking on
one of the tab headers along the top of the dialog box. As you can see, this dialog box has tabs for Font,
Spacing and Hyperlink. Since we only want to change the font, we can remain on the Font tab.

Open the dropdown list Font by clicking on the little arrow to its right, and choose the MicroSquare font. Then
choose the 12 point font size in the Size list to the right of the font list. Finally, enable italics by opening the
dropdown list Style and choosing the entry "Italic".

Click on the OK button to apply the changed formatting. Then save your document.

Paragraph alignment

Paragraph alignment refers to the manner in which TextMaker arranges text between the margins.
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You can change the paragraph alignment on the ribbon tab Home | group Paragraph.

This contains four icons that you can use to change the alignment via a mouse click:

Left align paragraph

Center paragraph

Right align paragraph

Justify paragraph

The company name should now be centered. To do so, move the text cursor in front of any character within the
company name "Escher & Sons, Architects" and click on the "Center" icon.

You can also change the paragraph alignment via the dialog box of the command group Paragraph. To do so,
click on the group arrow 4 in the bottom right corner and a dialog box will be displayed. Open the dropdown
list Alignment on the Paragraph tab. Then choose the desired paragraph alignment from this list.

Note: Paragraph formatting — that is, all formatting that you can perform in the group Paragraph — always
affects complete paragraphs. Thus if you want to change the paragraph format of a single paragraph, you
don't need to select it first, but simply move the text cursor to any position within the paragraph.

If, on the other hand, you want to change the formatting of several successive paragraphs, you must select them
beforehand. The selection may start anywhere within the first paragraph and end anywhere within the last
paragraph.

Let's try this out now. Select the command Undo 7 in the Quick access toolbar — the company name is then
left-justified again. Starting from any letter in the company name, hold the mouse button down and drag the
selection into the next line. Then click on the "Centered" icon. Both paragraphs will now be centered.

After you have done this, your application screen should look something like this:
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Letterhead in the sample letter (For a better overview with a hidden ribbon, see Showing and hiding the ribbon.)

We could now add "Best regards" to the letter and send it off. However, there are undoubtedly a few more
things that could be done to enhance this letterhead.

So let's start with some fine-tuning.

Tabs

Before going any further, you can open the Tour2 . tmdx document and compare it with your results thus far. It
contains the current state of our sample document.

Many business letters include a line with information such as "Your reference", "Your letter of", etc. We want
to insert such a line now and become familiar with the use of tabs in the process.

Note: You insert tabs by pressing the 7ab key. Although this key is labeled with two arrows % on most
keyboards, the label Tab is used in this manual in order to distinguish it more clearly from the direction
keys.

Now move the text cursor to the beginning of the 17th line and type the following line:

Your reference:[Tab]vour letter of:[TabJour reference:[Tab]Jour letter of:[Tab]pate:

Then format this line in the MicroSquare font, 8 point.
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You have now inserted tabs into the text, but you have not yet determined their exact positions. To do so, set
tab stops. By default, TextMaker automatically puts a tab stop every 0.5 inch — but you generally should not
adopt this default setting which stems from the era of typewriters.

Tab stops can be set via the dialog box of the ribbon command Layout | Tabs [ (see below) — or directly via
the horizontal rulerdisplayed above the document.

L -E---|---1---|---E---|---3---|---4---|---

The horizontal ruler

= L
or
D_

If the ruler is not visible, you must first enable it on the ribbon tab View | Horiz. ruler “*'.

You use the ruler to set tab stops as follows:
1. Select the paragraph in which the tab stops are to be set.

If you want to set up the tab stops for multiple paragraphs, you must first select these paragraphs as
previously described.

With respect to our example, please now select the line you just entered and the line below it because we
want the subsequent tab stops for the next line to be set in the same manner.

2. Choose the desired tab type.
To do so, click on the icon to the left of the horizontal ruler. Each time you click on the icon, the tab type
changes. The following types are available:
[L] Left-aligned tab
[+] Centered tab (the text is centered at the tab position)
[4] Right-aligned tab (the text ends at the tab position)
[x] Decimal tab (numbers are aligned to the decimal point)
Click on this icon now until Left tabs are chosen.
3. Click on the desired tab positions in the ruler.

