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Important note

This document describes Accent Professional. Accent Professional includes premium features that may not
be included in this LanguageWare product.

For more information., see How to Upgrade from the Help menu



File menu
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Overview

The File menu provides access to commands necessary for manipulation and maintenance of document
files. For example, you can create, delete and print documents from the File menu.

New From Template...

Open... Ctri+F12
Close Ctrl+F4
Save Shift+F12
Save As... F2

Save Selection As...
Bevert to Saved
Delete...

Print... Shift+Ctrl+F12
Print Setup...

Link To Style Sheet...
Save Styles As...

1 CAFOBM.ACC
2 CADATAACC
3 CA\FAACC

4 CAMEMO.ACC

Exit Alt+F4
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New

Located under: File menu

Use: To open a new blank document.

Parameters Description
None The number of open documents is limited only by your available memory.
Comments

1. Anew blank document will appear.
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New From Template

Located under: File menu

Use: To open a new document based on an existing Template. While it may appear as
though you have opened an existing document, Accent has merely copied the
template contents into a new untitled document that you can edit, save and print
as you would any Accent document.

A document template is a pattern document that can contain both styles and text. Document templates can

be useful in many ways. For example, you can use document template to create your company's fax cover

sheet.

Panache Catering Fax Cover Sheetl
11-11 Tomberland Road

Bristol B52 1NL, UK

0202-123-123

To:

Company:
Phone:

Fax:
Create a Accent document with styles and relevant information (such as a company logo), then save it as a template
by choosing Template files (*.act) from the Save Files As Type option in the Save As dialog box. Each time you send
a fax, open a document with the New From Template command and choose this template. A new document will
appear with the stored information already typed, you just fill in the blanks.

MNew from Template



Default Template File

nione
| ” | [ oen |
Template File Mame: Directaries:
I tablel. act £
radio-w. act + B ot +
readme. act £ accent?
syllabus. act £ buttans
tableZ. act (3 corel40
table3. act £ corelS0
tabs. act 5 £ corelheb +
Lizgt Filez of Type: Dirives:

I Template Files [*.actk]

IEI IIE:::1 IEI

[D ezcrption

Parameters

Description

Default Template File

Clear

File Name

Directories

List Files of Type

Drives

Description

Comments

Set — To set the selected document to be the default template.

When you choose New From Template from the File menu and a default template
is set, the dialog box will appear and the default template will be highlighted. You
may then click on OK to open from the default template or choose a different
template.

When you click the New From Template button on the ActionBar and a default
template is set, a new document is automatically opened from the default
template (no dialog box appears).

There will be no default template. When you click the New From Template button
on the ActionBar, the dialog box will appear and you may then choose the
template that you wish to open.

Name of file to open. Filenames are not case sensitive. If you do not type a file
extension, the default extension, act, will be added automatically.

The number of open documents is limited only by your available memory.
Select a directory from the current drive.

*.act — List templates created in Accent (files with a act extension).

** — List all files.

Default: *.act

Select a drive from the list.

Line of text describing the contents of the highlighted file. Descriptive text about a
file is entered in the Description box in the Save As and Save Selection Asdialog
boxes.

1. Anew untitled document will appear with the contents (i.e., text and formatting instructions) of the

Template you have chosen.



If a default template is set, when you click the New From Template button from the ActionBar you will
not receive the template dialog box; instead your default template will be opened. However, the dialog
box will always appear when you choose New From Template from the menu.

To change the default template, choose New From Template from the File menu and choose a
different, or no, template as the default.

To create a document template: create a new document with text and formatting instructions that you
will use frequently.

[For example, a fax coversheet would be a useful item to make into document template. To create it,
open a new document; then, create a header style and text style. Type the relevant company
information as a header; then... ]

From the File menu, choose Save As. The Save As dialog box will appear. Type a name in the File
Name box and select the template files (*.act) from the Save Files As Type Options box. Choose OK.
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Open

Located under: File menu

Keyboard accelerator: CTRL+F12

Use: To open an existing document.

File Mame: Directories:
I- it
data. acc + B ot |+
;a:-:.an:c 3 accent2 =
0. Ao
£ buttans
MEma. acs
£ coreldd [T Bead Only
£ corelS0
£ corelheb
= £ caerve 3
Lizgt Filez of Type: Dirives:

I.-’-'-.cu:ent Files [* acc)

IEI IIE:::1 IEI

[D ezcrption
Parameters Description
File Name Name of file to open. Filenames are not case sensitive. If you do not type a file
extension, the default extension, ACC, will be added automatically.
The number of open documents is limited only by your available memory.
Values: 1-8 characters, plus a file extension of up to 3 characters
Directories Select a directory from the current drive.

List Files of Type

Drives

Read Only

*.acc — List files created by Accent (files with a acc extension).
** — List all files.

All formats that Accent imports and exports.

Default: *.acc

Select a drive from the list.

(] Protects the document from accidental changes. To save the document with
changes you must save it with a different name (see Save As command).

I Allows overwriting the current document and saving any changes you make.

Default: Off (i.e., allow overwriting).
Description Line of text describing the contents of the highlighted file. Descriptive text about a file is entered in
the Description box in the Save As and Save Selection Asdialog boxes.

If the filename you want is not visible:



a. Ifyou are in the correct directory, change the List Files of Type to *.* to view all files.

b.  If you still do not find the file, try a different directory or drive.

Related Topics:

File Importing
Import procedure
Importing ASCII files
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File importing

Accent can import and export files of other word processing formats. For example, if you work in
WordPerfect™, you will be able to access your WordPerfect™ documents from Accent. After you update
your document in Accent, you can save it as an Accent file, a WordPerfect™ file or another file format, such
as Word for Windows™ or ASCII.

If you open a non-Accent file using the wrong conversion format, you are likely to see many unrecognizable
characters. These characters are formatting instructions from the original application.

You may convert only file formats supported by Accent. Open the List Files of Type combo box to see the
supported formats and to choose the group of files with the file extension that interests you. If the file format
that you need is not listed in the List Files of Type combo box, try saving the file in the program that you are
importing from in either ASCII or RTF format. Then import the file into Accent as an ASCII or RTF file, If the
program that you are importing from is a Windows program, you may also try copying the document to
Window's clipboard, and pasting it into Accent.

Note: The Accent conversion filters produce the best results when importing RTF files.
Therefore, it is a good idea to export from another word processor to RTF format, and
then to Accent.

Related Topics:

Import procedure
Importing ASCII files
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Import procedure

To import a file (to open a file with a non-Accent format):

You open an imported file as you would an Accent file.

1. From the File menu, choose open, (CTRL+F12).

2. From the List files of type box, select the type of files you want to display.
If you are looking for a file extension that does not appear in the list, type * *to list all files.

3. Inthe Filename box, type or select the file you want to open; then, click OK.

The Convert dialog box will appear.

Corvert File From:

1-2-3 [3.0]
Aleph-Bet
AmiPra 2.0

Ewcel - Spaces
Eucel - Tabs

b agiciafriker
Rich Text Format
wiard 5.0.5.5

WiordPerfect 5.1

Whord for YWindows 2.0

WiordPerfect YwWindoves

4]

4. Choose the correct file format from the list; then click OK.

The file will be converted and opened as an untitied Accent document.

Related Topics:

File Importing
Importing ASCII files
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Importing ASCII files

Accent provides excellent filters for importing text (ASCII) files to Accent format. These filters are available
by choosing Open... from the File menu.

The dialog box always remembers the settings you chose the last time you used the filters. Once you
choose the options that suit your needs, you needn't bother resetting the options each time you want to
import or export ASCII files.

ASCII Import Filter

The ASCII import filter is used to convert a text file to Accent format, that is, to read a text file into Accent.
Once read in, it can be printed, edited, saved, etc., just like any other Accent document. The dialog box for
the filter looks like this:

= Ascii Filter Options

I"Iulul"induws: Western European [ANSI] Iil

-Language

|English (USA) 2]

-Undefined Characters Ascii File's Layout Order
' Convert Undefined Characters to: Il] ® Yisual
! Drop Undefined Characters ! Reverzed Yizual [Mirror]

® Convert to Most Similar 7-Bit Character C! Logical

-Final Character Direction
) Automatic

-Create Dagesh Paragraph
@ For Each Aszcii Line

("' At Each Blank Line

(® Fixed

~Space Stripping

[T Stip Leading Spaces
[C Suip Trailing Spaces

-Font Type

' Proportional Fonts
(® Mono-Spaced Fonts

Code Page

If the original file was created using a DOS-based text editor or word processor, then the text document is probably

using one of the IBM code pages, such as IBM CP 850 or IBM CP 437.

Language

Choose the language with which you want to mark the Accent file created from the text file. The entire




document will be marked in this language. Of course, once the file is read into Accent, you can change the
language markings in any way you want.

Undefined Characters

Lets you choose what to do with problematic characters. In converting a text file created with a DOS
program to a Windows code page, for example, there may be some characters that are undefined or
unusable under Windows. There are three options:

Convert Undefined Characters to lets you choose a single substitute character for all undefined characters in
the input file.

Drop Undefined Characters lets you throw away undefined characters.

Convert to Most Similar 7-Bit Character tells Accent to convert each undefined character it finds to the
nearest 7-Bit ASCII equivalent.

Ascii File's Layout Order
Choose Visual, Reversed Visual (Mirror), or Logical order.
Create Accent Paragraph

For Each Ascii Line creates a Accent paragraph for each line of the text file (i.e., for each sequence of
characters in the text file that ends with a carriage return).

For Each Blank Line groups input lines together to form paragraphs. Under this option a blank or empty line
in the input file is interpreted as the end of the paragraph. This is the option one would usually choose if the
resulting Accent document is to be edited.

Grouping ASCI!I lines together to form Accent paragraphs will probably change the formatting of the
document, because the display algorithms of Accent break lines depending on font size, page width, etc.

Final Character Direction
This option sets the direction attribute for imported characters.
Space Stripping

Deletes leading spaces and/or trailing spaces. Leading spaces are the spaces on the left side of the line;
trailing spaces refer to the spaces at the end of the line.

Font Type

Choose to bring in the document in a proportional font or a mono-spaced font. Usually, one works in Accent
using proportional fonts. However, if you are importing an ASCII file that has tables and you want the
numbers or words in the table cells to line up, you might choose mono-spaced fonts.
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Close

Located under: File menu
Keyboard accelerator: CTRL+F4
Use: To close the active document.

Comments

1. If any changes have been made in the document since it was last saved, a message box will appear to
ask if you want to save changes.
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Save
Located under: File menu
Keyboard accelerator: SHIFT+F12

Use: To save the active document. If the document is untitled, the Save Document As dialog box will appear.
See Save As.

Comments

1. If the document has been saved before with the same name and in the same location, the current
version will write over the previous version.

Additional information

1. Options list, Utilities menu, Save to create backups and set automatic saves.
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Save As

Located under: File menu
Keyboard accelerator: F12

Use: To save the active document with a new filename or in a different format (e.g., to export, compress).

= saveDocumentds
File Mame: Directories:
+ B oot k3
£ accent? |
£ buttons B
£ coreldd
£ corels0 I™ Compress
£ corelheb [T Encrypt
+ (3 cserve 3 [T Save &l Styles Locally
Save File Az Type: Drrives:
[RERTeR Eera e 2] [= B
Dezcription:
Parameters Description
File Name Enter new filename for document. Filenames are not case sensitive. If you do not

type an extension, the default extension, acc, will be added automatically.
Values: 1-8 characters, plus a file extension of up to 3 characters
Directories Select a directory from the current drive.
Save File As Type *.acc — Save the file in Accent format.
*.act — Save the file as an Accent template.
** — Save the file in a non-Accent format supported by Accent.
Default: *.acc
Drives Select a drive from the list.

Compress 1 Compress the file to save space on your disk.
LI Do not compress.
Default: Do not compress.
Does not apply to files of non-Accent format.
Accent uses the LZW (Lempel-Ziv-Welch) data compression algorithm.
Encrypt ] Secure the file by encrypting it with a password. Enter your password in the Document Security box that
will appear when you click OK.
Warning: No one, including you, will be able to retrieve the file without the password; do not forget the password.
1 Do not encrypt.



Default: Do not encrypt.
Does not apply to files of non-Accent format.

Save All Styles Locally ] Merge all external styles to the local style sheet. The external style sheet still
exists in a separate file, but is not linked to your document.
L1 Do not merge external styles to the local style sheet.
Default: [1 — off.
Description Enter descriptive text about the file you are saving.
In any file dialog box (Open, Save As, Save Selection As, etc.), when you highlight a file that has
descriptive text attached, the descriptive text will appear in the description box.

Related Topics:

File Exporting
Exporting ASCII files
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File exporting

Accent can import and export files of other word processing formats. For example, if you work in
WordPerfect™, you will be able to access your WordPerfect™ documents from Accent. After you update
your document in Accent, you can save it as an Accent file, a WordPerfect™ file or another file format, such
as Word for Windows™ or ASCII.

To export a file to another application, you simply save it (using the Save As command from the File menu)
as the proper file format. You may convert only to file formats supported by Accent. From the Save File As
Type combo box (in the Save As dialog box), choose the appropriate file format.

The file will be converted and saved in the word processing format that you chose. There is no default file
extension. It is recommended that you type an appropriate file extension to indicate the file format. For
example, if you are creating a WordPerfect™ document, you might use a WPF extension.

The data compression and encryption options do not apply to export files (files of non-Accent format).

Related Topics
Exporting ASCII files
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Exporting ASCII files
ASCII Export filter

Accent provides excellent filters for exporting Accent documents to text These filters are available by
choosing Save As... from the File menu.

The dialog box for exporting files contains many settings which are explained below. The dialog box always
remembers the settings you chose the last time you used the filters. Once you choose the options that suit
your needs, you needn't bother resetting the options each time you want to import or export ASCII files.

ASCII Export filter

As with ASCII import, the filter remembers your option choices from one use to another. The dialog box for
ASCII export looks like this:

= ASCI TEXT EXPORT OPTIONS

-Formatting Options

ettt : 1] 4
I™ Format Output
Cancel
-Code Page
[T Delimit Table Cells by Tabs I‘w’induws: Wesztern European [AMSI1] IEI
-Layout Order
@ Yizual
[C wWhole Paragraph Converted to Single Line ! Beversed Yisual [Miror]
! Logical

-Unconvertible Characters
(! Convert Unconvertible Chars To: Il]_
) Drop Unconvertible Chars
(® Convert to Most Similar 7-Bit Character

[T Dutput Headers and Footers

[% Insent Blank Line Between Paragraphs

Format Output

This side of the dialog box displays different options, depending on whether Format Output is selected or not.Whether
or not Format Output is selected, the following options are always available:

Output Headers and Footers:You can choose to output the headers and footers for each page of your document.
Insert Blank Line Between Paragraphs. This option asks the filter to add an extra blank line between

paragraphs. In Windows word processors like Accent, the space between paragraphs is achieved by setting

Line Spacing Before and After. To get a visual separation between paragraphs in the ASCII file, this option

has been provided.

When Format Options is not selected, the following options are available:



Delimit Table Cells By Tab: If your file includes tables, selecting this option will place a tab at the end of each
cell in your exported ASCII file.

Whole Paragraph Converted to Single Line tells the filter to disregard paragraph formatting and to output
each paragraph as a single, possibly very long, line of text, terminated by a carriage return. A five paragraph
document would be translated to a five line text file (not counting lines inserted between paragraphs, if that
option is chosen; see below). This option is useful for programs that will reformat the paragraph in any case,
such as e-mail systems.

When Format Output is selectedthe dialog box appears as follows:

Max Characters per Line lets you to enter the page width by entering the maximum number of characters to
output in a single line of text. You can ask the filter to decide the page width based on the page width of the
Accent document, by setting Max Characters Per Line to 0 (zero).

Note:When the filter calculates page width, it assumes an ASCII file font width of 10 characters per inch; the
same size as Courier New, 12 point.

Lines per Page lets you set the number of lines on the exported page. Zero (0) means no pagination.
Preserve Columns If your document has columns, this option will simulate your column formatting.
Show Borders simulates paragraph borders in your ASCII export file.

Symbol for Vertical Lines lets you choose any character on the keyboard to simulate vertical paragraph or
table borders.

Indentation by Adding Spaces tells the filter to pad the text lines with spaces so that the resulting text file will
appear with the same alignment as the original Accent file. Paragraphs will appear to have right, left, fill, and
center alignment exactly as in the original document. Paragraphs will also have the same indentation from
the margins as in the Accent document.

Margins and Indentation by Adding Spaces goes one step further; it tells the filter to not only simulate the
indentation and alignment by padding the text lines with spaces, but also the left and right page margins are
simulated by adding spaces.

No Indentation tells the filter not to add any spaces to the text lines. All lines will be flush left and all
alignment and indentation is lost. Remember: Accent, like other Windows word processors, does not
achieve its alignment and indentation by adding spaces to the text you enter, but by sophisticated display
algorithms.

The other selections in the ASCII Text Export Options dialog box include:

Code Page

Lets you choose how the characters and letters are encoded.

Layout Order

As above, under ASCII Import Filter, choose Visual, Reversed Visual (Mirror), or Logical order.
Unconvertible characters

Deals with converting characters that do not exist in the destination code page. The three options available



are identical to those described above for ASCII import.
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Save Selection As
Located under: File menu

Use: To save selected text or graphics from the active document to a file.

-l saveSelecondss
File M arme; Directaries:
Idata.acc b

+ R L+
£ accent? =
S e
£ corels0 [™ Compress
£ corelheb [T Encrypt
¥ (3 cserve 3 [T Save Al Styles Locally
Save File Az Type: Drives:
I.-“-‘-.-:cent Filez [*.acc) IEI I = Nl IEI
Dezcription:
|
Parameters Description
File Name Enter filename for the selected text. Filenames are not case sensitive. If you do
not type an extension, the default extension, acc, will be added automatically.
Values: 1-8 characters, plus a file extension of up to 3 characters
Directories Select a directory from the current drive.
Save Files As Type *.acc — Save selection in Accent format.
** — Save selection in a format supported by Accent.
Default: *.acc
Drives Select a drive from the list.
Compress 1 Compress the file to save space on your disk.

1 Do not compress.
Default: Do not compress.
Does not apply to files of non-Accent format.
Encrypt E Secure the file by encrypting it with a password. Enter your password in the Document Security box that
will appear when you select OK.
Warning: No one, including you, will be able to retrieve the file without the password; do not forget the password.
] Do not encrypt.
Default: Do not encrypt.
Does not apply to files of non-Accent format.
Description Enter descriptive text about the file you are saving.
In any file dialog box (Open, Save As, Save Selection As, etc.), when you highlight a file that has



descriptive text attached, the descriptive text will appear in the description box.

Comments

1. You can save documents (or a section of a document) in a word processing format other than Accent.
See File Exporting.

Additional information

1. Insert menu, Document, to insert one document into another.
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Revert to Saved

Located under: File menu

Use: To undo all changes made to the document since the last save.
Comments

1. Confirm

A dialog box will appear to ask for confirmation that you want to undo changes made since the last

save.



Located under: File menu

Use: To delete a file from the disk.

Parameters Description

File Name Enter name of file to delete. Filenames are not case sensitive. The filename must
match an existing filename.
Values: 1-8 characters, plus a file extension of up to 3 characters

Directories Select a directory from the current drive.

List Files of Type

Drives

Description

If the file you want is not visible:

*.acc — List files created by Accent (files with an acc extension).
** — List all files.

Default: *.acc

Select a drive from the list.

Line of text describing the contents of the highlighted file. Descriptive text about a
file is entered in the Description box in the Save As and Save Selection Asdialog
boxes.

a. Ifyou are in the correct directory, change the List Files of Type to *.* to view all files.

b.  If you still do not find the file, try a different directory or drive.