Use the mouse to click on the ruler at the (approximate) positions of 1 inch, 3 inches, 4 inches and 5.5
inches in order to set tab stops at those positions. Note how the text is aligned accordingly.

By the way, you could have proceeded in the opposite manner: You could have defined the tab stops before you
typed the line "Your reference", etc., and then typed the text along with the tabs.

The ruler and text should now look something like this:
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The tab stops are now set and are displayed in the ruler.

If you don't like the position of a tab stop, you can move it directly in the ruler. If necessary, select the
paragraphs to be changed; then point at the tab stop with your mouse held down and drag it to a new position in
the ruler. Note: If you drag a tab stop downward out of the ruler, it will be deleted.

There is yet another way to proceed when setting tab stops.

Leave the two paragraphs selected and click on the Tabs icon [ on the ribbon tab Layout | group Paragraph.
A dialog box opens and shows you the exact positions of the tab stops that are currently set. This dialog box is
handled as follows:

Action Procedure
Set new tab stops Enter the desired position in the field Tab. Click on Set.
Delete tab stops Select one of the existing tab stops in the list and click on Clear. To remove all tab

stops at once, click on Clear all.
Shift tab stops Delete the tab stop and set a new one.

Change the alignment Click on one of the existing tab stops in the list, choose a new alignment with
Alignment and click on Set.

Let's go back now to our sample letter:

Now that the tab stops for the line "Your reference", etc., and the line under it have been set, we want to enter
something in the second line.

Move the text cursor to the beginning of this line (L 18) and type, for example, the following:

mB[Tab]1/23/23[Tab]ug[Tab]1/17/23

Since this line was selected along with the line above it when the tab stops were set, you see that the same tab
stops are used here also.

What is still missing, of course, is today's date. We will let TextMaker insert it automatically in the next section
and thus enable you to become familiar with a very practical feature of TextMaker, namely the fields.
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Inserting the date and other fields

Today's date should be inserted in the area below "Date", which has remained empty up until now. However,
we don't want to type it manually, as we would rather leave this task to TextMaker.

To do so, press the Tab key again behind what you just entered in order to reach the correct position.

Then click on the small arrow next to the Field icon on the ribbon tab References | group Fields (alternatively,
Insert | group Text). The program opens the following dropdown menu:

References

{1} {} Shade fields 2) Generste E

{=} Field names

Field | (1) Update fietds | 11 Update | Footn

Insert field Table of cont...
Date and time fields P Creation date
Database P | Creationtime
Page and chapter ¥ | Print date

Sequence number P | Printtime

Style reference b | Date last changed
File name ¥ | Time last changed
Summary b

In the dropdown menu, point with the mouse to the entry Date and time fields and another menu level will be
displayed. Click on the field Print date here.

Note: If you want to specify the format of the inserted date, you can open a dialog box with additional
options for fields by clicking directly on the Field icon {*!. For more information, see Fields.

TextMaker now inserts the current date into the text, and the letterhead looks something like this:
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Fields are very practical aids. On the one hand, you have just saved yourself the trouble of manually typing the
current date. In addition, the field "Print date" is not a set value, but symbolizes the current date instead. It is
automatically updated when you print the document. Thus if you print the sample letter tomorrow, tomorrow's
date will appear in the same place.

Fields not only enable you to insert the date, but also allow your document's current page number or file name
to be output — and much more.

Furthermore, fields can be used to insert database fields from a database, as is required for a mail merge.

Footers

Before proceeding, you can open the Tour3. tmdx file. It contains the current state of the sample document.

You can set up headers and footers for each document — headers will be printed at the top and footers at the
bottom of each page.

For footers, click directly on the Footer icon 2 on the ribbon tab Insert. The cursor is set in the bottom page
margin. This is the area in which you can enter footers.

A contextual ribbon Header and Footer is now displayed, but we won't deal with that here, and thus switch
back to the ribbon tab Home instead.
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This time, we will select the MicroSquare font in 8 point before typing. Thus, set this font on the ribbon tab
Home | group Character. If text is entered now, it will appear immediately in the selected font.

For example, type the address of our architecture office as a footer. Under the address, you can also specify
such information as bank details, managing director, commercial register entry, etc. Of course, you don't have to
strictly follow the example if it is too much typing for you:

Escher & Sons, Architects - 78 Baker Street - Atlanta, GA 300094

Telephone: 555-555-4242 - Fax: 555-555-4243

First select and then center both footers with the icon
the footers ultimately look as follows on the screen:

on the ribbon tab Home | group Paragraph so that

Tour3.tmdx = - TextMaker

References  Mailings eview  View Header and footer

L ]
Eecharf Sone, Architectz - 78 Bekar Strast - Atlente, G4 30009 *
Telephons: 555-555-4240 - Fex 555-565-4043 =
3
1 e b
L2 Col 44 Section 1 Chapter1 | Page1of1 English 172 words Ins D >

To get back to the normal text after setting up the footers, simply click on any position in the text with the
mouse. If you subsequently want to edit the footers again, all you have to do is click again with the mouse on
one of the footers.

Give it a try: In the text, click on the line under "Bring your family along..." — and you will be back in the text.

This gives us an opportunity to place the complimentary close under the last line of the text. Enter a blank line
there with . and type:

With best regards,
|

.J

|

M.C. Escherd

Escher & Sons, Architectsd

This in fact completes our letter. In the last section, we would just like to insert a line above the footer to
emphasize it better.
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Inserting a separator above the footer

Note: For more information about this topic, see Borders and lines.

In a letter, a line is often drawn between the footer and the body text.

On the ribbon tab Home | group Paragraph, you will find the Borders button H - . This allows you to add a
complete border or individual border lines to the left, right, top or bottom of a paragraph.

To insert a border line above the footer, set the cursor in the first line of the footer. On the ribbon tab Home,
click on the black arrow next to the Borders icon for the dropdown menu and select Top.

The paragraph should now be displayed with a thin black line above it.

Normal text paragraphs can be furnished with lines via the same method as for footers. This also works for
some types of objects, such as table cells.

Inserting fold marks

FreeOffice: The functions for inserting tri-fold/bi-fold marks are not included in SoftMaker FreeOffice.

You can now also insert fold marks into your document to fold the printout of the letter in the right places by
means of two small lines in the page margin.

On the ribbon tab Layout | group Page setup, click on the group arrow 4 in the bottom right corner and switch
to the Fold marks tab in the following dialog box:
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Page format = Chapter  Fold marks

Tri-fold
B Show fold marks

Falding: Three equal-sized parts ~
Page sizes other than A4 always use three equal-sized
parts.

Pages: Show fold marks on chapter's first page ~

Bi-fold

[] Show fold marks

Pages:
Options
Position: Left e
Distance to page edge: 0.2in <

In the Tri-fold section, enable the option Show fold marks. This makes two marks in the document for
subsequent folding (one upper and one lower mark).

In the list below, select the option Three equal-sized parts. Explanation for the other two options DIN type A
and DIN type B: These options are mainly of interest to users who adhere to the DIN standards that are
common, for example, in Germany.

In the Pages list, the option Show fold marks on chapter's first page is already preset appropriately.
Explanation: The fold marks are thus only displayed on the first page of the document. Other settings (e.g. fold
marks on all pages) are, of course, also possible here.

Then confirm the insertion of the fold marks with OK.

Tip: You can also insert a central bi-fold mark as a mark that can be used as a punching orientation when
stapling documents. To do so, enable the option Show fold marks in the Bi-fold section further below in the
dialog box.

For more information about fold marks and bi-fold marks, see Fold marks.
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Printing the sample letter

If you want, you can now print your first document for review. To do so, choose the ribbon command File |

Print.
Print device
Erinter:
Brother MFC-L2T100W series Printer w Setup...
Pages Options
i All Copjes 1 =
Collate copies
() Current page [] Print to file
O Pages: 1-1 [] Drop pictures
R d
Pages to print: [] Reyerse order
Al selected pages e Double-sided printing
Single sided w
Pages per sheet: NG =ide
One page e
Rad OK Cancel

YI"he dialog box for File | Print
In the dialog box "Print", you can specify how many copies and which pages are to be printed. By default, one
copy of all pages is printed. Confirm with OK.