Delete features

A dialog box will appear to confirm that you want to delete the selected file.

Accent provides the Delete feature as a convenience. You can also delete files from Windows' File Manager

or from DOS.

You cannot use wildcards (i.e., *) with the delete command. For example, if *.acc appears in the File Name

box, nothing will be deleted when you click on OK.
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Print

Located under: File menu

Keyboard Accelerator: SHIFT+CTRL+F12

Use: To print the active document.

B T
Prirter: Default Printer [Canon LEP-4 an LPT1:]
o
1 Selection
) Pages
Erom: |1 T |1
Frit G uality: IHigh Iil Copies: |'|
" Fiint to File [ Collate Copies
Parameters Description
Printer Displays the name of the default printer. To change the printer, click the Setup
button. See Print Setup.
Print Range All — Prints all the pages of the document.
Selection — Prints only the selected text in the document.
Pages — Prints a range of pages which you specify in the From and To boxes
provided.
Print Quality Sets the resolution of characters.
Values: Depend on your printer driver.
Print to File (2] Saves a printer-ready version of a document to a file. You can print the file

later or transfer it to another program.

1 Do not save printer-ready version to a file.

Default: L1 — off

Copies

Collate Copies

Specifies the number of copies to be printed.
Values: 1-99,999

Note: The maximum number of copies Windows will allow, without giving a
warning message, is 65,535.

The maximum number of copies that Windows will collate is 32,767.
Default:1

] Prints a whole document in page order before printing the next copy.

L Prints all copies of each page before printing the next page.



See Collate Copies.
Default: L1 — off

Related Topics:

Collate Copies
Print Setup
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Collate copies

If the printer supports multiple copies, printing of multiple copies is considerably faster when Collate Copies

is off L1. Accent sends one copy of the file to the printer and tells the printer to print n(number) copies.

When the Collate Copies option is on E, printing of multiple copies proceeds more slowly because Accent builds and
sends out each copy separately.
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Print Setup

Located under: File menu

Use: To select a printer and choose printer options.

~Frinker

[currently Canon LEP-4 on LPT1:]
) Specific Printer;

Cancel

Il:anl:un LEP-4 on LPT:

B

B
|£|

~Orientation FPaper
b ® Portrait Size: ILetter 3152511 in
) Landscape Source; I.-’-'-.utu::matiu:
Parameters Description
Printer Default Printer — Displays the name of the default printer. To change your default
printer, assign a printer to a particular port, or install another printer, use the
Printers utility in your Windows Control Panel (see Windows User's Guide,
"Control Panel").
Accent normally prints to the default printer.
Specific Printer — Select a specific printer for printing.
Orientation Portrait — Prints the text of a document across the width of the paper.
Landscape — Prints the text of a document across the length of the paper.
Default: Portrait
Paper Size — Specifies the size of the paper you will be using.
Values: Any size in the list.
Source — Specifies the paper source.
Values: Any source in the list.
DOptions...

Printer dependent

Print Setup options and Advanced options are specific to each printer driver and are documented in the Help

screens connected to those dialog boxes.

Print Setup options

1. Many print setup options, such as paper size and source, are dependent on the selected printer. Some

printers can only take letter size or A4 paper.



Accent supports a paper size up to 576 mm (22.7 in) in either direction.

The Print Setup option changes the print options for the current session of Accent only. To make

permanent changes to your printer setup, use the Printers utility in your Windows Control Panel (see
Windows User's Guide, "Control Panel").
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Send Fax...

Located under: File menu

Use: To fax the active document directly from your computer.

-l semdFax
Faw: Canon LEP-4 on LPT1:
-Print Range
®
) Selection
! Pages
Eramm: |1 Tl
Parameters Description
Print Range All-Faxes all the pages of the document.
Selection Faxes only the selected text in the document.
Pages-Faxes a range of pages which you specify in the From and To boxes
provided.
OK Activates the Send Fax dialog box.
Cancel Cancels sending the fax.
Setup To setup page size,orientation, and layout.

Related Topics:
Print
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Link to Style Sheet

Located under: File menu

Use: To access styles from an external style sheet.

File M arme;

Directaries:

o

baszic. gty

Lizt Filez of Type:

+ e

£ accent?
£ buttons
£ caoreldd
£ caorelB0
£ caorelheb

= £ czerve 3

HE

Dirives:

I.-’-‘-.n:n::ent Style Files [* zty]

Iil IEC:'I |EI

"D ezcriphion
Parameters Description
File Name Enter name of external style sheet file to which you want to link your document.
Filenames are not case sensitive. If you do not type an extension, the default
extension, sty, will be added automatically.
Values: 1-8 characters, plus a file extension of up to 3 characters
Directories Select a directory from the current drive.

List Files of Type

Drives
Description

Related Topics:
Style Sheets

*.STY — List style files created by Accent (files with an STY extension).
** — List all files.

Default: *.STY

Select a drive from the list.

Line of text describing the contents of the highlighted file.

Using styles from multiple style sheets

Additional information
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Style sheets - in brief

After you define one or more styles in a document, a local (internal) style sheet is created and stored as part
of the document. In addition, you can save styles in an external style sheet as a separate file.

To use the external style sheet in another document, you must link the document to it. Several documents
may be linked to the same external style sheet at the same time.

A document may be linked to only one external style sheet at a time.
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Using styles from multiple style sheets

To use styles from multiple external style sheets:

In order to achieve the effect of linking one document to more than one external style sheet, you must first
merge the external styles of each sheet desired with the document's local styles.

1. From the File menu, choose Link To Style Sheet.

If the document is already linked to an external style sheet, a dialog box will appear to ask if you want
to save external styles locally.

Documents may only be linked

to one ztyle sheet at a fime.

Previouzly linked styles should be;

I | Dizzarded I

| Cancel I

If you choose Made Local, the external styles will be merged to the document's local style sheet.

If you choose Discarded, the external styles will be discarded. All text using a discarded style will be
reformatted using a substitute style. A warning message will appear before the substitutions are made, to ask if you
are sure you want to discard styles. If you choose yes, the substitute style will be the first underlying style found. In
many cases that will be the Accent system style.

Each option leaves the previously linked external style sheet intact.

2. In the File Name box, type or select the external style sheet you wish to link to.
3. Click on OK.

The document will be linked to the new external style sheet and no longer linked to the old external style

sheet.
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Additional information

1. Format menu, Define Paragraph Style and Define Character Style to define styles.

2. Save Styles As to create external style sheets.
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Save Styles As
Located under: File menu

Use: To save a style sheet as an external style sheet in a separate file.

File M arme; Directaries:
I u:uffiu:e.lst_lrl ol
| = .
£ accent?2 =
£ buttans
£ coreldl ¥ Link to Mew File
£ corels0 Save
k4
" £ corelheb 3 [¥ Local Styles
[X Ezternal Styles
Lizt Filez of Type: Dirives:
Accent Style Files [* zty] IEI I Hc 1 |i|
Parameters Description
File Name Enter name of style file. Filenames are not case sensitive. If you do not type an

extension, the default extension, STY, will be added automatically.
Values: 1-8 characters, plus a file extension of up to 3 characters
Directories Select a directory from the current drive.
List Files of Type * STY — List style files created by Accent (files with an STY extension).
** — List all files.
Default: *.STY
Drives Select a drive from the list.

Link to New File [ Link to the newly created style sheet.

] Do not link to the new style sheet. To link to the style sheet later, use the Link to Style Sheet command
(described in the previous section).

Default: &l — on
Save Local Styles — any style created in the document or modified from an external style sheet.

] Save local styles to the external style sheet.

] Do not save local styles to the external style sheet.
Default: 1 — Save local styles to the external style sheet.
External Styles — any style in the linked external style sheet.
(2] Save current external styles to the newly created external style sheet.
[ Do not save current external styles to the newly created external style sheet.
Default: [ Save current external styles to the newly created external style sheet.



Related Topics:

Style sheet creation procedure
Style sheet - add styles procedure

Additional information
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Style sheet - creation procedure

To create an external style sheet:

Assuming the document has a linked external style sheet and a local style sheet:
1. From the File menu, choose Save Styles As.
2. Type a new filename in the File Name box.

3. Save external and local styles to the new external style sheet. In the Save Styles As dialog box turn on

both Save options (& in the external and local boxes this is the default).
If you choose Local only, only the local styles will be saved to the external style sheet. If you choose
External and not Local, only the styles from the linked external style sheet will be saved to the new style file.
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Style sheet - add styles procedure

To add local styles to an existing external style sheet:

1. From the File menu, choose Link To Style Sheet.
2. Inthe File Name box, type or select the external style sheet you wish to expand.
You must link the style sheet to the document before you can add styles to it.
3. From the File menu, choose Save Styles As.
4. Inthe File Name box, type or select the external style sheet you wish to add to.
It should be the same file that you named in step 2 above.
5. Inthe Save Styles As dialog box, turn on (& in the box) External and Local Save options.

To add to a style sheet, you must save its existing styles (external styles) back to it in addition to saving the
new (local) styles to it.

6. Click on OK.
A message box will appear to ask if you want to replace the existing external style sheet.
7. Choose yes.

All local styles and external styles will be saved to the new external style sheet.
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Additional information

1.

Format menu, Define Paragraph Style and Define Character Style, to define styles.
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Documents

Located under: File menu

The last four documents opened, in this or previous sessions, will be displayed in the File menu before the
Exit command. To open one of the four files listed, click on it.
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Exit

Located under: File menu

Keyboard accelerator: ALT+F4
Use: To exit Accent.
Comments

1. If there are any open documents with changes that have not been saved, a dialog box will appear to
ask if you want to save changes before closing each document.



Edit menu
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Overview

The Edit menu provides access to commands necessary for manipulation of text. You can undo, cut, copy,
paste, delete, select all text, find and replace text strings, go to any location in the document you specify and
switch between Insert and Overtype Modes.

m

Cut Ctrl+X
Copy Ctrl+C
Copy ¥isual

Paste Ctrl+¥f
Paste Special...

Delete Del
Select All

Find... F2
Bepeat Last Find F3
Replace...

Go To... F4
Overtype Mode Ins
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Undo

Located under: Edit menu

Keyboard accelerator: CTRL+Z

Mouse shortcut: Click on the ActionBar's Undo button ( )
Use: To cancel the previous action.

Comments

1. You can undo Cut, Paste, Delete, typing, formatting, and many other functions. However, not all actions
can be undone.

Examples
1.  Afile save or delete cannot be undone.

2. Document attribute changes (changes made in the Format Document dialog box) cannot be undone,
although they can be changed back in the Format Document dialog box.

3. Changes to a style's definition cannot be undone, although, if you apply a style, you can undo the
apply.
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Cut

Located under: Edit menu

Keyboard accelerator: CTRL+X

Mouse shortcut: Click on the ActionBar's Cut button (@)
Use: To remove the selected text from the document and store it in the Clipboard.

Comments

1. The command will be dim if no text is selected.

2. You can restore cut text by using the Undo command immediately after the cut.
3. Clipboard

Text and graphics that you cut or copy are stored in a temporary storage area called the Clipboard.
Cutting or copying another selection erases the previous contents of the Clipboard and replaces them
with the new selection.

You can cut, copy, and paste within an Accent document, between Accent documents, and between
Accent documents and other Windows applications. For example, you can copy a chart to the
Clipboard from a spreadsheet application and paste it into an Accent document.
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Copy

Located under: Edit menu

Keyboard accelerator: CTRL+C

B
Mouse shortcut: Click on the ActionBar's Copy button ( )
Use: To copy the selected text and store it in the Clipboard.
Comments

1. The command will be dim if no text is selected.
2. The Copy command does not affect the selected text.
3. Clipboard

Text and graphics that you cut or copy are stored in a temporary storage area called the Clipboard.
Cutting or copying another selection erases the previous contents of the Clipboard and replaces them
with the new selection.

You can cut, copy, and paste within an Accent document, between Accent documents, and between
Accent documents and other Windows applications. For example, you can copy a chart to the
Clipboard from a spreadsheet application and paste it into an Accent document.

Related Topics

Copy Visual
Paste Special
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Copy Visual

Located under: Edit menu
Use: To copy right to left text to the clipboard.
Comments

When you type characters, the computer stores them in one of two ways: logical order or visual order. When
typing text in only left-to-right languages, logical and visual order are the same. But when typing in a right-to-
left language, the visual order, the order they appear on the screen, is the reverse of the order in which the
letters are entered.

Accent stores the characters in logical order, the order in which characters are entered into the computer.
But, if you copy a bidirectional text string from Accent to another application that uses visual order, like
CoreIDRAW!™  the characters in the right-to-left language will appear in reverse order. To avoid this
problem, you can copy right-to-left text strings using Copy Visual, under the Edit menu, instead of Copy.
Copy Visual converts the character order from logical to visual so that, when you paste the text into another
application, like CoreIDRAW!, all the letters appear in the correct sequence.
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Paste

Located under: Edit menu

Keyboard accelerator: CTRL+V

Mouse shortcut: Click on the ActionBar's paste button (-)
Use: To place the contents of the Clipboard at the insertion point.

Comments
1. The command will be dim if the Clipboard is empty.
2. Clipboard
Text and graphics that you cut or copy are stored in a temporary storage area called the Clipboard.

The Paste command copies the contents of the Clipboard into your document, leaving the contents of
the Clipboard unchanged. Cutting or copying another selection erases the previous contents of the
Clipboard and replaces them with the new selection.

You can cut, copy, and paste within an Accent document, between Accent documents, and between
Accent documents and other Windows applications. For example, you can copy a chart to the
Clipboard from a spreadsheet application and paste it into an Accent document.

3. Accent supports pasting of graphic and text formats from the Clipboard. If the Clipboard contains
multiple formats, Accent pastes them using the following order:

a. Accent1 ( Accent Native format)

b. Rich Text Format (RTF)

c. Text (plain text format)

d. Picture (Windows Metafile graphics format)
e. DIB Bitmap (Device Independent Bitmap)
f. Bitmap (Windows Bitmap graphics format)

The order of pasting is actually transparent to the user, since the entire contents of the Clipboard will
be pasted into the document.

Related Topics:

Paste Special
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Paste Special

Located under: Edit menu
Use: To paste Clipboard contents into your document in a specific format. The dialog box lists the available
formats, which vary according to the contents of the Clipboard.

Related Topics:

Paste
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Delete

Located under: Edit menu
Keyboard accelerator: DELETE

Use: To remove from the document selected text and graphics or the text immediately after the insertion

point.
Comments
1. You can restore deleted text by using the Undo command immediately after the delete.

2. The contents of the Clipboard are not affected by the Delete command.
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Select All

Located under: Edit menu

Use: To select the entire document.
Comments

1. The entire document will be highlighted after you choose this command.
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Find

Located under: Edit menu

Keyboard accelerator: F2

Use: To find the search string at the next location in the document.

Find “what: Ilanguagt:| | Find Next |
[~ Match whole Word Only | Cancel |
[T Match Case
[ Find Fields

Edit Box Language Diirectior

[E= use Engiish B {D Up @ Down

Parameters Description

Find What Enter a search string for the find command.
Values: 1-127 characters

Language Define the language keyboard for typing the search string. Changing the
language will clear the Find What box. The string in any language will be found.
Default: the active language on the StyleBar

Match Whole Word Only & Find only separate words, not text that is embedded in other words.

LI Find every occurrence of the string, even when it is embedded in a word.

Default: L] — off
Match Case ] Find the search string if each character and its case (upper or lower) match each character and
case of the string in the text.

O Find the string regardless of case.

Default: [1— off
Find Fields ] Find the search string even if it is in a field.

L Find the string, but skip fields during the search.

Default: L1 — off
Direction Up — Search backward from the insertion point.
Down —Search forward from the insertion point.
Default: Down

e e Find the next occurrence of the search string.

Related Topics:
How search and replace works
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How search works

The Search begins at the insertion point.

When the search string is found the text is highlighted.

The dialog box remains open until you close it by choosing Cancel.

The search string remains in the Find dialog box until you replace it or close Accent.

When the end of the document is reached, a message box appears to ask if you want to continue the search

from the beginning of the document.

If the whole document was searched and the string was not found, a dialog box appears to tell you that the
search text was not found.

Examples:

1. If the Match Whole Word Only option is on (Ed in the box), the search string "this" will not be found in

the word "thistle," but it will be found in the sentence "l found this."
2. If the Match Case option is on (E] in the box), the search string "This" will not be found in "this" or "this," but
it will be found in the sentence "This was found."
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Repeat Last Find

Located under: Edit menu

Keyboard accelerator: F3
Use: To find the next occurrence of the search string specified in the Find dialog box.
Comments:

1. The search string remains in the Find and Replace dialog boxes until you replace it or close Accent.
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Replace

Located under: Edit menu

Use: To find the search string and replace it with the replacement text.

Find “what: nation | Eind Mext I

Replace 'With: country | Replace I
[T Match Whale Waord Only | TR L I
[T Match Caze | E2nes| I
Edit BEox Language
D GE Engish B
Parameters Description
Find What Enter a search string for the find command.
Values: 1-127 characters
Replace With Enter replacement text.
Values: 1-127 characters
Language Define the language keyboard for typing the search string. Changing the

language will clear the Find What box. The string in any language will be found.
Default: the active language on the StyleBar

Match Whole Word Only & Find only separate words, not words that are embedded in other words.

L Find every occurrence of the string, even when it is embedded in a word.

Default: L1 — off
Match Case ] Find the search string if each character and its case (upper or lower) match each character and
case of the string in the text.

O Find the string regardless of case.

Default: L1 — off

| Findhest |

Find the next occurrence of the search string.

Replace the highlighted (found) text with the replacement text.

Replace all occurrences, from the insertion point forward, of the search text with the

replacement text.

Related Topics:
How search and replace works
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How search and replace works

The Search goes forward from the insertion point.

When the search string is found, the text is highlighted.

The search string remains in the Find and Replace dialog boxes until you replace it or close Accent.
The dialog box remains open until you choose Cancel.

When the end of the document is reached, a dialog box appears to ask if you wish to continue the search

from the beginning of the document.

If the whole document was searched and the string was not found, a dialog box appears to tell you that the
search text was not found.

The replacement text remains in the Replace dialog box until you replace it or close Accent.
Examples:
1. If the search string is "this" and the replacement text is "the," the word "thistle" will become "thetle."

If the Match Whole Word Only option is on (E in the box), the search string "this" will not be found in

the word "thistle."
2. If you find New York has been misspelled "New york," but you are not sure where it is in the document, type
"New york" in the Find What box and "New York" in the Replace With box. Turn on (E] in the box) the Match Case
option. Then you can choose to Replace All, or Find Next and replace each case individually.
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Go To

Located under: Edit menu

Keyboard accelerator: F4

Use: To position the insertion point at any location in the document.

010
) Beginring

I End

(@ Page ||
I Line I

) Header
' Footer
Choose one of the following:
Parameters Description
Beginning Move the insertion point to the beginning of the document.
End Move the insertion point to the end of the document.
Page Move the insertion point to the page number you type in the box next to the page
option.
Line Move the insertion point to the line number you type in the box next to the line
option.
Header Move the insertion point to the header of the document on the current page.
Footer Move the insertion point to the footer of the document on the current page.
Using Go To

Go To options are mutually exclusive.

If you do not wish to go to any alternative, choose Cancel.
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Overtype Mode

Located under: Edit menu

Use: To toggle the keyboard insert mode.

Keyboard accelerator: INSERT key will also toggle this option.

The current setting will be displayed on the Status Bar — OVR for overtype, INS for insert.

You may only overtype characters within the same language. If another language set is encountered, Accent
inserts the new characters, rather than type over the different language.

Values:

¥ _ Sets the keyboard overtype mode to On. New typing will write over existing text.
Blank — Sets the keyboard overtype mode to Off (i.e. insert mode). New typing will push
existing text forward as it inserts new text.

Default: Blank — the keyboard overtype mode is off (insert mode is on).



Insert menu
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Overview

The Insert menu enables you to insert text, graphics, current date/time, breaks, special characters and fields
to enhance your Accent documents.

Picture...
DatefTime [fixed]...
Break

Special Character »
Eield...
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Document

Located under: Insert menu

Use: To insert an entire document into the active document.

File M arme; Directaries:
I- B
data. acc + e L+
;a:-:.a-:c £ accent? =
O, Ao
MEMD. AC5 £ buttons
£ caoreldd
£ caorelB0
£ caorelheb
= £ czerve 3
Lizt Filez of Type: Dirives:

I.-’-‘-.n:n::ent Filez [* acc)

Iil IEC:'I |EI

"D ezcriphion
Parameters Description
File Name Enter name of file to insert. Filenames are not case sensitive. If you do not type
an extension, the default extension, acc, will be added automatically.
Values: 1-8 characters, plus a file extension of up to 3 characters
Directories Select a directory from the current drive.

List Files of Type

Drives

Description

Comments

*.acc — List files created by Accent (files with a acc extension).
** — List all files.

All formats that Accent imports and exports.

Select a drive from the list.

Line of text describing the contents of the highlighted file. Descriptive text about a
file is entered in the Description box in the Save As and Save Selection Asdialog
boxes.

1. The text of the document will begin at the insertion point.

2. Accent can import and export files of other word processing formats. For a list of acceptable formats,

open the drop-down List Files of Type. See Additional Information.

Additional Information



1. File menu, Open to import a file from another application and Save As to export a file to another
application.
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Picture

Located under: Insert menu

Use: To insert a graphics file.

Lizt Filez of Type:

File M arme; Directaries:
I " bmp :h.Aendlishhanlinehbitmaps

actual. brp R =LA

azciexs. bmp E= accent?

azciiewp.brp =

azciimp. brip (= help i

bak.color. brmp (== englizh

basics1.bmp [=> anline

befitzbrop | [ [

berlitz2. brmp

bt brnp 3

Dirives:

windows Bitrnap [*.brmp]

Iil IEC:'I |EI

Parameters Description

File Name Enter name of graphic file to insert. Filenames are not case sensitive. If you do
not type an extension, the default extension, bmp, will be added automatically.
Values: 1-8 characters, plus a file extension of up to 3 characters

Directories Select a directory from the current drive.

List Files of Type

Drives

Related Topics:

Working with graphics
Sizing graphics
Deleting graphics

*.bmp — Display bitmap files.
*.* — Display all files.

Note: Only file types listed the List Files of Type box can be imported by Accent.
Accent can import graphics in bitmap (BMP), TIFF, PCX, GIF, Encapsulated
PostScript (EPS) and Windows Metafile (WMF) formats.

Select a drive from the list.
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Working with graphics

1.

2.

The graphic will be inserted at the insertion point.

You can create bitmap (BMP) files with Paintbrush (provided with Windows) or other graphics
programs.

Accent inserts bitmap (BMP) files and graphics or text from the Clipboard. See Edit menu, Cut or Copy,

for details on using the Clipboard.

Accent supports in-line graphics, so that pictures can be inserted and formatted just like a character
within a paragraph. When a graphic is inserted as a paragraph, you may handle it like any other
paragraph, adding space before or after, change its indentation and aligmnent. When you insert a
graphic as a character, it becomes part of an existing paragraph.

Note: If line spacing is set to Auto, or At Least, when you insert a graphic as a character, line
spacing will adjust to accommodate the graphic. If line spacing is set to Exactly, some
of the graphic may not display.

Graphics can also be scaled to the size you want. See Sizing graphics.

Related topics:

Deleting graphics
Hiding graphics
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Sizing graphics

To change the size of a graphic:

1. Click on the graphic.

The graphic will be highlighted and there will be handles (squares) around the graphic area.

=
Carner handle
w  Genterhandle

Corner handles maintain the graphic's proportions as you increase or decrease the size.

Center handles stretch the graphic horizontally or vertically.

2. Hold and drag the handles until the graphic is the size that you want, then release.
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Deleting graphics

To delete a graphic select (click on) it; then, press DELETE or from the Edit menu, choose Delete.
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Date/Time (fixed)

Located under: Insert menu

Use: To insert the current date or time.

FEormats;

12/10/94

12/10/1994
1041294
1041241994
121094
12101954
10.12.94
10121934
12-10-94
12101934
10-12-94
10-12-1994

12 October 19594
Cctober 12, 1994
1E6:09

Cancel I

4:03 PM
Parameters Description
Date Enters the current date at the insertion point. The date is inserted as regular text
that can then be edited or deleted.
The date is static. To change the date, type over it or delete it and insert it again
from the menu.
Time Enters the current time at the insertion point. The time is inserted as regular text

that can then be edited or deleted.

The time is static. To change the time, type over it or delete it and insert it again
from the menu.
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Break

Located under: Insert menu

Use: To insert a hard line or page break.

Parameters

Description

Line

Page

Column

Section (Continuous)

Section (New Page)

Enters a hard line break at the insertion point and advances to the next line.
During printing and screen display, the line will always break at the hard line
break, even if there is space on the line before the paragraph indent or margin.

Keyboard accelerator: SHIFT+ENTER

Enters a hard page break at the insertion point and advance to the top of the next
page. During printing and screen display, the page will always break at the hard
page break, even if there is space on the page before the bottom margin.

Keyboard accelerator: CTRL+ENTER

Enters a hard column break at the insertion point and advances to the next
column. During printing and screen display, the column will always break at the
column break.

Begins a new section at the insertion point, but does not advance to the next
page. Other section attributes, such as direction and starting page number can
be set by choosing Start from the Format Document dialog.

Begins a new section at the insertion point, and begins the section on a new
page. page. Other section attributes, such as direction and starting page number
can be set by choosing Start from the Format Document dialog.

Note: New sections can also be started through the Format Document dialog, by applying

any formatting changes to This point forward.

Related Topics:
Soft breaks and hard breaks
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Soft breaks and hard breaks

To insert a break from the Insert menu, choose Break.

Accent creates soft breaks using its own algorithm for breaking lines and pages. Soft breaks are adjusted
automatically every time you add or delete text.

Breaks do not create new paragraphs. To create a new paragraph, press ENTER.
When you insert a hard break, Accent automatically adjusts the soft breaks that follow.

You can insert hard breaks wherever you wish, but use them sparingly. Accent does not adjust hard breaks
to changes in text; you must adjust them.

Page breaks are indicated by solid horizontal lines across the screen.

Hard line breaks are indicated by a special character ( + ).

Hard page breaks are indicated by a special character ( # ).
See Additional Information.

Examples
1. To create a list, you can insert a line break after each entry.
2.  To ensure that a list starts at the top of a page, you can insert a page break before the list.

3. Toleave blank lines for additional entries in the middle of a list, you can insert several line breaks in

succession.
Additional Information

1. View menu, Special Characters, to view hard line breaks, hard page breaks, and other special
characters.
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Special Character

Located under: Insert menu

Use: To insert a soft hyphen, non-breaking hyphen, or non-breaking space.
Parameters Description
Soft hyphen Inserts a hyphen place holder where a hyphen will appear if the word is broken
across lines. If the word falls in the middle of a line, a hyphen will not appear.
Non-breaking hyphen Inserts a hyphen between two words that should be hyphenated but not
separated at the hyphen. The two words will always be written together on the
same line.
Non-breaking space Inserts a non-breaking space between two words that should not be separated.
The two words will always be written together on the same line.
Examples
1. Soft hyphen
To make paragraph edges less jagged, you might insert a soft hyphen into a word. This tells Accent to
break it between two lines, rather than leaving empty space at the end of a line and writing the whole
word on the next line.
2. Non-breaking hyphen
Sometimes, as in additional Information below, you do not want a hyphen to break across lines. The
page number sixty-two should not be broken across lines, so it could be written with a non-breaking
hyphen.
3.  Non-breaking space

"Mr. Smith" should be written on the same line. A non-breaking space between "Mr." and "Smith" will
ensure they are kept on the same line.

Additional Information

1.

View menu, Special Characters, to view Soft Hyphens and Non-breaking Spaces.
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Field

Located under: Insert menu

Use: To insert a field.

Field: Formats:
Tirne DA Sy |
FPage Humber b DAY ==
Data MAD S
Dk A
Do bd Sy
.05
MDA
Dr-bd -4
Db =™
MDY '+
Parameters Description
Date Enters the date field code at the insertion point. If the View Field Codes option is

on in the View menu, you will see the field code. If the View Field Codes option is
off, you will see the date.

The date is updated whenever you open the document.

Formats:
D/IMIYY
DIMIYYYY
M/DIYY
M/D/YYYY
D.M.YY
D.M.YYYY
M.D.YY
M.D.YYYY
D-M-YY
D-M-YYYY
M-D-YY
M-D-YYYY

D MON YYYY
MON D YYYY

Default format: D/M/YY. The default may change according to the typing
language.

Time Enters the time field code at the insertion point. If the View Field Codes option is
on in the View menu, you will see the field code. If the View Field Codes option is
off, you will see the time.

The time is updated whenever you open the document.



Page number

Data

Comments

1.

Additional Information

1.

2.

3.

Formats:
H24:MM (24 hour clock)
H12:MM AM/PM (12 hour clock)

Default format: H24:MM (24 hour clock)

Enters the page number field code at the insertion point. If the View Field Codes
option is on in the View menu, you will see the field code. If the View Field Codes
option is off, you will see the page number.

The page number is automatically updated whenever you add or delete pages.

You can set the starting page number in the Format Document dialog box. The
default value is 1.

Formats:

Arabic (1, 2, 3)

Lower case roman (i, ii, iii)
Upper case roman (I, 11, 1)

Default format: Arabic (1, 2, 3). The default may change according to the typing
language.

Enters a data field at the insertion point.

Select an existing data field from the Formats box or type the data field name in
the Formats editing box to create a data field.

Data fields are place holders in form files (documents). When a Print Merge is
performed, data fields are replaced with corresponding data from a data file.

When you choose Date, Time, Page number, or Data the formats box will be updated accordingly.

View menu, Field Codes, to view field codes.

F

ormat menu, Document to select a starting page number.

Utilities menu, Print Merge for further explanation of data fields.
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Overview

The View menu provides control over what will be displayed in your document window.

You can view your document in draft mode, which some people find easier to work with. Draft mode displays
all text without its formatting. You can thus work strictly on the text and fix up the formatting at a later
session. While in Draft mode, Zoom is turned off.

You can choose to display or not display the graphical user interface features (Action, Style and Status Bars
and the Ruler) of Accent. If the interface features are not displayed, they cannot be accessed. As a result,
the only way to perform a command is to choose it from the appropriate menu, or use the corresponding
shortcut keys. Note that the interface feature Bars usually provide the quickest access to a function.

Finally, depending on whether or not you use them, you can choose to view graphics, special characters,
hidden text, or field codes.

T —

Draft Mode

+ ActionBar
+ StyleBar
+ StatusBar
+ Ruler

Special Characters
+ Graphics
Soft Hyphens
Hidden Text
Field Codes
+ Display font Sample
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View options

Located under: View menu

Use: To control the screen view. Any combination of view options may be selected at the same time.

Parameters Description

Draft Mode ~ — Display all text in the same font and size regardless of any fonts and sizes
that you applied. Graphics are displayed as frames with an X inside. Draft mode
enables you to edit your documents more quickly.

Blank — Text is displayed in normal view with all its formatting.

Default: Normal view.
Zoom Choose Normal (100%), Enlarged (200%), Reduced (50%), Facing Pages, Full page or a custom
percentage that you set by selecting the Set Custom... option.

Default: Normal (100%)

ActionBar ~ — Display the Accent ActionBar.

Blank — Do not display the Accent ActionBar.
Default: Display the Accent ActionBar.
StyleBar + — Display the Accent StyleBar.

Blank — Do not display the Accent StyleBar.
Default: Display the Accent StyleBar.

Status Bar ~ — Display the Accent Status Bar.
Blank — Do not display the Accent Status Bar.
Default: Display the Accent Status Bar.
Ruler ~ — Display the Ruler for the current and subsequent document. Each document has its own ruler.
Blank — Do not display the Ruler for the current document.
Default: Display the Ruler for the current document.
Special Characters + — Display paragraph marks, spaces as dots, hard line breaks, tabs, non-breaking
spaces, and any other special characters.
Blank — Do not display special characters.
Default: Do not display special characters.
Graphics ~ — Display graphics normally.
Blank -- Display graphic place holders instead of the actual graphics. This makes scrolling through the
document much faster.

Default: Display graphics.

Soft Hyphens ~ — Display soft hyphens. Soft hyphens are different from other special
characters because they affect the layout of the document (e.g., line breaks).
Default: Do not display soft hyphens.
Blank — Do not display soft hyphens.
HiddenText ~ — Display hidden text.
Blank — Do not display hidden text.
Default: Do not display hidden text.
Field Codes ~ — Display field codes, such as page number code, instead of the field result (i.e., the actual page
number).
Blank — Display field results, not field codes.
Default: Display field results, not field codes.

Additional information

1. Format menu, Character to create hidden text.




2. Insert menu, FEield to insert field codes into your document.

Special Character to insert soft hyphens into your document.



Format menu
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Overview

The Format menu provides access to all the text formatting features of Accent. Use the Format menu to:
. format characters, paragraphs, and documents

o define character and paragraph styles

U view style information

h

Paragraph...
Document...

Define Paragraph Style...
Define Character Style...
Style Information...
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Character

Located under: Format menu
Use: To change the appearance of selected characters by specifying font, size, and other attributes.

When the Inheritance option is turned on, default settings will be inherit. When the Inheritance option is
turned off, the default settings will be the Accent default settings.

= Format Character

mAftribLte: Eont _EIK
[ Bald ITimes Mew Rarman [TT) E

[ Iralic Point Size
[T Underline |'|2 E

L
[T Strikethrough Language

I Hidden [E= usa Engish B

Direction Faoreground Colour

Automatic B Default |E
~Character Spacin
Font Dependet Background Colour
. Left to Right
Spacing IN-:urmaI I,Flight ta LEIEH B Defaul IE
Position IN,:,,ma| Iﬂ By [0t = Shyle
IN::-ne Iﬂ
Parameters Description
Attributes Bold

] Characters will be bold.

[ Characters inherit the bold attribute from the underlying style. If no underlying style is named in the Style
box, the character inherits the attribute from the character attributes of the paragraph style. See Inherit.

L1 Characters will not be bold.

Accent Default: L1 — Off.

Italic

] Characters will be italic.

[#] Characters inherit the italic attribute from the underlying style. If no underlying style is named in the Style
box, the character inherits the attribute from the character attributes of the paragraph style. See Inherit.

LI Characters will not be italic.

Accent Default: L1 — Off.

Underline

(] Characters will be underlined.
# Characters inherit the underline attribute from the underlying style. If no underlying style is named in the
Style box, the character inherits the attribute from the character attributes of the paragraph style. See Inherit.
LI Characters will not be underlined.



Accent Default: [1 — Off.

Strikethrough

[ Characters will be strikethrough.

[#] Characters inherit the strikethrough attribute from the underlying style. If no underlying style is named in
the Style box, the character inherits the attribute from the character attributes of the paragraph style. See Inherit.

1 Characters will not be strikethrough.

Accent Default: L1 — Off.

Hidden

] Characters will be hidden.

[#] Characters inherit the hidden attribute from the underlying style. If no underlying style is named in the
Style box, the character inherits the attribute from the character attributes of the paragraph style. See Inherit.

[ Characters will not be hidden.

Accent Default: L1 — Off.
Font Selecta typeface.

Values: Any font in the list.

Accent Default: Western European — Times New Roman
Point size Select the height of the characters in points. A point is 1/72 of an inch.

Values: 6-750 points

Accent Default: 12 points

Note: You can type a point size from 6 to 750 in the point size box, even though
very large sizes do not appear in the point size list. You can also type half points
(i.e., 7.5,92.5 etc.).

You can use a large point size and a Landscape page orientation to create
banners.

Position Determine the character position.

All characters in a document are positioned in relation to the baseline, an
invisible line used for vertical alignment. Most characters, such as "abc," sit on
the baseline. Descending characters, such as "gpq," extend below the baseline.

Inherit — Characters inherit their position from the underlying style. If no
underlying style is named in the Style box, the character inherits its position from
the paragraph style. See Inherit.

Normal — Characters are positioned on the baseline.

Superscript — Characters are positioned a specified number of points above the
baseline. You specify the number in the box provided.

Subscript — Characters are positioned a specified number of points below the
baseline. You specify the number in the box provided.

Accent Default: Normal.
Foreground Colour Set the colour of the characters.

Values: Inherit, White, Light Gray, Gray, Dark Gray, Black, Red, Green, Yellow,
Blue, Magenta, Cyan.

Accent Default: Window Text colour set in the Control Panels Colour option.
Background Colour Set the colour surrounding the character.

Values: Inherit, White, Light Gray, Gray, Dark Gray, Black, Red, Green, Yellow,
Blue, Magenta, Cyan.

Accent Default: Window Background colour set in the Control Panels Colour
option.

Style Set the base style for the current character style by choosing any style in the list.
You may inherit formatting instructions from the base style or change them
locally. Character styles are available only when Inheritance is turned on. See
Additional information.

Values: Any style in the list.



NormalChar (the Accent system character styles) inherits all its attributes from
the character attributes of the paragraph style except the font, which is defined.

Default: "None"
Character spacing Allows you to increase or decrease the space between selected characters.

Note:Depending on the amount of kerning, some characters may not display
properly on screen.

Direction Determines the direction of the character. There are four modes: left to right, right
to left, font dependent and automatic.

Accent Default: Automatic mode

See character direction for more information.

Opens a view only Format Character Dialog box that displays the actual values (i.e., no inherits) for

all the settings in the dialog box.
Note: This button appears only when Inheritance is turned on.

Related Topics:

Inherit
Determining the attributes of the next character typed
Characteristics of text underlining

Changing fonts in multiple language sets
Character direction

Additional information
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Character direction

Just as each character has its associated size, font, and language, it has a direction. Even in right-to-left
languages, for example, numbers are read from left to right. Some bidirectional word processors
automatically change character direction when numbers are entered in right-to-left text, so that you can type
the year 1995 in the order the numerals are read (i.e., 1,9,9,5), while other word processors require you to
type numbers in the order they actually appear on the page (i.e., 5,9,9,1). Accent lets you type the numbers
in the way most comfortable to you.

The direction of a character can be:

Setting Result

Right to Left All characters (including numbers) are entered in right-to-left direction.

Left to Right All characters (including numbers) are entered in left-to-right direction.

Font Dependent All characters (including numbers) take the direction of the language set of the

current font (i.e., left-to-right for Western, East European, Greek, Turkish and
Cyrillic; right-to-left for Hebrew and Arabic)

Automatic The characters take the direction of the language set of the current font except
for: numbers, which are always left-to-right; and punctuation marks and spaces,
which, when they occur between characters of different directions, may take
either direction, as decided by the bidirectional layout process.

Character direction is an attribute, like size, font, language, or style, and is applied through the Format

Character dialog box.

Automatic mode

When working in automatic mode (Accents default setting), and typing a Western font, all characters are
entered from left to right, as you would expect. When typing a Hebrew or Arabic font, the characters are
entered from right to left, also as you would expect. Numbers, however, are always automatically entered
from left to right, even in Hebrew or Arabic fonts.