Tip: Before actually printing a document, you can preview the printout via the ribbon command File | Print
preview. This feature enables you to avoid wasting paper on test prints.

Finished!

Our TextMaker tour ends here. You now know many of the program's basic functions, and you should take
some time to explore them further.

It would be a good exercise, for example, to format the letter differently or to give it a more attractive font, etc.
You will find the final example document (for the completed TextMaker tour) in the Tour4 . tmdx file.
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You can then study the rest of the manual. It has been intentionally structured so that you only need to read the
chapters that you really require. Thus, you can gradually familiarize yourself with the functions as you want to
use them.

Have fun with TextMaker!




Working with selections

Working with selections

This chapter marks the beginning of the reference section of the manual. This part of the manual provides
detailed descriptions of all of TextMaker's functions organized into chapters by subject matter, as is customary
in a reference book.

The first chapter in the reference section is about working with selections. If you want to delete, copy or move a
part of a document, you must first select the relevant section of text. This also applies to objects (pictures,
drawings, etc.).

In addition, you must first select the relevant section of text before you can apply certain commands that will
change its formatting. If, for example, you select one word and then select a different font, only that word will
be formatted in the different font.

The following pages provide detailed information on working with selections. The following topics are
covered:

= Selecting text and objects

= Moving, deleting and copying

= Paste (special

= Inserting a document

Selecting text and objects

For some TextMaker commands, you can select a section of text (or an object) before you execute them. The
command is then applied only to the selected text or object.

The selection procedure differs depending on the operating system in use. Thus, this section is split into two
parts:

= Selecting in the Windows, Mac or Linux version

= Selecting in the Android/iOS version

Selecting in the Windows, Mac or Linux version

In the Windows, Mac or Linux version of TextMaker, you can select something as follows:
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Selecting via the mouse
To select something via the mouse, proceed as follows:

= Selecting text

To select a section of text of any length, position the mouse cursor at the beginning of the section, press and
hold down the left mouse button, and drag the cursor to the end of the desired section.

To select a word, double-click on the word.

To select a whole /ine, click in the left margin of that line. You can select multiple lines by dragging the
mouse cursor up or down beside them in the left margin.

To select a whole paragraph, double-click in the left margin beside the paragraph. Also possible: Triple-
click directly in the paragraph.

To select the whole document, press and hold the Ctrl key and click in the left margin (beside any paragraph
of the document). (Mac users: Cmd key)

Alternatively, you can do the same with the ribbon command Home | Select all L

= Selecting objects

To select an object (for example, a picture, a drawing, etc.), simply click on it with the mouse. A frame will
then appear around the object to indicate that it is now selected.

To select multiple objects, switch to object mode (see Object mode).

Selecting via the keyboard
Alternatively, you can use the keyboard. To do so, proceed as follows:

= Selecting text

Move the text cursor to the beginning of the text you want to select. Press the Shift key, hold it down, and
then move the text cursor in any direction with the arrow keys.

For example, you can select the following:
a single character with Shift+< or Shift+->

a single word with Ctrl+Shift+< or Ctrl+Shift+->
(for Mac: Alt+Shift+< or Alt+Shift+->)

whole pages with Shift+PageUp or Shift+PageDownV

To select the whole document, you can press the key combination Ctrl+Home, followed by the key
combination Ctrl+Shift+End.

Alternatively, you can do the same with the ribbon command Home | Select all =

= Selecting objects

Objects can only be selected with the mouse (see above).
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Selecting non-contiguous text sections

You can also select non-contiguous text parts with TextMaker (multiple selections of text). To do so, select a
word, line, paragraph, or any section of text in your document using the methods described above.

While holding down the Ctrl key, you can then select another text element elsewhere in the document with the
mouse.

(On a Mac, you have to use the Cmd key.)

If, for example, you want to select several words that are distributed non-contiguously in the text, proceed as
follows:

1. Select the first word you need — by double-clicking on it with the mouse, for example.
2. Press and hold down the Ctrl key.