Font dependent mode

Font dependent character direction is very similar to automatic, except that numbers are treated the same
as letters. That means that in a Hebrew or Arabic font, all characters, even numbers, flow from right to left.
Therefore, to type 1995, you would need to type 5, 9, 9, 1.

Left-to-right and right-to-left mode

Sometimes youll want Accent to treat a particular character, especially a weak character (i.e. space or
punctuation mark), as left-to-right or right-to-left, overriding Accents automatic layout mechanism. Direction
can be applied to selected text or chosen as an attribute of the next text you type, just like any other
character attribute.
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Inherit

You do not necessarily have to define all the attributes of a character. You can turn on the Inheritance
feature and inherit attributes from an underlying style.

A style is a set of formatting instructions, i.e. defined attributes, stored together under one name. Each
character will have the same style as the previously typed character until you change the style.

You can create a chain of character styles by basing one on another.

Whenever you set a value to inherit, Accent checks the underlying style to see if it has an instruction for that
attribute (e.g. bold or not bold). Accent works its way up the chain of styles until it finds a value.

The highest style for characters is named None. None indicates that the character attributes will be inherited
from the character attributes of the paragraph style.
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Determining the attributes of the next character typed

When you enter text, its attributes are based on the entry point. If you position the I-beam on the right half of
the "o" (see diagram below) and click, the insertion point will be between the "o" and the "w," and the next
character you type will have the attributes of the "o". If you position the |-beam on the left half of the "w" (see
diagram below) and click, the insertion point will again be between the "o0" and the "w", but the next
character you type will have the attributes of the "w" (in this case, a larger point size).

cd WS

|-beam an the

right side of "o

coWS

|-eam on the
left zidle of "
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Characteristics of text underlining

The appearance of underlined text is an attribute of the font being used. Different English fonts, for example,
have underlines at different heights and of different thicknesses.
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Changing fonts in multiple language sets

If you select text which contains characters from multiple language sets, changing the font changes only the
characters that are from same language set as the font you are applying. This is to ensure that you do not

accidentally change the language of your text. For example, if you have selected text such as (

BnpascTEyH, mup Means hello world

) and you change the font from Arial to Times New Roman,

only the Western European font text will be changed to Times New Roman (

).

Note: If there is only one language in the selection, changing the font can change the

EnpaBCTEYH, nup means hello world

language of your selection. For example, if you apply Times New Roman to

k) et i Bl 1 text will look like this:
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Additional information

1.

2.

View menu, Hidden Text, to display characters with the hidden attribute.
Define Character Style, to create character styles.

Inherit, to learn about inheritance.
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Paragraph

Located under: Format menu

Use: To change the appearance of paragraphs by specifying indents and alignment.

When the Inheritance option is turned on, default settings will be inherit. When the Inheritance option is

turned off, the default settings will be the Accent default settings.

= Format Paragraph
Shyle ~Line Spacing
MNarmalPar &I
Alignmment
ISame az Align IEI
I ndentatior
From Left bargin: II:I cm g
) : Direction:
From Right Margir: IEI I E ILeft ta Right IEI
First Lines I 1 E
Indent; II:I crn g
Parameters Description
Alignment Set the alignment of paragraph edges between paragraph indents.

Inherit — Paragraph inherits its alignment from the underlying paragraph style.
See Inherit.

Left — Every line of the paragraph is aligned with the left indent of the paragraph,
leaving a ragged right edge.

Center — Every line of the paragraph is centered between the left and right
indents of the paragraph, leaving both the left and the right edges ragged.

Right — Every line of the paragraph is aligned with the right indent of the
paragraph, leaving a ragged left edge.

Justify — Every line of the paragraph is aligned with both the left and the right
indent of the paragraph. Both the right and the left edges of the paragraph will be
straight.

Accent Default: Left for left to right paragraphs, and right for right to left
paragraphs.



Last Line Set the alignment of the last line of the paragraph relative to paragraph indents.

Inherit — The last line inherits its alignment from the Last Line attribute of the
underlying paragraph style. See Inherit.

Left — The last line of the paragraph is aligned with the left indent of the
paragraph, leaving a ragged right edge.

Center — The last line of the paragraph is centered between the left and right
indents of the paragraph.

Right — The last line of the paragraph is aligned with the right indent of the
paragraph, leaving a ragged left edge.

Justify — The last line of the paragraph is aligned with both the left and the right
indent of the paragraph.

Same as Align — The last line of the paragraph will have the same alignment as
the rest of the paragraph.

Accent Default: Same as Align

Style Determines the base style for the current paragraph. You may inherit formatting
instructions from the base style or change them locally. See Inherit and Additional
information.

Values: Any style in the list. (You can create your own styles with the Define
Paragraph Style command.)

Default: NormalPar.
Indentation Sets paragraph indents from the page margin.

Paragraph indents are relative to the margin. For example, if you have a 3 cm
margin and a 2 cm paragraph indent, the paragraph text will begin 5 cm from the
edge of the page.

The default unit of measurement is centimeters. You can change the unit of
measurement locally, by typing a different unit (e.g., in, pt, ci). To change the
default unit of measurement, refer to Additional information.

Values may be negative. You can use a negative indent to create a hanging
indent (first line indent less than the rest of the paragraph) as seen below in the
options list. For example, a whole paragraph may have an indent of 0 cm, but the
first line is indented -1 cm.

From Leftindents the left edge of the paragraph from the left margin by a
distance you specify.

From Right Indents the right edge of the paragraph from the right margin by a
distance you specify.

First n LinesIndents the first n lines of the paragraph by a distance you specify.
Indicate how many lines to indent in the n-box. Specify how much to indent in the
final box. The amount of indent is relative to the left indent, not the left margin.

Firt Lines [-ines =
[ndent: I final box g

Accent Default: No indentation
Line Spacing Allows you to set space before, after, and within paragraphs.

The default unit of measurement is points for this option. You may change it by typing another unit of
measurement (e.g., cm, in, ci).

Before — Set the amount of space to insert before the paragraph.
Accent Default: 0

After — Set the amount of space to insert after the paragraph.
Accent Default: 0

Line — Set the amount of space to insert between lines of a paragraph.



Accent Default: Auto
See Line Spacing, Auto line spacing, and Line spacing rule of thumb.

Values: 0-57.75cm
Direction Determines the paragraph direction, left to right or right to left.
See Paragraph direction and bidirectional documents.

Opens the Tabs Dialog box. See Tabs.

Borders. .. Opens the Borders Dialog box.

= Paragraph Borders

i
[ Bottom
Cancel
= [_Cancel |
o
width Iinherit %
[ |rherit

From the dialog box you can select Inherit, top, bottom, left, right, or all borders and adjust the width of the
border.
Width values: 0.1-6 points or inherit.

See Inherit.

Actual.. . . . . . .
Opens a view-only Format Paragraph Dialog box that displays the actual values (i.e., no inherits)

for all the settings in the dialog box.
Note: This button only appears when Inheritance is turned on.

Related Topics:

Inherit

Line Spacing

Auto line spacing

Line spacing rule of thumb
Tabs

Paragraph direction
Bidirectional documents
Nikud

Arabic text

Additional information
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Paragraph direction

Every paragraph in a Accent document has a direction, either right-to-left or left-to-right. In a left-to-right
paragraph, the insertion point starts each line at the left margin. If Hebrew or Arabic text is entered in a left-
to-right paragraph, the text is pushed away from the insertion point as the insertion point stands still. This
effect is called push mode. In a right-to-left paragraph, the insertion point starts each line at the right margin.
Left-to-right text (like English or Russian) in a right-to-left paragraph is entered in push mode.

The paragraph direction determines whether a language is entered in its native direction or in push mode.
Use left-to-right when the dominant language in the paragraph is left-to-right, and right-to-left when the
dominant language in the paragraph is right-to-left.

You can choose paragraph direction in the Format Paragraph dialog box or using the arrow keys on the

StyleBar. The highlighted arrow ()indicates the paragraph direction.
The insertion points direction is not dependent on paragraph direction, but by character direction. If, for example, you
type a Hebrew (right-to-left) word in the middle of an English (left-to-right) paragraph, the insertion point will take on

the right-to-left appearance (* ). When you switch back to English, the insertion point will revert to left-to-right (
L,
Related Topics:

Character direction
Paragraph

Bidirectional documents
Nikud

Arabic text
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Bidirectional documents

Accent allows you to create documents that easily combine left-to-right languages, like English and Russian,
with right-to-left languages, like Hebrew and Arabic. Every bidirectional word processor has its own rules
about how left-to-right and right-to-left characters are combined with each other, and with numerals, special
characters (such as "&"), spaces and punctuation marks. With Accent, you can work in the way that is most
comfortable for you.

Bidirectional typing and the insertion point

In Accent, bidirectionality is controlled by paragraph direction and character formatting. Usually, characters in
Western, East European, Cyrillic, Greek, and Turkish fonts will have a left-to-right attribute, and will appear
in left-to-right paragraphs, while Arabic and Hebrew characters will have a right-to-left attribute, and will
appear in right-to-left paragraphs. In some cases, however, you may want to insert a Hebrew word, for
example, in an English sentence. At other times, you may want to change the direction of a numeral or
punctuation mark, so that it is placed correctly in your sentence. With Accent, you can combine bidirectional
text freely, changing the direction of paragraphs and characters as you wish.

Accents insertion point is specially designed to help you work with bidirectional text. If the next character to

be typed is left-to-right, the insertion point appears as follows (*), with a small triangle at its foot, pointing to
the right. If the next character to be typed is right-to-left, the triangle points to the left (

],

Related Topics:

Paragraph direction
Nikud

Arabic text
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Nikud

Nikud is the Hebrew vowel system, consisting of dots and dashes that are placed under or next to Hebrew

letters. All of the vowels can be inserted using the number keys across the top of the Hebrew keyboard.

If you are using the Israel (nikud) keyboard map, pressing a number key gives you nikud. To type numbers,
you must use CTRL + number key. If you are using the Israel (numbers) keyboard map, pressing a number
key gives you a number. To type nikud, you must use CTRL + number key.

KeyMaps - Israel nikud

Keyboard Options About..

~mit @2 B3 |ga|xs | re &7 *alralio|_"|+=
. ~ i ) | BSp
T no | 1 o |ww|ww
Tab |, g |0 |2 e | |1 | |e |t | Enter
w T |a a n R = |
Caps w7 3 a o |- n |z |1 |8 h
: T L s T T n |2 |ne|s =z :
Shift T DR R . n |z n ¢ | Shift
Chil Al Space Alt-Gar Chrl

2 3| 1 - unzhifted 3 - control
14 2 - shifted 4 - Alt-Graphicz

To place nikud with the correct character, type the character first and then the nikud. To insert nikud into an existing
word, position the insertion point after the character that requires the nikud, and then type the nikud symbol.

To delete nikud, position the insertion point after the character (i.e., to the characters left) and then press BACKSPACE.
The nikud is erased, but the letter remains and the insertion point stays at the same location.

To delete a letter and nikud at the same time, use the DELETE key. Position the insertion point before the
letter you wish to delete, then press DELETE.

Related Topics:

Paragraph direction
Bidirectional documents

Arabic text
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Arabic Text

Unlike printed letters in Western alphabets, Arabic letters may change shape at different positions in a word.

A letter might have up to four different shapes, depending on whether it stands alone, or comes at the
beginning, middle, or end of a word. Accent fully supports these contextual changes, automatically changing
the shape of a letter to the appropriate shape as a new character is inserted before or after it.

Diacritics

Diacritics are vowel or accent marks which appear above or beneath a letter, like Hebrews nikud. When
entering Arabic text, the vowel character is typed after the letter character with which it should appear.
Accent automatically positions the diacritic correctly in relation to the letter, and kerns it vertically, when
necessary.

Ligatures

Aligature is a combination of two or three characters into one shape, such as joining an a and an e into the
2 shape. Accent supports 61 Arabic ligatures in its Traditional Arabic font, forming them automatically when
the component characters are typed in succession. Simplified Arabic supports far fewer ligatures than
Traditional Arabic. If one character of a ligature is deleted, the remaining character(s) will automatically
revert to the correct shape according to context. Individual characters within a ligature can be deleted using
the BACKSPACE or DELETE keys.

Kashida justification

In Western languages, when a paragraph of text is justified on both sides, space is added between words
to fill out lines and make them align to the left and right margins. However, justification in Arabic is done by
lengthening the characters to stretch out the words and fill out the length of a line of text. The extra length
added to a character is called a kashida. Kashida justification is available in Accent by clicking the justify
button (under alignment on the StyleBar) or choosing justify in the Format Paragraph dialog box. In a mixed-
text paragraph, kashida justification is used where possible. In lines containing no Arabic text, spaces are
used for justification.

Related Topics:
Paragraph direction
Bidirectional documents

Arabic options
Nikud
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Inherit

You do not necessarily have to define all the formatting instructions of a paragraph. If the Inheritance feature
is turned on, you can inherit instructions from an underlying style.

You can create a chain of paragraph styles by basing one on another.

Whenever you set a value to inherit, Accent checks the underlying style to see if it has an instruction for that
attribute (e.g. alignment — left, right, center, etc.). Accent works its way up the chain of styles until it finds a

value.

The highest style for paragraphs is the default style, which has all its attributes determined (i.e., no inherits).
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Paragraph borders

A paragraph can have a border on any or all of its sides. To place a border around a paragraph, select the
paragraph you wish to format. Select Paragraph from the Format menu. The Format Paragraph dialog box
will appear. Click on the Borders button. The Paragraph Borders dialog box will appear.

To select the check box of a border, click until an X appears in the box. The width of the borders can be set
from 0.1 to 6 points. To adjust the thickness of the border lines, change the value in the Width box. Click on
OK when you have made your changes. Then click on OK in the Format Paragraph dialog box to execute
Border and any other formatting changes.

For shading options and more border options, first put the paragraph or paragraphs that you want to
surround by a border into a single-celled table. Then choose Borders and Shading.... from the Tables
menu.



g

=
g3
g

=
Line Spacing

If a paragraph is set with space after and the next paragraph has space before, the distance between the
two paragraphs will be the total of the two amounts. For consistency, it is best to set space either before or

after paragraphs, but not both.

Related topics
Auto Line Spacing
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Auto line spacing

Auto line spacing spaces the lines so that descending letters ("g" or "y") in one line will just miss the
ascending letters ("I", "b", and capitals) in the line below.
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Line spacing rule of thumb

Auto line spacing will usually provide sufficient space. However, if you want more control over the space
between lines, you can determine the value yourself.

The space between lines of standard text should normally be about 2 points more than the size of the font;
that is, a 12 point font is typically set with 14 point line spacing. Increasing the space between lines of a
paragraph can make text more readable. Decreasing the space between lines fits more text into the
available space.
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Tabs

Tabs align text to a specific point, indicated by a Tab Stop, on the Ruler.

Tabs should not be used to create paragraph indents. Set indent values in the Paragraph Formatting Dialog

box instead.

A new Accent document has default tab stops every 1.25 cm. The default setting can be changed in the
margins setting of the Format Document Dialog box. When you create a new paragraph in a document, the
tab stops and other Ruler settings will be copied from the previous paragraph. When you change a
paragraph's tab settings, the changes apply to that paragraph only. If you have selected a number of

paragraphs, the change will apply to the whole selection.

Accent supports six types of tab stops:
I

T
T
I

Left
Center

Right 1.

/ [LEE

Decimal

Bar
You can set tabs using the ActionBar buttons and the Ruler or you can set them in the Tabs Dialog box. The Tabs
Dialog box allows you to position tab stops with more precision than the Ruler and to delete them more quickly.

Comma

= Tahs
Tab Positiohs: rAlignmment o
@ Left ‘—l
C oo
1.5 cm O Right
O Decimal
) Comma Set
B
s
[T Inherit Tabs
Clear Tabs Ak Clear Al

The inherit Tabs option is available only when the Inheritance feature is turned on.

Parameters Description

Tab Positions Enter the numerical value of the tab stop position, for example, 3 cm. The tab
stop will be 3 cm from the left margin.

The zero position of the ruler may be aligned with the document margin or with
the edge of the page. You can adjust the zero position and direction of the ruler.



Refer to Additional information.

Values: Any point on the document ruler or any number you type in the Tab
Positions box of the Tabs Dialog box, including fractions.
Maximum number of tab stops: 32

Default: Left-align tabs every 1.25 cm. Default tab stops can be changed in the
Format Document Dialog box. They begin after the first user defined tab stop.

Alignment Choose which of Accent's six types of Tab Stops you wish to use.
Left align — Aligns the left edge of text at the tab stop.
Center — Centers text on the tab stop.
Right align — Aligns the right edge of text at the tab stop.

Decimal — Aligns the decimal point at the tab stop. Useful for making columns of
numbers.

Comma — Aligns the comma at the tab stop. Useful for making columns of
numbers.

Bar — Places a vertical bar in the paragraph at the tab stop position. Useful for
creating vertical bars in lists or tables. A tab character in a paragraph does not
align text at a bar tab.

Default: Left align.

= Inserts the new tab position into the tabs list.

II

Sl Inserts the selected tab into the "Clear Tabs At" list. The tab stops will be deleted only after you

choose OK from the Tabs Dialog box and also from the Format Paragraph Dialog box.

Ele A To insert "All" into the "Clear Tabs At" list. All tab stops will be deleted only after you choose OK
from the Tabs Dialog box and also from the Format Paragraph Dialog box.

) Opens a view-only Tab Dialog box that displays the actual values (i.e. no inherits) for all the

settings in the dialog box. This button will be dim if "Inherit Tabs" is off.

Note: This button appears only when the Inheritance feature is turned on.

Clicking OK from the Tabs Dialog box automatically returns control to the Format Paragraph Dialog
box. To execute any changes to tab settings, you must also click OK from the Format Paragraph Dialog box.

Cancel

Clicking Cancel from the Tabs Dialog box automatically returns control to the Format Paragraph
Dialog box.

Choosing Cancel from either the Tabs or the Format Paragraph Dialog boxes, cancels any changes you
made to tab settings.
Inherit Tabs [ Inherit all tab settings from the underlying paragraph style.

] Do not inherit tabs.
Clear Tabs At: Lists tabs that were selected for clearing. If you choose OK, they will be cleared. If you choose
Cancel, they will remain.
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Additional information

1.

Options list, Utilities menu, to adjust the Ruler Origin, and to change the Units of Measure.
Define Paragraph Style, to define paragraph styles.
Paragraph direction and Bidirectional documents, to combine right to left and left to right languages.

Nikud and Arabic text for explanations about right to left languages.
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Document

Located under: Format menu

Use: To define consistent layout attributes (page size and orientation, columns, headers and footers,

margins, and section starts) for your document, or for sections of your document. A section is a region of

your document with common layout attributes. Every document has at least one section.

When you select the Format Document dialog, the Page button will be selected and current page settings

will be shown. If you have adjusted the document formatting previously in the current session, Accent will

remember what button was selected last, and that button will be selected again.

Parameter Description

Page determines the page size and page orientation

Columns determines the number of columns and their width, and style definition.

Header used to set headers and footers for the document or section.

Margins used to change the default margin settings, the distance between the default tab
settings, and the_header/footer distance parameter.

Start sets the style of the section break

Apply To This Point Forward Starts a new section at the insertion point. The new

Related Topics:

Page size and orientation
Columns

Headers and footers
Margins

Start

Sections

Page numbering

definitions apply to the new section and to the sections after it, until the end of
the document.

This Section The attributes of the current section will be modified according to
the new defintions.

Selection This option is enabled when a selection includes one or more section
breaks. The changes that you make will apply to each of the selected sections.
The selection must be made across two or more sections; otherwise, the Apply to
Selection option will be grayed out.

Attributes that are not redefined for the selection will remain unchanged, i.e. each
of the selected sections will retain its previous settings.

To view section breaks, select special characters from the view menu.

Whole document The changes that you make will apply to all sections in the
document.
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Sections

In a short, simple document, layout attributes normally remain constant. Such a document has one section.
But in a longer or more complex work, you may want to vary layout attributes. Accent allows you to do this
by creating more than one section. Sections, combined with character and paragraph formatting, give you
the flexibility to make your document look exactly how you want it to look.

Formatting sections is similar to formatting paragraphs. When you hit ENTER, the previous paragraphs
formatting is copied to the new paragraph. Likewise, when you insert a section break, the previous section's
formatting is copied to the new section.

When you change paragraph formatting, you do not have to redefine each attribute. You may, if you wish,
change the indentation, the alignment, or make all the characters italic, and leave all the other settings
alone. Similarly, when you change section formatting, you can pick and choose which attributes to change.
For example. you may want your new section to have an additional column, but leave the other settings
intact.

To insert a section break, select Break from the Insert menu and choose Section (Continuous) or Section

(New Page) from the cascading menu. Section breaks ( § ), like line breaks (

1), page breaks (

H ), and column breaks (

%), can be cut, copied, and pasted, and can be viewed by selecting ViewSpecial Characters. When you insert a
section break, you are defining a new section at the insertion point. Any formatting options that you have set for the
section are stored in the section break and will be applied to the new section.

Once youve changed the settings of one layout option (Page, for example), you can change other layout options
(such as Columns or Headers) by clicking on the appropriate button. Click on OK when youve finished adjusting all
layout options. As you change document formatting, you can apply your settings to:

This point forward A new section will be created starting from the insertion point, and the changes
that you make will apply from the beginning of the new section to the end of the
document. Note that this is the only way to create a new section from the Format
Document dialog box.

This Section The changes that you make will apply to the current section only.

Selection This option is enabled when a selection includes one or more section breaks.
The changes that you make will apply to each of the selected sections. The
selection must be made across two or more sections; otherwise, the Apply to
Selection option will be grayed out.

Attributes that are not redefined for the selection will remain unchanged, i.e. each
of the selected sections will retain its previous settings.

To view section breaks, select special characters from the view menu.
Whole document The changes that you make will apply to all sections in the document.

Related topics:
Start
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Page Size and Orientation

Located under: Format document dialog

Use: To select the page size and page orientation

= Format Document

-Page Setting
_
Page Size
[44, 210 7% 257 mm 2]
Width: [21 cm =
Header Height: IEE!.EEI cm %
Ijl Orientatior “pply ho
M arginz ® Potrait ' This point farvward
[] O Landscape ® Thiz Section
Select
Crar ! Selection
E ) whale document
Parameter Description
Page size To select the page size.
Width Paper width
Height Paper height
Orientation Portrait or Landscape
Default Portrait
Apply To This Point Forward Starts a new section at the insertion point. The new

Related Topics:

definitions apply to the new section and to the sections after it, until the end of
the document.

This Section The attributes of the current section will be modified according to
the new defintions.

Selection This option is enabled when a selection includes one or more section
breaks. The changes that you make will apply to each of the selected sections.
The selection must be made across two or more sections; otherwise, the Apply to
Selection option will be grayed out.

Attributes that are not redefined for the selection will remain unchanged, i.e. each
of the selected sections will retain its previous settings.

To view section breaks, select special characters from the view menu.

Whole document The changes that you make will apply to all sections in the
document.



Print

Print Setup
Pagination and page numbering
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Pagination and page numbering

Inserting page breaks allows you to start a new page wherever you choose.Accent normally breaks pages
according to the flow of the text, but inserting a page break overrules Accent and places the break where
you want it. Once a page break has been inserted, a new page will start at the break no matter how much
text is added or deleted before the break. As you add and delete text (and pages), Accent updates the page

numbers.

To insert page breaks, place the insertion point at any location you choose for the break. Select Break from
the Insert menu. Choose Page Break from the cascading menu. You may also insert page breaks by
pressing CTRL + ENTER.

To delete a page break, delete the page break marker. To see the page break markers, select Special

Characters from the View menu.

To add page numbers to a document, first define a header or footer. Use the ActionBars Go To button to go
to the header or footer. Then select Field....from the Insert menu. The Field dialog box will appear.

Select Page Number. Select a format and click on OK.

To view the actual page numbers rather than the Page Number field code on the screen, be sure that Field

Codes is not selected in the View menu.
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Columns

Located under: Format document dialog
Use: To determine the number of newspaperlike columns in the document or section

Columns can be Left to Right or Right to Left. In Left-to-Right columns, the text begins at the top of the
leftmost column, continues to the end of the page, and then snakes to the top of the next column to the right.
The direction of columns is independent of the direction of paragraphs and typing languages. For example,
both Hebrew and English text can appear in either a left-to-right or right-to-left paragraph, which can be part
of either a left-to-right or right-to-left column.

You can also insert columns by clicking on the ActionBars Columns button (m ), and dragging the mouse to

indicate the desired number of columns.

= Format Document

————— LColumn
Page
Ij MHurber of Calurmns: 3
| —
Column %Wfidth; 458 cm

HEE Guitter Width: ||1E3 o E

Columnz

Header Gutter Style; = ¥
Ijl Direction “Apply to
M arginz ® Left to Right C This paint forward
[] C Right to Left @' This Section
St ! Selection
E ) Whale document
Parameter Description
Number of columns The maximum number of columns varies according to the width of the page.
Column width Only equal size columns are supported; therefore only one width may be defined
Default: column width expands to fill the entire page width
Gutter width Width of the space between the columns. When this size is modified, the column
width is automatically changed so that the columns and gutters will fill the entire
width of the column area.
Gutter style Line styles of different widths for the gutters.
Default: No line between the columns
Apply To This Point Forward Starts a new section at the insertion point. The new

definitions apply to the new section and to the sections after it, until the end of
the document.



Related Topics:

Format document

This Section The attributes of the current section will be modified according to
the new defintions.

Selection This option is enabled when a selection includes one or more section
breaks. The changes that you make will apply to each of the selected sections.
The selection must be made across two or more sections; otherwise, the Apply to
Selection option will be grayed out.

Attributes that are not redefined for the selection will remain unchanged, i.e. each
of the selected sections will retain its previous settings.

To view section breaks, select special characters from the view menu.

Whole document The changes that you make will apply to all sections in the
document.
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Header

Located under: Format document dialog

Use: Adding headers and footers to documents. Headers and footers can be defined for the entire
document, or redefined for each section. You can have different first page, odd page, and even page
headers and footers.

A headers or footer is descriptive text that is printed at the top or bottom of every page of your section or
document. You may put a unique header or footer on the first page of a document, and have different
headers and footers on odd and even pages. For example, the title of a book may appear in the even page
header and the chapter number and title in the odd header.

To have different headers or footers on odd and even pages, click on the Different even and odd check box
until an X appears. To have a first header or footer different from the others, click on the Different first page
check box until an X appears. To use the same headers and footers as the previous section, click on the
Same as previous section check box until an X appears.

When youve returned to editing your document, you can place text in a header or footer by clicking your
mouse in the header or footer area at the top or bottom of the page, clicking on the ActionBars Go To button

( ), or selecting EditGo To.... Accent moves the insertion point to the nearest header or footer, and you
may begin typing. Accent shows the header at the top of each page, and the footer at the bottom of each

page, so that you can see how your printed document will look.
If you placed text in your header or footer, and then turned off headers or footers, you will have deleted your header
or footer text.

= Format Document

-Header & Footer

F'EIQE ~Header QK
L || e
Columnz [ Different even and odd
B [ Different first page
~Foater
[® Footer Apply t_':' _
Margins [ Different even and odd @
|:| ; : O Thiz Section
[ Different first page _
election
— I Select
ar
E ; _ ! wihole document
[T Same as previous section

Parameter Description




Header

Footer

Different even and odd
Different first page
Apply To

Related Topics:

On or off
On or off
On or off
On or off

This Point Forward Starts a new section at the insertion point. The new
definitions apply to the new section and to the sections after it, until the end of
the document.

This Section The attributes of the current section will be modified according to
the new defintions.

Selection This option is enabled when a selection includes one or more section
breaks. The changes that you make will apply to each of the selected sections.
The selection must be made across two or more sections; otherwise, the Apply to
Selection option will be grayed out.

Attributes that are not redefined for the selection will remain unchanged, i.e. each
of the selected sections will retain its previous settings.

To view section breaks, select special characters from the view menu.

Whole document The changes that you make will apply to all sections in the
document.

Insert field to insert page numbers in the footer, and Margins to change the starting page number.
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Margins

Located under: Format Document dialog

Use: To set the margins for the document or section, to determine the default distance between tab stops,

to set the_header distance from the top of the document, and to set the footer distance from the bottom of

= Format Document

the page.
M argin
Fage
E Left
Columnz Right
EEE Top
Bottam
Header Distance:

Footer Diztance:

Default Tab Stop:

3 cm
3 cm

A

|2.5 cm E
|2.5 cm %
I'I.E? M E Apply to
|1.E| I E @ This point farward
|1_25 C E 1 Thiz Section
) Selection
! whole document

Parameter Description

Left Sets the left page margin.

Right Sets the right page margin.

Top Sets the top page margin.

Bottom Sets the bottom page margin.

Default Tab Stops Tab stops are initially set every .5 in, or every 1.25 cm, depending on the your

Header Distance

Footer Distance

Apply To

default units of measure.

Sets the distance between the top of the header and the top of the document.
This distance must be smaller than the top margin. Parts of the header may not
be displayed If it exceeds the allotted area.

Sets the distance between the top of the footer and the bottom of the document.
This distance must be smaller than the bottom margin. Parts of the footer may
not be displayed If it exceeds the allotted area, some of the header will not be
displayed.

This Point Forward Starts a new section at the insertion point. The new
definitions apply to the new section and to the sections after it, until the end of
the document.

This Section The attributes of the current section will be modified according to
the new defintions.



Selection This option is enabled when a selection includes one or more section
breaks. The changes that you make will apply to each of the selected sections.
The selection must be made across two or more sections; otherwise, the Apply to
Selection option will be grayed out.

Attributes that are not redefined for the selection will remain unchanged, i.e. each
of the selected sections will retain its previous settings.

To view section breaks, select special characters from the view menu.

Whole document The changes that you make will apply to all sections in the
document.
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Start

Located under: Format Document dialog

Use: Determines the attributes of the section.

= Format Document
~Section Start
Columme ® Next Page
ER () Continuous
Header
Ijl Start Page Mumbering———— ~Apply to
b argins © Continuaus @ This point farward
I:l ) This Section
T Selection
) WWhale document

Parameter

Description

Section Start

Start Page Numbering

Apply To

Next page The section or sections being formatted will begin on a new page.
Continuous The section or sections being fomatted will start on the same page.
Continuous Continues the page numbers from the previous section.

Start At Begins numbering the pages with a user defined value.

This Point Forward starts a new section at the insertion point. the new
definitions apply to the new section and to the sections after it, until the end of
the document.

This Section the attributes of the current section will be modified according to
the new defintions.

Selection This option is enabled when a selection includes one or more section
breaks. The changes that you make will apply to each of the selected sections.
The selection must be made across two or more sections; otherwise, the Apply to
Selection option will be grayed out.

Attributes that are not redefined for the selection will remain unchanged, i.e, each
of the selected sections will retain its previous settings.

To view section breaks, select special characters from the view menu.

Whole document The changes that you make will apply to all sections in the
document.
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Additional information

1.

File menu, Print Setup, to set the printers page size and orientation.

Edit menu, Go To, to go to the header or footer area.

Options list, Utilities menu, Units of Measure, to change the default unit of measure.

Insert, Field, Page Number, to select a page numbering scheme and insert the page number field.
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Define Paragraph Style

Located under: Format menu

Use: To format identical document elements (such as chapter headings) uniformly, quickly, and easily. A
paragraph style is a collection of paragraph formatting instructions that is stored under a style name. These
include character attributes for the given paragraph.

All paragraphs have attributes, such as indents, bold or italic (you can view those attributes at any time by
opening the Format Character or Format Paragraph Dialog box). When you select paragraph(s) and apply a
style, the style's attributes will replace the previous attributes. Accent also maintains a connection between
the style and the paragraph to which you applied it. If you later change the style, Accent automatically
reapplies the style to that paragraph.

= Paragraph Style
M ame:
=ame Cloze I
M wparl
M ormalF ar
|
Parameters Description
Name Enter name of style to create or change.

Values: 1-11 characters, case sensitive
>

I\"'I

Efr Cancel the Define Paragraph Style command and close the dialog box. The Cancel button

becomes a Close button after you add a style, delete a style, or change an existing style.

et Add the new style name to the style sheet. The Add button will be dim if there is no new style name
in the Name editing box.

Delete

Delete the selected style. The Delete button will be dim if there is no style selected or if the
selected style is an Accent default style which cannot be deleted. Default styles are specified in the Style parameter
of the Paragraph sections.

Open the Format Paragraph Dialog box, which allows you to define the paragraph attributes of the

paragraph st
Char...

paragraph style.

e.

Open the Format Character Dialog box, which allows you to define the character attributes of the




Related Topics:

Style sheets
Deleting styles

Applying styles
Additional information
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Style sheets - in depth

All the styles of a document can be stored as part of the document. You can also store styles in an external
Style sheet (as a separate file) and link multiple documents to it. Then many documents can use the same

styles.

Styles saved with a document are called Local styles. Styles that are part of an external style sheet are
called External styles. If you modify an External style in a document, the style is copied into your document
(leaving the external style intact). The style will become Local and it will be saved as part of your document.

Local styles are always available to the document. External styles are available only when you link the

document to the external style sheet.
Once you link a document to a style sheet, it remains linked until you change the link.

A document can be linked to only one external style sheet at a time. If you attempt to link to one style sheet
while you are already linked to another, a dialog box will appear to ask if you wish to save all styles locally.

== Linking to New Style Sheet

Documents may only be linked

to one ztyle sheet at a time.

Previouzly linked styles should be;

I | Dizcarded I

| Cancel I

If you choose the Made Local button, the previously linked external styles will be copied to the document (i.e. ade
local), leaving the previously linked external style sheet intact.

Alternatively, you can choose the Discarded button to unlink the previously linked external style sheet and
delete its styles from the document. The previously linked external style sheet will remain intact.
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Deleting styles

a. Any style based on a deleted style will be based on the deleted style's base style.

b.  Any paragraph using a deleted style will use the deleted style's base style.



g

=
g3
g

g
Applying paragraph styles

To apply a Paragraph Style:

To apply a style to a paragraph, simply choose it from the Style box on the StyleBar or use the Format
Paragraph Dialog box.

1. Position the insertion point in the paragraph whose style you wish to change.

The location of the insertion point tells Accent which paragraph to format. You need not select the
entire paragraph. You may also select multiple paragraphs and then apply a style to all of them at the

same time.

From the Style box on the StyleBar, choose the style you wish to use.

[

@ MormalPar *

N
B
<

Mypar - |

A

The paragraph will be formatted to the style you choose.
How it works:

All text has attributes, such as bold or italic (you can view those attributes at any time by opening the Format
Character or Format Paragraph Dialog box). When you select text and apply a style, the style's attributes will
replace the previous attributes (if inherit is on). Accent maintains a connection between the style and the text
to which you applied it. If you later change the style, Accent automatically reapplies the style to that text.

When the Inheritance feature is on, attributes can be inherited. Accent checks the underlying style — and the
underlying chain of styles, if necessary — until it finds a value for each inherited attribute. For more details

on inheritance see the section titled Inherit

Any character whose font is inherited from the style will be changed to the font of the new paragraph style.



Note:

If you changed a Western European paragraph to Eastern European, the Western
European words would appear in Eastern European characters.

If you mistakenly apply a language to a paragraph, click on Undo to return to the
previous language. Or, you can reapply the previous style or format the affected text

with a font from the intended language set.
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Additional information

1.

2.

Format Character and Format Paragraph for information on these dialog boxes.

File menu, Eile Save As, Save all Styles Locally option, File Link to Style Sheet, and File Save Styles
As, to save styles and link to style sheets.
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Located under: Format menu

Use: To format identical document elements (for example, the word "use" is bold in the introductory
paragraph of each command) uniformly, quickly, and easily. A character style is a collection of character
formatting instructions that is stored under a style name.

This option is available only when the Inheritance feature is turned on.

= Character Style
M ame;
:
I Mone
MormalChar
Parameters Description
Name Enter name of style to create or change. Case sensitive.
Values: 1-11 characters, case sensitive
g
El Cancel the Define Character Style command and close the dialog box. The Cancel button becomes

a Close button after you add a style or change an existing style.

m Add the new style name to the style sheet. The Add button will be dim if there is no new style name
in the Name editing box.

Helele Delete the selected style. The Delete button will be dim if there is no style selected or if the

selected style is a Accent system style which cannot be deleted. Accent default character styles are discussed in the

Stile parameter in the Character section.
S Open the Format Character Dialog box, which allows you to define the character attributes of the

character style.

Related Topics:

Applying character styles

Examples
Additional information
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Applying character styles

See Style sheets section for detailed information about style sheets.

To apply a character style:

To apply a character style, choose it from the style box on the StyleBar.

1. Select the character(s) you wish to format.

2. From the Style box on the StyleBar, choose the character style you wish to use.
28

ﬂ M armalPar *
ml PAF STYLES:

CHaR STYLES:
Maone

=]
l M armalChar

The inherited attributes of the selected characters will derive their value from the character style you
choose. Character attributes that are already determined (e.g., bold is on) will not change.

Note: Character styles only appear in the Style combo box when the Inheritance feature is
turned on.
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Examples

1.

EmphaSIZe is formatted using a character style. The style font is Arial; the point size is 16

and bold is on.
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Additional information

1.

2.

Format Character for information on this dialog box.

File menu, Save As, Save all Styles Locally option to save styles. File Link to Style Sheet and File Save

Styles As to create external style sheets and to link to external style sheets.
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Style Information

Located under: Format menu

Use: To display information about the active document's style sheet. If there is a linked style file, the dialog
box shows the name of the file. Otherwise it shows the message "Not linked to a Style File." The dialog box
also shows which styles are local and which are external.

= Style Information

Mot linked to a Style File

Local Styles External Styles
-PaR STrLES- ~P&R STYLES--
HormalPar ~CH&R STYLES-
~CHAR STYLES--

MormalChar




Utility menu
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Overview

Use the utilities menu to check spelling, find synonyms, hyphenate documents, translate words, change
menu and typing languages, generate form letters, or count the number of words in a document.

The Utilities menu also lets you set preferences, such as ruler origin and units of measurement, and
customize the user dictionaries..

Menu Language...
Eevboard Maps...

Spell Check... Ctrl+F11
Thesaurus... Shift+F11
Hyphenation 3

Berlitz® Interpreter[TM]... F11

Print Merge...
Word Count...

Spelling Options 3
User Dictionaries...

Default Language...

Arabic...

Buler Direction 3
Huler Origin 3
Units of Measure [ 2
Keyboards...
Inheritance

Field Foreground 3
Field Background »
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Menu Language

Located under: Utilities menu

Use: To set the language of the Accent menus, online help, dialog boxes, and message boxes to the
language that you choose. Click on the language you want to work in.

Default: Set by Accent setup.
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Keyboard Maps

Located under: Utilities menu

Use: To display selected keyboard maps. If you are unfamiliar with the keyboard map of a particular
language, you can use Keyboard Maps to view its layout. The KeyMaps are interactive: Clicking a character
on the KeyMap with your mouse will cause that character to be entered at the insertion point.