3. Select the next word you need, which is located elsewhere in the text — by a single click on it with the
mouse.

In this way, add more words (or text segments) to the selection as required.
All the words on which you clicked are now selected across the board. You can format this selection as a unit or

copy it, etc. If you want to remove a word from the selection, you can do so via a single mouse click on the
relevant word.

Selecting in the Android/iOS version

Selecting works a little differently on Android/iOS devices. You can use either your finger or a mouse. Proceed
as follows:

= Selecting text
The easiest way to select a section of text is as follows:

Double-click on the word that you want to use as the starting point of the selection. The word should now be
selected. This is indicated by the large "handles" that appear in front of and behind the word:

Lorem i dolor

d D

These two handles represent the beginning and end of the selection. To extend the selection to additional
text, simply drag the two handles to the desired positions.

Tip: Use the ribbon command Home | Select all “I* to select the text of the whole document.

= Selecting objects

To select an object (for example, a picture or drawing, etc.), simply click on it. A frame will then appear
around the object to indicate that it is now selected.
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To select all objects, switch to object mode (see Object mode).

Moving, deleting and copying

All operating systems that TextMaker supports have an extremely useful feature: the clipboard.

The clipboard works as follows: You select something in the document and then cut or copy the selected text to
the clipboard. You can then reinsert the selected text elsewhere in the document. The clipboard thus facilitates
the deletion, copying and moving of sections of text (as well as objects).

All necessary commands (except Delete) can be found on the ribbon tab Home | group Edit:

Command Explanation

Delete If you select a section of text (or object) and press the Del key, the text or object will be deleted
without being moved into the clipboard.

Cut The ribbon command Home | Cut also deletes the content of a selection — but not permanently.
This content is moved instead to the clipboard, where it remains available for subsequent insertion
anywhere in the document.

Copy The ribbon command Home | Copy copies the content of the selection to the clipboard.

Paste To paste the content of the clipboard into the text, place the cursor at the desired text position and
use the ribbon command Home | Paste (click directly on the icon). You can also insert the content
of the clipboard multiple times in this manner.

Paste special If you click on the small arrow below the icon rather than directly on it at Home | Paste, a
dropdown menu opens with additional options for pasting the content. For more information, see

Paste special.

These commands work in the same manner for objects such as pictures or drawings and also for table contents.
For more information, see also Deleting, copying, moving cell contents.

Moving and copying text with the mouse ("drag and drop")
Android/iOS: This function is not available in the Android or iOS version.
You can select a section of text with the mouse, drag it to another position and drop it there. With this
technique, known as drag and drop, you can move or copy text very quickly.
To do so, proceed as follows:
1. Select the section of text.
2. Position the mouse cursor on the selection.
3. Press the left mouse button and hold it down.

4. With the mouse button held down, drag the selection to the desired position.
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5. When you release the mouse button, the content of the selection is moved to the new position. Tip: When
you release the mouse button while pressing the Ctrl key, the text is copied to the new position, rather than
moved.

Paste (special)

There is a more powerful variant for the ribbon command Home | group Edit | Paste o,

If, for example, you have copied text and click on the small arrow below the Paste icon, you can use the
dropdown menu to specify in which form the text from the clipboard should be pasted:

= Paste: The default paste option will be used. (Adapt formatting to target is preset as the default option.)

Tip: You can customize the default paste option in the Settings, General tab.

= The entries Adapt formatting to target, Keep source formatting and Merge formatting provide you with
advanced formatting options for pasting. If you have copied formatted text (e.g. from a web page or another
document), you can use these options to integrate the formatting of the source text into the target text to suit
your preferences.

See also "Advanced formatting options when pasting" below.

= Paste unformatted text: The original formatting of the copied text is removed, and it adopts the formatting
of the text passage where it is pasted.

= Further entries (for example, Paste picture) appear in the dropdown menu depending on what you have
copied to the clipboard.

= Paste special: Here, you can specify exactly how the content from the clipboard is to be pasted.
In detail:

When you use the commands Cut or Copy to save information to the clipboard, it is saved in multiple
formats simultaneously. If you have selected text, it appears in the clipboard in both formatted and
unformatted form.

When you choose the command Paste special, the program will display a dialog box with a list of all
formats in which the information currently stored in the clipboard is stored (text was copied in this
example).

If you select a format and then confirm with OK, the content of the clipboard will be pasted in the selected
format.
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Paste special =,

TextbAaker

T Cancel

TextMaker data

Formatted text (RTF)
Formatted text (HThL)
Unformatted text

Paste mode:

Adapt formatting to target V

For copied objects and tables, you get different entries in the dropdown menu than for copied text. Here, the
dialog box Paste special also displays a list of all formats stored in the clipboard from which you can choose.

Advanced formatting options when pasting

You can paste copied content from another source (for example, another program or TextMaker document)
with the formatting of the target text, the source text, or with a combination of both. If you want everything to
be less complex, you should paste unformatted text. See the aforementioned description in this case.

Click on the small arrow of the Paste |1 icon for the following paste options:
= Adapt formatting to target

The formatting style of the target document is retained, but "hard" formatting of the source document is
applied (manual adjustments of font size, bold print, etc.).

Example:

In your source document, the copied text contains a heading format of font size 18 from a paragraph style,
and some places are also manually formatted in bold and blue. In your target document, the text is formatted
in a heading format of font size 14 using a paragraph style.

As aresult, the heading format with font size 14 from the target document is retained, but the bold and blue
manual formatting of the source document is applied.

= Keep source formatting

The original formatting of the copied text is applied. Font size and other text styles, including hyperlinks,
appear like the formatting in the source document.

= Merge formatting

This is a combination of the aforementioned two options: Basically, the original formatting of the copied
text is adapted to the target document, but certain formatting is retained from the source document (for
example, hyperlinks or text highlighted with the text marker).
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Note: These formatting options are particularly important if formatting styles have been used in the
source/target text. Keep source formatting gives you the most comprehensible result of all the options
offered. The other two options implement differentiated parameters based on assumptions of what the user is
most likely to expect at this point.

Setting the Default paste option

If you generally want to apply one of the "advanced formatting options" listed above when pasting, this can be
specifically set as the Default paste option in TextMaker.

Choose the ribbon command File | Options = and switch to the General tab. Select the desired default paste
option here (see above for a description of each option):

= Adapt formatting to target
= Keep source formatting
= Merge formatting

= Paste unformatted text

If you click directly on the Paste icon L[ in future (or press Ctrl+V ), the copied content will always be pasted
with this formatting option.

Inserting a document
FreeOffice: The command Insert document is not included in SoftMaker FreeOffice.

You can use the ribbon command Insert | Document E to insert a complete TextMaker document into the
current document.

Note: Object frames (for example, text frames, picture frames, etc.) will not be imported.
Proceed as follows:
1. Move the text cursor to the position in the current document at which the other document is to be inserted.

2. Choose the ribbon command Insert | Document E (in the group Text).
3. The program opens a dialog box in which you select the document to be inserted.
4. Confirm that it has been opened.

The selected document will now be inserted.
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Character formatting

On the ribbon tab Home | group Character, you will find the most frequently used commands to change the
appearance of single or multiple characters in the text.

Common commands: Via the icons of the command group "Character"
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You can use the group icons to directly make the following settings:

= Font and font size

= Text styles (for example, bold, italics, underlined)
= Colors

= Superscripts and subscripts

= Resetting the character formatting

Additional options: In the dialog box of the command group "Character"

If you click on the group arrow 4 in the bottom right corner of the ribbon tab Home | group Character, the
program opens a dialog box in which you will find additional options for character formatting.

The displayed dialog box has several tabs that you can switch between by clicking on one of the tab headers:

= Font tab

For selecting properties like Font and font size, other Text styles, Colors, Language, Hiding text, and
Protecting text

= Spacing tab
For changing properties like Superscripts and subscripts, Letter spacing and character pitch, and
enabling/disabling Kerning

= Hyperlink tab

For inserting and editing hyperlinks (for example, to web pages). For more informa