The maps are divided into eight language groupings: Western; East European; Cyrillic; Greek; Turkish,
Hebrew, Arabic, and Symbol. The KeyMaps provide the standard IBM layout of each keyboard, including all
the special characters and support for dead keys. A dead key is a key that types an accent for an
appropriate character. In order to use it, first click on the "dead key", and then on the appropriate letter that
uses the accent. Dead keys are available only with keyboards that support them, i.e., French. These

characters show up on your screen in red on the KeyMaps.
= KeyMaps - English [UK) [~ |

Keyboard Options About.. Exit

- Lt E = Al SR
| [1 2 |3 4 5 7 |8 |3 0 - |t [BSP
0 (W E (R [T (¥ (U |1 |0 (F ({1 |}
Tab 0 lw et [t | |waliilaa p ([ |] | Enter
A (5 (D [F [G [H [J |K |L &
Caps  aals [d [t |g |h || |k |1 |: |
. Z [® |[C (¥ (B (N (M |[< (= [? .

S hift O ) N (S IS I R B Shift

Chrl Al Space Al Chrl

231 - unghifted 3 - control

14|32 - shifted 4 - Al-Graphics
Parameters Description
Western Display list of available Western language set keyboards.
East European Display list of available East European language set keyboards.
Cyrillic Display list of available Cyrillic language set keyboards.
Greek Display list of available Greek language set keyboards.
Turkish Display list of available Turkish language set keyboards.
Hebrew Display list of available Hebrew language set keyboards.
Arabic Display list of available Arabic language set keyboards.
Symbol Display list of available Symbol set keyboards.
Options Keep at front

~  Always keep the keyboard map on top of the active window
blank the keep at front option is off



Size Resize the keyboard map within its window.
Values: Small, Medium, Large
About... Display information about Accent Keyboard Maps utility

Exit Exit Accent Keyboard Maps utility

231 - unshifted 3 - control
Guide 1 4|2 - zhifted 4 - Al-Graphics

Shows you how to type the key that you want. The square with the numbers inside represents a single key
on the keyboard. Each number in the square represents a position on the key.

To type the key in:

Position 1 Simply depress the key.

Position 2 Hold the SHIFT key while depressing the character key.
Position 3 Hold the CTRL key while depressing the character key.

Position 4 Hold the RIGHT ALT (or CTRL + ALT or ALT-GRAPHICS key if your keyboard has one) while
depressing the character key.

Comments
1. You can insert a character into your document by clicking the appropriate box in the selected keyboard
map.

2. Or, you can insert a character into your document by choosing the desired keyboard map from the
KeyMaps menu bar, then simply typing. When you press a key on your keyboard, the corresponding
key in KeyMaps will darken and the character will appear in your document.

3. You can resize the KeyMaps window as you would any window, by clicking and dragging the sides or
corners. See your Microsoft Windows User's Guide for more details.

Related Topics:
Language specific keys
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Language specific keys

Many languages have characters that do not exist in other languages. For example, the two characters ¢, ¢
are common French characters, but do not occur in English.

Accent supplies you with keyboard maps of all the languages it supports, so that you can access these
language-specific characters. The keyboard maps are grouped into eight language sets: Western
languages; East European; Cyrillic; Greek; Turkish, Hebrew, Arabic, and Symbol. The KeyMaps can be

{2
accessed from the Utilities menu or by clicking the KeyMaps button on the ActionBar (g).
In the KeyMaps menu bar, you'll notice an Options Menu. Under the options menu are two items: Size and Keep at
Front. The size option lets you set the KeyMaps to appear small, medium or large on your screen. If you see a
checkmark next to the Keep at Front option, the open keyboard map will always sit on top of whatever document or
application you are working on. This option is useful when you are typing a document using the KeyMaps.
The keyboard maps supplied by Accent are identical to the standard IBM keyboard layout for each
language. For example, typing with the French keyboard map gives you the effect of having a French IBM
keyboard, including support for so-called dead keys, two-key combinations that give you a single letter. For

e

example, if you are in a Western font with a French keyboard map, press and release the key on the

French keyboard map (the
{
[ key on the USA keyboard map), and then press and release the
0
o

key. You will see the single character 6 on the screen.
For more information on keyboard map layouts, see Utilities Menu, Keyboard Maps. Below is a sample keyboard
map.
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Spell Check

Located under: Utilities menu

Keyboard Accelerator: CTRL+F11

Use: To check a document for spelling errors. A misspelled word will be highlighted in the text and displayed
in the Spelling dialog box. Each word in an Accent document is marked as a certain language. The spelling
checker uses this language information to lookup the word in the appropriate language dictionary. Text that
is not in one of the supported languages will be ignored by the spelling checker.

Mot in Dictionary: madre
| Skip I | |grore I
Change To Imart: | = I | — — I
Suggestions: mare * Lhange hange
made .

Add O ptionz..
padre | = | | Options |
cadre |

i Done I
muddier D
moodier 1 Language
[T Academic Hebrew F English +
Danizh +
Spanizh

French [}5
Englizh j

[talian

Hebrew +
Parameters Description
Not in Dictionary Displays a word that was not found in the dictionary. During installation of the

Spelling Checker, Accent copies its dictionary to your hard disk and creates an
empty personal dictionary for your additions. Together they constitute the

Dictionary.
Change To Displays the Spelling Checker's replacement suggestion. You can type your own
replacement word for the misspelled word in this space.
Suggestions Displays the alternative suggestions for the misspelled word. When you select an
alternative it will appear in the Change To box.
Options Activates the User Dictionaries
Skip

Skip the word (leaving it unchanged).

Skip this and all later occurrences of the word (leaving it unchanged).

| Lhange Change the word to the spelling that appears in the Change To box.

| lgnare I

| Change A1

Change this and all other occurrences of the word to the spelling that appears in the



Change To box. If you close the Spelling Checker before you reach the end of the document, occurrences of the
misspelled word that appear after the point in the document where you closed the Spelling Checker will not be

Add
| = I Adds the word to your dictionary so it will no longer be treated as a misspelled word.
l W I Closes the Spelling Checker utility.

Language Displays the language of the selected word. If the word is not marked as the correct language,
choose the appropriate language from this combo box.

Comments

1. Aword that is not in the dictionary is not necessarily a mistake. It may be a word, such as a company
name, that is not known to the Accent dictionary. You may add it to the dictionary using the Add button;
then it will no longer be treated as a misspelled word.

2. The Spelling Checker begins its check at the insertion point. When it reaches the end of the document,
the Spelling Checker will ask if you want to continue checking from the beginning of the document.

3.  The Spelling Checker can check multilingual text. However, if a word is not marked as the correct
language, the Spelling Checker will flag it as a misspelled word. To correct the language marking, click
on the appropriate language in the Language combo box in the Spelling dialog box.
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Thesaurus

Located under: Utilities menu

Keyboard Accelerator: SHIFT+F11

Use: To find synonyms for a selected word.

Synonymz far;

fanguage ]+

Synonyms:

buzz words

expression
idiom

L ahguange

E=S usa Engish

Replace with:

B

language

jargon Lok Canizel
|i|'lgl] | il I | = I
Parameters Description
Synonyms for: Displays the word you selected from the document to look up in the Thesaurus.
Synonyms: Displays a list of synonyms for the selected word.
Language Displays the language of the selected word. If the word is marked in the incorrect
language, choose the appropriate language from this combo box.
Replace with: Displays the synonym you have chosen to use in place of the selected word. To
choose a synonym, click on a word from the Synonyms list or type it yourself in
the edit box.

m Executes your choice, replacing the selected word in your document with the word in the Replace

with box.

- Looks up the word in the Replace with box and provides a list of synonyms for that word.

Returns to the document without changing the selected word.
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Hyphenate

Located under: Utilities menu

Use: To insert automatic hyphens into every potential word-break in the document.

Comments:

1. To hyphenate an entire document, make sure no text is selected. Choose Hyphenate from the Options
list of the Utilities menu and choose Hyphenate from the Hyphenation fly-out.

2.  To see the auto hyphens, choose Soft Hyphens from the View menu. These hyphens are similar to soft
hyphens in that they only print when the word actually breaks at the end of a line, but when viewed
they appear as an equals sign (=) instead of a regular soft hyphen (-).

3. Accents hyphenation will automatically be sensitive to the language in which your text is marked, and
insert hyphens appropriately.

4.  Hyphenation can be applied to selected sections of text as well as to entire documents.

5. Toremove automatic hyphens from a section of the document, highlight that section and choose Un-

hyphenate from the Hyphenation fly-out in the Utilities menu. To remove automatic hyphens from an
entire document, make sure no text is selected, then choose Un-hyphenate.
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Berlitz(R) Interpreter(tm)

Located under: Utilities menu

Keyboard Accelerator: F11

Use: To translate words to and from Enilish, French, German, Sianish and ltalian.
=

File Edit Screen Help —BERLITZ
| e I | Quiz I | Source I | E xit I

Englizh | language |

English | language {n} |

French |langue {F}

German |Sprache {f}

Spanizh |lengua {f}
I] Italian (lingua {f}

Parameters Description
File Offers you the option to exit the translation utility.
Edit Contains Copy and Paste options (you can also use the keyboard accelerators),

which you can use to paste words from the document into the translator and copy
the translations into your document; and a special characters list, which offers
special characters (i.e. accented vowels) which might be needed to type words in
the source language

Screen Changes the screen language of the translator to French, German, ltalian,
Spanish or English (the default).

Default: The default screen language is your Accent menu language. If the
Accent menu language is not supported by the Berlitz® Interpreter™, the default
screen language will be English.

Help Provides help for users of the translator.

Translates a word that has been pasted or typed into the top language box into the other
four available languages.

Provides additional suggested words, in each language, with a similar meaning to the
selected word.

Allows you to test your knowledge of languages by randomly choosing a word in the
source language. See how many of the other languages you can translate the word into, then click the Translate
button to see if you are correct.

Changes the source language. The default is the language of the Accent word being
looked up if it is a language supported by the Berlitz® Interpreter™. Otherwise, the source language is English. The
other options are French, German, Spanish and lItalian.



Exits the translation utility and returns to the document.
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Print Merge

Located under: Utilities menu

Use: To replace data fields in a form document with the corresponding data from a data file.

tderge FORM.ALCC

With Diata File:
[crpaTascc | Browse. || Cance |
O ptions:
¥ Piint

¥ Save Results:

I ehmerged. acd To File... I

Parameters Description

Merge Display the form document filename.

To execute a Print Merge, the form document must be open and active. (The
Insertion point must be in the form document.)

With Data File Enter the name of the data file with which to merge.
Browse... Opens a file dialog box to browse the various drives and directories. Find the data file you wish to
open and select it.
Print [ Send the output of the Print Merge to the printer.
] Do not send the output of the Print Merge to the printer.
Save Results [ Save the results of the Print Merge to an Accent document.
] Do not save the results of the Print Merge to an Accent document.

Enter the name of the Accent document to save to in the box provided.

Opens a file dialog box to browse the various drives and directories. Find the file you wish to save

to and select it.
The Print and Save Results options may be used together.

A separate form letter will be created for each record in the data file. They will be saved into a single file,
separated by hard page breaks.

Related Topics:
Print Merge Components
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Print Merge Components

A form document is a regular Accent document that contains data fields (created from the Insert Field
option, see Insert menu, Field).

The following sample letter shows the data fields Name, Address1, and Address2:

15 August 1993
To:
<DATA NAME -
<DATA ADDRESS1>
<DATA ADDRESSZ>

Welcotne to Accentl

Thanlk vou for registering vour copy of Accent. We hope that vou are exp
enjoving the various features of the program and that vou will become and
customner. Dunng wour use of Accent, you tnay encounter features that neq

A Data file is a specially formatted Accent document that contains one header record and one or more data
records. Arecord is usually a one line paragraph (though it can be more than one line). Each record consists of
several fields. Each one of these fields matches up with one of the data fields in the form document.

header
recard — DMame Address] Address2
ohi Stnith 123 Apple Square London, England
data < Henty Pointdesxter 456 Sunnyside Street Paris, France
records \ Frank Richardson 789 Elm Avenue Eome, Ttaly

The first record in the data file must be the header record. It defines the layout of the subsequent data records. Each
field in the header record consists of a field title, which determines the use of that field for every data record and
creates the link between the fields in the data records and the data fields in the form document.

A data field in a form document corresponds to a field title in a data file.

When Print Merge is run, it will create multiple copies of the form document, with each data field replaced by
the corresponding field from a data record in the data file. One filled-in copy of the form document is created
for each data record in the data file.

The following is a clip of the form document generated by Print Merging the above form letter with the above
data file.



Te

Tohn Sruth

123 Apple Square
London, England

T

Welcome to Accen | Henry Pomt_dexter
Thank veou for regis| 496 Sunnyside Street

Fariz, France
To:

Welcome to Accen|Frank Richardson

Thank you for regis| 789 Elm Avenue
Eome, Ttaly

‘Welcome to Accent!
Thank you for registering your copy

Fields in a record (header record or data record) must be separated with a TAB character or a line
break (SHIFT + ENTER). Each record must be separated by an end of paragraph marker (ENTER).

When building a data file, it is recommended that you use the View Special Characters option (found in
the View menu) so that you can easily see where the tabs, line breaks, and paragraph markers are
located.

Note: Two tabs with no text between them defines a field with no text.
A paragraph (i.e., a record) with no text will create a copy of the form document with
blank space where the data fields are defined.
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Word Count

Located Under: Utilities menu

Use: To count the number of words in your document. Simply click on Word Count, and a box will appear on
our screen telling you the count.

o Word Count: 3663
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Save (Automatic saves and backups)

Located under: Utilities menu, Options list

Use: To set the save options.

Save Options:
[X Save Backup Copy
[ Gutosave Evens [ B Minutes
Parameters Description
Save Backup [ Make a backup copy of the document before saving the current version. The
old version is written to a backup file with the same filename but the extension
will be bak.
[ Save to the specified file without making a backup.
Default: £ on
Autosave Every [ Save documents automatically at regular intervals. You specify how often in the minutes box
provided.
Do not automatically save.
Default: L1 off

Values: any number you enter

Autosave Tips

It is a good idea to save frequently (every 10 to 15 minutes) to avoid loss of work due to power failure
or other problems. Since it is easy to neglect saving your work, you can have Accent do it for you by
selecting the Auto save option. Auto save will automatically save the document when the specified

interval is reached.
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User Dictionaries

Located under: Utilities Menu

Use: lists of words that are not in the default dictionary of a particular language, but that you want to be
recognized as correctly spelled. For example, you might want to add your name or your company's name to
a user dictionary.

Fully editable user dictionaries can also be created for any language that has a spell checker (except

Russian).
-Dictionary Content
&dd
ITrut:Typt:

Beatles

Ganot

Kivun

Steve

Remowve Al
Canizel I
Language
GE Engish B
Parameters Description
Add Add the word to the current dictionary (as defined in the language box).
Remove Remove the word from the current dictionary (as defined in the language box).
Remove All Remove all the words from the current dictionary (as defined in the language
box).

Cancel Closes the User Dictionary dialog box.
Language Defines the language of the dictionary being edited.
Related topics:

Spell check
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Default Language

= Default Language

Language:

Located under: Utilities menu, Options list
Use: To set the default language for a new document.
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Arabic

The numerals most familiar to Westerners are known variously as Latin, Arabic, or Hindu-Arabic. Arabic-

speaking countries use different numerals which are sometimes called Hindi or Arabic-Indic. To avoid
confusion, Accent refers to the former as Latin, and the latter as Hindi.

In Traditional Arabic fonts, only Hindi numerals are available. To get Latin numerals, temporarily switch to
another font. Simplified Arabic allows both Latin and Hindi numbers. To choose the number set you wish to
display, select Arabic.... from the Options section of the Utility menu. The Arabic Language Options dialog
box will appear. Choose the appropriate options button from the Numerics section, and click on OK.
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Ruler Origin

Located under: Utilities menu, Options list
Use: To set the zero mark of the ruler.

Values:
Page Border Aligns the zero mark of the ruler with the edge of the page.
Margin Aligns the zero mark of the ruler with the margin of the document.

Default: Margin
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Units of Measure

Located under: Utilities menu, Options list

Use: To set the unit of measurement for the ruler and all dialog boxes. Only one unit of measure can be
checked.

Values: Centimeter, Inch, Point, Pica, Cicero
Default: Based on what you have set in the International section of the Windows Control panel

The Unit of Measure option sets the default unit of measure for most dialog boxes. However, when you enter
a measurement, you can type another unit. For example, if the Unit of Measure is set to Cm, you can enter a
value of 1 in for a margin value. The next time you open the dialog box, the measurement will be shown
using the default unit in this case, 2.54 cm.

Units name Menu Option Conversion
Centimeter Cm

Inch Inch 1cm= 04in
Point Point 1cm =28.8 pt
Pica Pica 1cm = 2.4 pi

Cicero Cicero 1cm =2.252 ci
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Keyboards

Located under: Utilities menu, Options list

Use: To link appropriate keyboard mappings with each language.

== Associate Keyboard with Langquage

Language; 0k

Cancel

Uzez Keyboard

English [LEK]

Feszet Al

The keyboard layouts are identical to IBM standard keyboard layouts and provide the special characters necessary
for typing in each language listed.
Default: All languages linked to the most commonly used keyboard for that language.

To change keyboard mappings:

The country where you were raised and educated is probably the same country in which you learned to type.
As a result, now that you are living in another country (for example, France), even though you are still
speaking the same language (French) that you spoke in your native country (Switzerland), you may be
typing on a different keybboard layout. With Accent you can choose the keyboard that is most suitable to
you.

1. In the Options list, under the Utilities menu, choose Keyboards. The Keyboards dialog box will appear.
2. Under Language, choose French (France).

3. Under Uses keyboard..., click Change. Choose Swiss French from the list. Click on OK. Repeat for any
language you wish to link to a different keyboard mapping.
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Inheritance

Located under: Utilities menu, Options list
Use: To turn Inheritance feature on and off
Default: Off

For Additional Information, see:

Character Formatting

Paragraph Formatting
Inherit
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Field Foreground

Located under: Utilities menu, Options list

Use: To set the foreground color for field codes. Color can help make field codes distinguishable from the
rest of the text, when the view Field Codes option is activated.

Values:

White
Light Gray
Gray

Dark Gray
Black

Red
Green
Yellow
Blue
Magenta
Cyan
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Field Background

Located under: Utilities menu, Options list

Use: To set the background color for field codes. Color can help make field codes distinguishable from the
rest of the text, when the view Field Codes option is activated.

Values:

White
Light Gray
Gray

Dark Gray
Black

Red
Green
Yellow
Blue
Magenta
Cyan



Tables - menu
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Tables Menu Overview

Use tables to line up columns of text and graphics, to group paragraphs side by side, and to arrange text
and graphics on the page.

Use the Tables menu to insert tables, to insert rows and columns into an existing table, to delete columns,

delete rows, and delete entire tables.

From the Tables menu you can also: change column width and row height, set cell margins, change or
remove table borders, add shading to a table, set table direction, table alignment, table indentation, and
space before or after tables.

h

Insert How
Insert Column

Delete Tahle
Delete Pow
Delete Column

Select Table
Select Row
Select Column
Select Cell

Size...
Borders and Shading...
Format Table...

Split Table
Gridlines
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Insert Table

Located under: Tables menu

Use: to insert a table into your document

|=| Insert Table

R I5 E

Colurnrs:

OF.

Format... I

Cellwidth 7.6 cm [

Borders. . I

Parameter

description

Rows
Columns

Cell width

Format...

Borders...

Related Topics

Sets the initial number of rows in the table
Default: 5 rows

Sets the initial number of columns in the table
Default: 2 columns

Sets the initial cell width of the table. When a table is first inserted, cell width is
the same for each of the table cells, and all columns share the same width. Cell
width must remain constant for all the cells in a column, but column width can
vary from column to column. Column width is determined by the page width and
the number of columns in the table. If you do not change this parameter, the
columns will expand to fill the entire width of the page. To change column width,

see Size... or Mouse shortcuts - using the ruler to change column width.
Default: 7.5 cm

Activates the Format Table... dialog box.

Activates the Borders and Shading... dialog box.

Mouse shortcuts - adjusting column width in a table

Size...
Format Table

Borders and Shading
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Using the mouse to create a table

To use the mouse to insert a table:
1. Click on the ActionBar's Table button.

2. Drag the mouse to indicate the desired number of rows and columns.

When you use the Insert Table dialog, you can specify the initial column width. When you use the ActionBar
to insert a table, column width is initially set to Auto, that is, the columns of the table that you insert will
expand to fill the width of the page. To change column width, see Size... or Mouse shortcuts - adjusting

column width in a table.

Related Topics:

Insert Table

Mouse shortcuts - using the mouse to adjust column width
Insert Row

Insert Column

Size...

Format...

Borders and Shading...
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Insert Row

Located under: Tables menu
Use: To insert a row in the current table.

To insert a row in a table, select Insert Row from the Tables menu. Accent will add a row above the current
row. If part of the table is selected, Accent will add a row above the selection.

Note: If the insertion point is not in a table, the command will be unavailable.

To insert a row at the end of a table, position the insertion point in the last cell of the bottom row, and press
TAB.

Related Topics:

Insert Table
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Insert Column

Located under: Tables menu
Use: To insert a column in the current table.

To insert a column in a table, select Insert Column from the Tables menu. Accent will add a column before
the current column (on the left for left-to-right tables, and on the right for right-to-left tables). If part of the

table is selected, Accent will add a column before the selection.

Note: If the insertion point is not in a table, the command will be unavailable.

Related Topics:

Insert Table
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Adding text and graphics in a table

As you add text and graphics to a table cell, the cell expands to accomodate your typing, and row height
automatically adjusts to the height of the tallest cell in the row.

Note: If you have a fixed row height, some of the text may not display.

As you add text and graphics in a table, the text wraps around the cell the same way that text wraps in
paragraphs outside of tables. Outside of a table, text wraps between document margins. Within a cell, text
wraps between the cell margins.

Cell margins act just like page margins, in that they set the editable limits of paragraphs within a table cell.
Paragraph formatting - paragraph indents, interline spacing, spacing before and after paragraphs, tab stops,
and paragraph direction - is independent of table formatting and must be set using the Format Paragraph
dialog box, or by using the Ruler and the StyleBar.

For information about formatting graphics, see Graphics.

Related Topics:
Deleting text and graphics in a table
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Deleting text and graphics in a table

Accent differentiates between deleting a table and deleting its contents. What you delete depends on which
delete command you use, Delete from the Tables menu, or Delete from the Edit menu. The Edit menu
deletes only the contents of a row, column, or entire table, while the Tables menu will delete the row,
column, or table from the document.

For more information about deleting cells and their contents, see Delete Column, Delete Row, or Delete
Table

Note: You cannot delete a single cell from a row, but you can delete its contents.

Related Topics:

Delete

Delete Row
Delete Column
Delete Table
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Copying and moving text and graphics in a table

The contents of cells may be copied and pasted to any part of the document. The actual cells, rows, and
columns which have been cut or copied to the clipboard may not be pasted back into a table.

Related Topics:
Mouse shortcuts - selecting in tables
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Setting up and using tabs in tables

Pressing tab in a table will move you to the next cell. To insert a TAB, you must press CTRL + TAB. To

change tab stops in a table, select Tabs... from the Format Paragraph dialog box, or use the ruler.

The best way to set tab stops and change paragraph indents for paragraphs within a table is by using the
ruler. While using the ruler is less exact, it lets you see how your paragraphs will look in the table.
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Delete Table

Located under: Tables menu

Use: To delete the current table.

To delete only the contents of the table, but not the table itself, select the table and then press DELETE or

select Delete from the Edit menu.

Note: If the insertion point is not in a table, the command will be unavailable.

Related Topics

Delete
Delete Column
Delete Row
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Delete Row

Located under: Tables menu
Use: To delete the current row.

To delete only the contents of the row, but not the row itself, select the row and then press DELETE or select

Delete from the Edit menu

Note: If the insertion point is not in a table, the command will be unavailable.

Related Topics

Delete
Delete Column
Delete Table
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Delete Column

Located under: Tables menu
Use: To delete the current column.

To delete only the contents of the column, but not the column itself, select the column and then press
DELETE or select Delete from the Edit menu

Note: If the insertion point is not in a table, the command will be unavailable.

Related Topics

Delete
Delete Table
Delete Row
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Select Table

Located under: Tables menu

Use: To select the current table

Note: If the insertion point is not in a table, the command will be unavailable.

You can also select a table by double clicking in the margin, double clicking in any cell margin, or by double
clicking at the top of the table.

For more information about selecting in tables, see Mouse shoricuts - selecting in tables
Related Topics:

Select Row
Select Column
Select Cell
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Select Row

Located under: Tables menu
Use: To select the current row.

Note: If the insertion point is not in a table, the command will be unavailable.

You can also select a row by double clicking in the row margin. To select multiple rows, select one row and
drag the mouse across the other rows you wish to select.

For more information about selecting in tables, see Mouse shoricuts - selecting in tables

Related Topics:

Select Table
Select Column
Select Cell
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Select Column

Located under: Tables menu
Use: To select the current column.

Note: If the insertion point is not in a table, the command will be unavailable.

You can also select a column by positioning the mouse at the top of the column. When the mouse cursor
changes to a arrow pointing downward, click on the mouse. To select multiple columns, select one column
and drag the mouse across the other columns you wish to select.

Double clicking at the top of the table selects the whole table.

For more information about selecting in tables, see Mouse shoricuts - selecting in tables
Related Topics:

Mouse shortcuts - selecting in tables

Select Row

Select Table

Select Cell
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Select Cell

Located under: Tables menu

Use: To select the current cell.

Note: If the insertion point is not in a table, the command will be unavailable.

You can also select a cell by positioning the mouse in the cell margin and clicking. Double clicking in any cell
margin select the entire table.

To select multiple cells, select one cell, and drag the mouse across the other cells you wish to select.

For more information about selecting in tables, see Mouse shortcuts - selecting in tables
Related Topics:

Select Row
Select Column
Select Table
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Mouse shortcuts - selecting in tables

To select a cell, click in the cell's margin

To select multiple cells, select a cell and drag the mouse over the other cell that you wish to select.
To select a row, click in the margin of the row.

To select multiple rows, select a row and drag the mouse over the other rows that you wish to select.
To select a column, position the mouse at the top of the column and click.

To select multiple columns, select a column and drag the mouse over the other columns that you wish to
select.
To select an entire table, double click in the table's margin, in any cell margin, or at the top of the table.

Related Topics:
Accent mouse techniques
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Size...

Located under: Tables menu

Use: To modify row height and column width of a table or parts of a table. Also to set cell margins. Note that

if you have selected part of the table or choose Apply To Current Cell, modifying row height will affect the

current row or the entire row of the selection, while modifying column width will affect the current column or

the entire column of the selection.

= Size Table

Fomw

Height: I- E

OE.

'ﬂ'ttributes: I"I:"'I-'Ih:| Iﬂ _

~Calurnr
"width: IF.E I E
~Cell Margin

Apply To:

® whole Table
IEI.'I cm% Left IEI.2 cm% —
Ty ® ' Current Cell
B ottom ID--I cm E Right I':'-2 cm E ) Selection

Parameters description

Row Height: Sets the height for the current row, the selected rows, or all of the rows in the
current table.

Attributes Auto - rows expand and contract to accomodate the text and graphics of the
tallest cell in the row.
At Least some measurement ensures that the row will never be less than that
measurement..
Exactly some measurement ensures a consistent height to row. If your text
overruns that measurement, some of the text may not be displayed.

Column Width Sets the width for the current column, the selected columns, or all of the columns
in the current table.

Apply To Whole Table - applies formatting changes to the whole table.

Related Topics

Format Table...

Selection - applies formatting changes to the selected columns or rows.

Current Cell - applies formatting changes to the current cell.

Mouse shortcuts - adjusting column width

Borders and shading
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Borders and Shading...

Located under: Tables menu

Use: To add borders and shading to the table.

== Borders and Shading
o
Pozition Style Colar
Erame mE B Defaul |E
Left - |£ . Green |E Apply Ta:
Top |E [ ‘velow * ) whale Table
Right M . Bl = ) Current Cell
® Selection
Battom |i B tagerta *
_ ~Sample
lr‘lsldE |£ . Dk E_'.-'EIrI |E
-Shading
Calar Brightness - [B0%]
[T 3 N =
Parameters description
Borders Position: Determines the border to be formatted.
Style: Sets the line style.
Color: Sets the color of the selected borders
Shading Color: Sets the shading of the selected cells or table.
Brightness: Sets the brightness of the shading color.
Apply To Whole Table - applies formatting changes to the whole table.

Selection - applies formatting changes to the selected columns or rows.

Current Cell - applies formatting changes to the current cell.

Related Topics

Size...

Format Table...
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Format Table...

Located under: Tables menu

Use: To set table alignment, table direction, table indents, and space before and after tables.

= Format Table

-lndentatior

From Left Margin
From Right Margin

0 cm

0 cm

Cancel

Direction—————————

-Line Spacing

Before Table:

IEI cm E
(® Left to Right

After Table; I':' cm E ' Bight to Left

Parameters description

Alignment Sets the table alignment: Right, Left, and Centered.
Default - the table receives its alignment from the section layout. Even if the
table is inserted from a left to right paragraph, if the section is defined as right to
left, initially the table will be a right to left table, and its alignment will be Right.

Indentation From Left Margin - Sets the indentation from the left margin.
From Right Margin - Sets the indentation from the right margin.
Default - Depends on the paragraph containing the insertion point when you
insert the table.
See Mouse shortcuts - changing table indentation

Line Spacing Before Table - Sets the amount of space before a table.
After Table - Sets the amount of space after the table.

Direction Sets the table direction, left to right or right to left. Note that table direction is

Related Topics

independent of character direction, paragraph direction, and section direction.

Default - determined by the Start section in the Format Document dialog.

Mouse shortcuts - changing table indentation

Size...
Borders and shading...
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Mouse shortcuts - adjusting column width in a table

You can change column width by using the ruler. For left and center-aligned tables, dragging a column's left
margin marker adjusts the column width of the two adjacent columns (i.e., one column gets wider while the
other gets narrower), but the overall width of the table remains unchanged. Dragging a column's right margin
marker adjusts only the width of the current column. The width of the table increases or decreases

proportionally.

For right-aligned tables, the function of the left and right margin markers is reversed, i.e., moving the right
margin marker adjusts the width of the two adjacent columns, while moving the left margin marker changes
the width of both the column and the table.
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Mouse shortcuts - changing table indentation

Use the ruler to change a table's indentation. If the table is left aligned, dragging the leftmost margin marker
will change the table's indentation. If the table is right-aligned, dragging the rightmost margin marker will
change the table's indentation.
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Split Table

Located under: Tables menu

Use: To split one table into two tables. The row containing the insertion point will become the first row in the
second table.
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Gridlines

Located under: Tables menu

Use: To view nonprinting table borders.

Parameters description

v Show gridlines is on.
Blank  Show gridlines is off.
Default: Show gridlines is off.
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Overview

The Window menu enables you to control how multiple document windows are displayed on your screen.
You also use the Window menu to switch between open documents.

h

Cascade

Tile

Tile Horizontally
Arrange lcons
Close All

1 FORM.ACC
2 DATAACC
3 FAXACC

v 4 MEMO.ACC
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Window options

Located under: Windows menu

Use: To control placement of your document windows on the screen.

Parameters Description

Next Makes the next document window the current document.
Keyboard accelerator: CTRL+F6

Cascade Adjusts the size of all open document windows and layers them in the work
space.
See Examples

Tile Adjusts the size of all open document windows and arranges them side by side in

Tile Horizontally

Arrange Icons

Close All

Document list

Related Topics:

Window limits

the work space.

See Examples.

Adjusts the size of all open document windows and arranges them on top of one
another in the work space.

See Examples

Arranges the document icons neatly in the work area. For details on creating a
document icon, see Minimizing and Maximizing Documents below.

See Examples.

Closes all open document windows. If any document contains changes that have
not been saved, a dialog box will appear to ask if you want to save the changes.

Lists all the open documents. To switch documents, click on the document you
want.

Minimizing and Maximizing Documents

Examples
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Window limits

The number of open documents is limited only by your available memory.

By default, when you open an additional document, it partially cascades the previous documents. The
previous documents remain open.
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Minimizing and Maximizing Documents

To minimize a document window into an icon, , click on the Minimize button of the document

window.
Maximize button
Minimize button

To restore a document window from an icon, double-click on the icon or click once on the icon to open the Control
menu and choose Maximize or Restore.
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Examples

Cascaded document windows

= | A

File Edit Insert Eit:w Fnrma! utilities Tghles ﬂinduw ﬂelp &

[EER 0K Darish |_I|EDD|::EEI-3DBDI[TT] |E||12 |E|_-.E|E||Nmmamar [+]

= SPEAK30.ACC - s

- | &
M
r

=
L':'.|.|1.|.|3.|.|3.|.I“.l.|5.|.IE‘.l.I".l.|3.|.|9.|.|1::!|.I".Il.|1Ei||.|13.|.||1“.||."‘
L

ACCENT SPEAKS YOUR LANGUAGE +..AND 30 OTHERS!
ACCENT PARLA LA YOSTRA LINGUA +ED ALTRE 30!

+] ACCENT PARLE YOTRE LA_FGUE +.AINSI QUE 30 AUTRES! |
_|:| il u - +
| CACOLOR.ACC | D ariizh | N5 | Sec.1 | Pagelsl |  Liked

Tiled document windows

File Edit Insert Eiew Furma! Qtilities Tghles ﬂinduw ﬂelp

[EEm DK Danish |_I|EDDpEBIaDBDI[TT] |E||12 |E|_-.E|.|Nmma|Par [+]

= SPEAK30.ACC | -
1 |L|:II I 1 |1I I 1 |2I I 1 |3I I 1 Id.l I 1 |5I I 1 |EI I 1 |'I1I I 1 + 1 Igl I 1 |1::= I 1 |11I |I 1 |1E: I II |13I I 1 I|‘Idil ||I |15I I 1 |15I I 1 +

ACCENT PARLA LA YOSTRA LINGU|

ACCENT PARLE VOTRE LANGUE ... EN 30 ANDERE TALEN!

ACCENT SPRICHT IHRE SPRACHE ~+OCH 30 ANDRA!

ACCENT HABLA SU IDIOMA +OG 30 TIL!

31 . JA 30: NTA MUUTA! m

- - - -
| C:ACOLOR.ACC | Enaglizh [I154] | INS | Sec. 1 | Page 1.1 | Line 10

Document windows tiled horizontally



Eile Edit Insert Yiew Format LUtilities

Tables

Window Help

| 2] [coopepiznal rT) J[#][12 ][] (2] [ [Mormatpar

ACCENT SPEAKS YOUR LANGUAGE
ACCENT PARLA LA YOSTRA LINGUA

+.AND 30 OTHERS!
+.ED ALTRE 30!

ACCENT SPREEKT UW TAAL +++ EN 30 ANDERE TALEN!
ACCENT TALAR DITT SPRAK «+OCH 30 ANDRA!
| CAACCEMT 245 TARTHFILE SASPEAK 30.ACT Swedish | N5 | Sec.1 | Pagel1 |

Arranged icons

File Edit Insert Y¥Yiew Format Utilities

Tables

Window Help

IE= usa English

| 2] [CoopsBlaDBal 1T) [[#][12][2] [t] [ [HomalPar

5]

EFEERSIEEE| COLOR.ACC

| CAACCEMT 245 TARTHFILE SASPEAK 30.ACT

|OINS |
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Overview

The Help menu provides access to valuable information on:
o explanations of the commands and use of Accent
o the copyright and version number of Accent, and a listing of available memory and disk space

Accent on-line help presents detailed descriptions of Accent's features. The topics are listed in the Help
Contents in the same order that they appear on screen. For example, the the File Menu topic is followed by
the Edit Menu topic, and so on. The subsequent topics cover related issues, such as fonts and keyboard
maps, in detail.

From the contents page, click on any item. The submenus that appear are arranged according to the
commands listed on each menu. If the topic that you are looking for doesn't appear, click on "Index". Use the
letters at the top of the topic to navigate to the topic you are looking for. Click on any topic to activate the
secondary window.

Alternatively, use Windows' Search for Help On... to facility to locate specific topics.

Search for Help on...
How to Use Help

About Accent...
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Contents

Located under: Help menu

Keyboard Accelerator: F1

Mouse shortcut: Click on the ActionBar's Help button()
Use: To display Help Contents. You may choose a help topic from the list to read for more information.
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Search for Help on ...

Located under: Help menu

Use: To display Help Index. You may enter a search keyword or browse the search index to find and choose
a specific help topic.
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How to Use Help

Located under: Help menu

Use: To learn to use the Windows Help system.



About Accent

Located under: Help menu

Use: To display summary information about Accent, available memory, and disk space.




Basics



g

g3
=
>

=
Accent window description

The Accent window and all its parts are shown below.
Menu bar ActionBar StyleBar Document title bar Ruler

File Edit* Insert Yiew | Format Wtilitigs Tables Window |Help

D B[SIRIE) [ [F1Ea] G F] 4] [0 [E]Z] [-]4) [ Jea[Es
|% 1154 English Iil |Times Mew Roman [T | |'IE | EI |N|:urmaIF'ar |£I

+

L'J.|.|1.||.|3.||.|3.|:I“.l.!5.|.IE':l.|7.||.|3.|:|9.|.!1':!|.|":|.|13.I.|13.|:|1“.|.!15.||.|‘E:|.

r

Text area Mouse pointer
]: [l beam shape]

l Insertion point

Status bar Scroll bars

| | +
| Untitled 1 Englizh [L154] | INS | Sec.1 | Page1A | Line 1 I

If no documents are open, Accent displays an abbreviated Menu Bar:

File Help

Bl BEOerNEDD)] 5

| | | INS

Window item Description

Menu Bar Lists the available menus. Each menu contains a list of commands. You choose



a command to instruct Accent to perform an action.

ActionBar Displays graphic representations (buttons) of frequently used Accent commands.
The ActionBar is the quickest way to access these commands. You can use the
mouse to click on the button of the command you want to perform. Using the
ActionBar is usually easier than choosing the corresponding command from the
menu.

For example, to print, click from the ActionBar. Alternatively, open the File
Menu, then choose the print command.
StyleBar The StiIeBar provides the quickest way to format text. For example, to make selected text bold,

click on the bold button

. To change the font (typeface), open the font box
Timez Mew Roman [T |E

and choose a different font.

Document title bar Displays the name of the current document.

Ruler Displays current margin settings, indents, and tab stops. Use your mouse to change the settings on the
ruler.

Insertion point Indicates where the next character you type will be entered. Any item that you
add to your document — for example, cut text or a graphic — will be inserted at
the insertion point. To move the insertion point, use the mouse pointer or the

Arrow keys.
Mouse pointer The mouse pointer indicates where the mouse is pointing on the screen.
Scroll bars Used to scroll the text on the screen. To scroll a whole screen, click on the scroll

bar. To scroll one line at time, position the mouse pointer on the scroll arrow and
hold down the left mouse button until you find the desired text. To rapidly scroll
text, drag the scroll box.

Text area Displays the current text.

Status Bar Displays the title and path of the active document, the keyboard in use, the typing
mode (overtype or insert), and the line and page numbers (location of insertion
point) — counting from the top of the document.
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Options in dialog boxes

Some commands display dialog boxes which provide a place to enter or view information. To open the
Format Character dialog box, choose Character from the Format menu.

There are several types of dialog box options.

To select a check box:

Check boxes are used for non-exclusive options.
—These options are active

[ Attributes

B Bold

4 Italic
Underline
] Strikethrough

— These options are inactive

LI — indicates the option is off.
2] — indicates the option is on.
[# — indicates the option is inherited.

See Inherit, for details on inheriting attributes.

1. Click on each blank check box you want to select.

Or

1. To move to an options group, press the TAB key.

2. Use the ARROW KEYS to move to the check box you want to select or clear.

3. Press SPACEBAR to select or clear it.

To select an option button:

Option buttons (also called radio buttons) are used for mutually exclusive options.
1. Click the option button you wish to select.

Or



1. To move to an options group, press the TAB key.

2. To choose an option, use the ARROW KEYS to move the selection marker (black dot) to the option you

want.

The selected option button will contain a black dot.

To select from a drop-down list:

Drop-down list boxes are used to show a list of mutually exclusive options. The current selection appears in

the option box when the dialog box opens.
Foreground Colour

I B Defaul |£I

Drop-down list box
before list is open

Fareground Calaur ///Clit:k on the down

B Default N arrow to open drop-
e down list.
[2En
L] “vellow croll arrows are
B cle used to view
remaining options.

To choose another option:

1. Click on the down-arrow next to the current selection.
The drop-down list will appear.
2.  To view options that are not shown, click on either scroll-arrow.

3.  Click on the option you want.

1. To move to a list box, press the TAB key.
2. Use ALT+(UP or DOWN)ARROW KEY or F4 to open the drop down list.
3. Use the ARROW KEYS to move through the drop-down list and highlight the selection you want.

Alternatively, you can simply type the first letter of the option that you want.

Note: Drop-down list boxes with a disconnected down-arrow ( E) will allow you
to overtype the selected option in the box, without ever opening the drop-down list.

To select a value from a spin-edit box:

Spin edit boxes increase or decrease numeric values by an increment. As you hold the mouse button or



ARROW KEY, the numbers in the box change. The following example was taken from the Format Paragraph

dialog box.
rlndentation

From Left M argin: ||:| oM —set with numeric value

Fromn Right b argir; I irherit —set with value of inherit

Click on the up or down arrows to

% —
g -
First Lines |3 g / increase or decrease the setting.

Clicking the down-arrow once. when
the value is set to zero, will set the
wvalue to inherit.

|ndent; I‘I_E cm

Note: To set the value to inherit, decrease the value one increment (i.e., one click on the
mouse or one press on the key), below zero.

To increase (decrease) the value:

1. Click on the up-arrow (down-arrow) next to the value you wish to increase (decrease).

Or

1. To move to a spin-edit box, press the TAB key to get to the specific option you wish to change.

2. Usethe UP ARROW KEY to increase the value or the DOWN ARROW KEY to decrease the value.

Alternatively, you can type any valid value in the edit box.

To close the dialog box:

When you finish making your selections, use the Command buttons to close the dialog box.
This button closes the

dialog box and executes

vour selections.

This button cancels your

selections and closes the
dialog box.

1. Click on OK to close the dialog box and execute your selections.

Click on Cancel if you wish to cancel your selections and close the dialog box.

1. Press TAB to move to the button you want.
A dark border marks the selected button.

2. Press the SPACEBAR or ENTER to execute your choice.
Choose OK to close the dialog box and execute your selections.

Choose Cancel if you wish to void your changes and close the dialog box.
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ActionBar

The ActionBar displays graphic representations (buttons) of frequently used Accent commands. An
ActionBar button is a quick and easy way to access a command. The ActionBar buttons and their menu
equivalents are listed below.

Button Menu Equivalent

E- From the File Menu, choose New.
.
From the File Menu, choose New From Template.

-
From the File Menu, choose Open
(CTRL+F12).

*
From the File Menu, choose Save
(SHIFT+F12).

From the File Menu, choose Print
(SHIFT+CTRL+F12).

From the File Menu, choose Send Fax...
From the Edit Menu, choose Undo

(CTRL+2Z).

From the Edit Menu, choose Cut
(CTRL+X).

From the Edit Menu, choose Copy
(CTRL+C).

From the Edit Menu, choose Paste

(CTRL+V).

E From the Edit Menu, choose Go To

M

From the Edit Menu, choose Find

I _+_
From the Tables Menu, choose Insert Table
s

From the Format Menu, choose Document; from the Format Document dialog box, choose Columns.

From the Format Menu, choose Paragraph. Then, from the dialog box, increase the paragraph indentation.
Note: Each click on the button increases the indent of the paragraph to the next tab stop.
If you select multiple paragraphs of different indents, the same amount of indent will be added to each paragraph.

From the Format Menu, choose Paragraph. Then, from the dialog box, decrease the paragraph indentation.
Note: Each click on the button decreases the indent of the paragraph to the previous tab stop. If you select
multiple paragraphs of different indents, the same amount of indent will be subtracted from each paragraph.

From the Format Menu, choose Character. Then, from the dialog box, increase the point size two points.
Note: Each click on the button adds two points.



If you select characters of different point sizes, two points will be added to each character, to maintain their relative
sizes.
If you change the point size from the dialog box, all selected characters will become the same size.

From the Format Menu, choose Character . Then, from the dialog box, decrease the point size two points.
Note: Each click on the button subtracts two points.

If you select characters of different point sizes, two points will be subtracted from each character, to maintain their

relative sizes.

If you change the point size from the dialog box, all selected characters will
become the same size.

From the Utilities Menu, choose Spell Check

From the Utilities Menu, choose Thesaurus

From the Utilities Menu, choose Berlitz® Interpreter™
From the Utilities Menu, choose Keyboard Maps

From the Help Menu, choose Contents
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StyleBar

The StyleBar displays graphic representations (buttons) of frequently used Accent text formatting

commands. The StyleBar button is a quick and easy way to access a command. The StyleBar buttons and
their functions are listed below.

The StyleBar also shows the format settings for the paragraph in which the insertion point is located.

Paragraph
. . Alignment
Langtjlage Box ltalic Undﬂlﬂlﬂﬂ Drop-down Style Box
|
E= usa English [Times New Roman (1 |[#] 12 ][2] (B2 (2] (1] [nomapPar ]3]
| | ' |
| Italian Fonts Box Points Box Iguld F‘araglraph Tabs View Special
E Sparish Direction Characters
I 3erman
F French
Cther
German
Arabic Simplified
Arabic Traditional
E nglizh
Flermizh
French
Bulganan
Bulgarian [Latin]
Belorzsian
Portuguese +
Item Function
Language Box Mark language of selected text or set the language for the next text typed.
Menu equivalent: From the Format Menu, choose Character. In the dialog box,
choose the correct language from the Language Combo Box.
Font Box Choose a font for the selected text.

Menu equivalent: From the Format Menu, choose Character; in the dialog box,
select the font you wish to use.

IEI IEI Set a point size for the selected text.

Menu equivalent: From the Format Menu, choose Character; in the dialog box, select the point size you
wish to use.

Note: You can type any point size or half point size from 6 to 750 in the point size box, even though very
large and half sizes do not appear in the point size list. You can use a large point size and a Landscape page
orientation to create banners.

Bold selected text.



Menu equivalent: From the Format Menu, choose Character; from the dialog box, Attribute section, click
on bold.

Italicize selected text.
Menu equivalent: From the Format Menu, choose Character; from the dialog box, Attribute section, click
on ltalic.

IE Underline selected text.
Menu equivalent: From the Format Menu, choose Character; from the dialog box, Attribute section, click
on Underline.

Paragraph direction

Click on the arrow pointing right to change the paragraph to a left to right paragraph.

Click on the arrow pointing left to change the paragraph to a right to left paragraph.

Menu equivalent: From the Format menu, choose Paragraph; from the dialog box, Direction section,
choose Left to Right or Right to Left.

_

[
=

Click on the Alignment button. Select one of the four alignment options from the drop-down list for
the paragraph in which the insertion point is located.
From top to bottom, the options are: Left align, Center, Right align, Justify.

See Format Paragraph, Alignment parameter for details.

Menu equivalent: From the Format Menu, choose Paragraph; from the dialog
box, Alignment drop-down list, choose the alignment you wish to use.

Click on the Tab button. Select one of the six types of tab stop from the drop-down list. Then, insert
the tab to the ruler. You can also insert tabs from the Format Paragraph dialog box .

From top to bottom, the options are: Left, Center, Right, Decimal, Comma, Bar

Menu equivalent: From the Format Menu, choose Paragraph; from the dialog box, click on the Tabs
button to open the Tabs dialog box. In the Tabs dialog box, make your tab settings.

@ Display paragraph marks, spaces as dots, tabs, non-breaking spaces, and any other special characters.
Menu equivalent: From the View Menu, click on Special Characters.

*
Designate a paragraph style for the active paragraph, or choose a character style for the
selected text.

Menu equivalent: From the Format Menu, choose Paragraph; in the dialog box,
select the paragraph style you wish to use.

Character styles are available only when the Inheritance feature is turned on.

Menu equivalent: From the Format Menu, choose Character; in the dialog box,
select the character style you wish to use
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Status Bar

The Status Bar displays the path and title of the active document, the typing mode (overtype or insert), the

language keyboard you are typing in, and the section, page, and line number of the location of the insertion
point.

| C:AMEMOACE | English (US&) | IN5 | Sec.1 | Page 1A | Line 2
In the sample Status Bar above:

a. The document path and title are:
"c:\memo.dgs"
b.  The typing mode is insert: INS. (To change it, see Edit Menu, Overtype mode).
c.  The current keyboard is English (USA).
d. The current section number is 1: "Sec 1."
e. The current page number is 1: "Page 1/1."

f. The current line number from the top of the page is 1: "Line 1."
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Ruler

The ruler is a graphic tool provided by Accent to make your work easier. The ruler displays all tab stops, the
left and right paragraph indents, the indentation of the first line from the rest of the paragraph, and the page

margin.

Each paragraph has its own ruler settings. A new paragraph will copy the ruler settings of the previous
paragraph. You can use the ruler to change the attributes of the current paragraph, or a group of selected
paragraphs.

You can use the ruler to:

. adjust paragraph and table indents
. insert, delete, and move tabs
. change the table column and page margins.

Related Topics:

Paragraph indents
Tabs

Mouse shortcuts-using the ruler to adjust column width
Mouse shortcuts-using the ruler to change table indents
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Paragraph indents

The carets on the ruler show the current location of indents. Paragraph indents can also be set from the

Format Paragraph dialog box.
margin marker

l::'.|.|1.||.IE‘.||.|3.|:|“.|.|5
left carets right caret
Caret Description

margin marker
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pper left caret

Indicates the left indent of the first line from the rest of the paragraph.

|'3'.|.|1.||.|3. L
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lower left caret

Indicates the left indent of all subsequent lines of text from the margin. The lower caret
moves the upper caret to consistently maintain their relative distance to one another.

I L
1 /
right caret
Indicates the right indent of the paragraph.
Note: Moving both left carets together means that all lines of the paragraph will be

indented the same amount.

To indent the first line from the rest of the paragraph:

1. Position the pointer on the upper left caret.

2. Hold and drag the caret along the ruler to the mark that represents the amount you wish to indent the
first line; then release.

The first line of the paragraph will be indented from the rest of the paragraph by the amount you
specify.

As shown on the ruler below, the first line is indented 1.5 cm from the rest of the paragraph (upper left
caret on the 1.5 cm mark, lower left caret on the 0 mark).



| L A T T
1 1 1 1
r

To indent the paragraph 1.5 cm from the left margin:

1. Position the pointer on the lower left caret.
2. Hold and drag the caret; then release it 1.5 cm from the margin.

The left paragraph edge will be indented 1.5 cm from the left margin. As shown on the ruler below, the
paragraph is indented 1.5 cm from the margin (lower left caret on the 1.5 cm mark), and the first line is

indented 1.5 cm from the rest of the paragraph (upper left caret on the 3 cm mark).
L | R CR A
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Note: When moving, the lower left caret always maintains its relative distance from the
upper left caret.

To indent the paragraph from the right margin:

1. Position the pointer on the right caret.
2. Click on the caret and drag it to the desired position; then release.

The right edge of the paragraph will be indented to align with the right caret.
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Tabs

Tabs align text to a specific point on the ruler, indicated by a Tab Stop.

Do not use tabs to create paragraph indents, instead, use paragraph formatting.

In a new document, default tab stops (_’_) appear on the underside of the ruler (
ICTTINP fCrT |

: )
You can insert tabs either from the Format Paragraph dialog box, or using the ruler.
Using the Format Paragraph dialog box enables you to make precise settings.
The six types of tab stops appear on the StyleBar as follows:

When you insert a tab stop, the default tab stops that precede it will be removed automatically.
Tab Definition

Left align Aligns the left edge of text at the tab stop.
Center Centers text on the tab stop.
Right align Aligns the right edge of text at the tab stop.

Decimal and Comma Aligns the decimal point or comma at the tab stop. Useful for making columns of numbers.

Bar Places a vertical bar in the paragraph at the tab stop position. Useful for creating vertical
bars in lists or tables.

Left tab stop Center tab stop Right tab stop

|':'.|.|‘E/|.|3.|.|3.|.|“.|.5.|.|E‘.|.|7.|.|3.|.|9.|.|1':!|.
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To insert tabs on the ruler:

To insert a Decimal tab at 3 cm:

1. On the StyleBar click and release on the decimal type of tab.

2. Position the pointer on the ruler at the 3 cm mark.
.L”.|.|1.||.|3.||.|3.|:|“.|.!5.

Make sure the pointer is on the lower half of the ruler.

3. Click the left mouse button to insert the tab marker onto the ruler.
The Decimal tab marker will be placed on the ruler.

| LTI LI P A T L
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Note: The preceding default tab stops are removed automatically. You can change the




default tab settings in the Format Document dialog box.

To move tabs:

If you want the Decimal tab stop at 4 cm instead of 3 cm:

1. Hold and drag the Decimal tab marker to the 4 cm mark; then release.
To delete tabs:

1. Hold and drag the tab marker to the text area.
2. Release the mouse button.

Note: As soon as the pointer is no longer on the Ruler, the tab marker disappears. If you
return the pointer to the Ruler before releasing the mouse button, you can reinsert
the tab.

Related Topics
Tables



Shortcuts
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Keystroke Commands

For the US English Keyboard

Function Command
Delete text

delete next character DELETE
delete next word CTRL+DELETE
delete to end of line CTRL+E
delete a line CTRL+L

delete previous character BCKSP

delete previous word CTRL+BCKSP
delete to beginning of line CTRL+A
Format

characters

underline a character CTRL+U
italicize a character CTRL+I

hide a character CTRL+H

bold a character CTRL+B
subscript a character CTRL+=
superscript a character CTRL+SHFT+=
Edit

commands

undo CTRL+Z

cut CTRL+X

copy CTRL+C

paste CTRL+V

clear DELETE
select all SHIFT+F2

File commands

open a file (existing) CTRL+F12
save a file SHIFT+F12

file save as F12

print a file SHIFT+CTRL+F12
close a file CTRL+F4
Insert special

characters

insert tab TAB

insert tab in a table CTRL+TAB
insert carriage return ENTER

insert line break SHIFT+ENTER
insert page break CTRL+ENTER
insert soft hyphen CTRL+-

insert non-breaking hyphen
insert non-breaking space

SHIFT+CTRL+-
SHIFT+CTRL+SPACEBAR



Find

find text

repeat last find

Reposition

go to

move left one character
move right one character
move left one word

move right one word

go to beginning of line

go to end of line

move down one line

move up one line

go to previous paragraph

go to next paragraph

go to beginning of screen
go to end of screen

go to beginning of document
go to end of document

go to logical beginning of row
go to logical end of row

go to left visual end of line
go to right visual end of line
go to previous logical character

go to next logical character
Reposition in a

table

go to next cell

go to previous cell
Select text

select one character left
select one character right
select previous word

select next word

select from beginning of line
select to end of line

select to previous paragraph
select to next paragraph
select to beginning of screen
select to end of screen
select to beginning of document
select to end of document

select entire document
Miscellaneous

change insert / overtype

change display special characters
refresh screen

last left to right font

last right to left font

Accent on-line help contents

go to next document window

exit

F2
F3

F4

LEFT ARROW
RIGHT ARROW
CTRL+LEFT ARROW
CTRL+RIGHT ARROW
HOME

END

DOWN ARROW

UP ARROW
CTRL+UP ARROW
CTRL+DOWN ARROW
PGUP

PGDN

CTRL+HOME
CTRL+END

HOME

END

F5

F6

F8

Fo

TAB

SHIFT+TAB

SHIFT+LEFT ARROW
SHIFT+RIGHTARROW

SHIFT+CTRL+LEFT ARROW
SHIFT+CTRL+RIGHT ARROW

SHIFT+HOME
SHIFT+END

SHIFT+CTRL+UP ARROW
SHIFT+CTRL+DOWN ARROW

SHIFT+PGUP
SHIFT+PGDN
SHIFT+CTRL+HOME
SHIFT+CTRL+END
SHIFT +F2

INS
SHIFT+CTRL+8
CTRL+R
ALT+LEFT SHIFT
ALT+RIGHT SHIFT
F1

CTRL+F6

ALT+F4



spelling checker CTRL+F11
indent paragraph inward CTRL+N
indent paragraph outward CTRL+M
Related Topics:

Accent Mouse techniques
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Accent mouse techniques

The mouse pointer indicates where the mouse is pointing on the screen. You use the mouse to perform
certain actions, choose menu options, or activate commands. The following is an overview of basic mouse

techniques:

To Do this...

Point Move the mouse until the tip of the pointer rests on the item you wish to point to.

Click Position the pointer; then press and release the left mouse button.

Double-click Position.the pointer; then press and release the left mouse button twice in quick
succession.

Hold and drag While depressing the left mouse button, move your pointer to the new position;

then release.
Choose a command from a menu

Click on the menu name to pull down the command list; then click on the

command.
Function Mouse techniques
select a word double-click on word
select a full line click in the margin
select line by line click in the margin and drag
select paragraph double click in the margin
select multiple paragraphs double click in the margin and drag
extend selection SHIFT+click (or drag) mouse

The mouse pointer changes shape when you move it to different parts of the screen. It may take one of four

shapes: an |-beam, an Arrow ,an arrow pointing downwards, or an Hourglass.
Pointer shape Description

I I-Beam The pointer is an I-beam in the text area. Use it to select text or to indicate where you wish to
begin typing.

% Arrow The pointer is an Arrow when it is in the Menu Bar, the ActionBar, the StyleBar, the Ruler
or the Scroll bars. Use it to choose a menu, click a button, drag a marker on the Ruler, or use the Scroll bars.

& The pointer turns into an arrow pointing downwards when you position it on the top of a table column. When
the arrow changes shape, you may click on the mouse to select the column.

g Hourglass When the pointer is shaped like an hourglass, Accent is performing a task, such as a
Save. You must wait for Accent to finish before you can execute any other task.
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Tips for typing in a word processor

Save each new file when you start working.

Press the carriage return (ENTER) only to create a new paragraph, not when you simply want to advance to

the next line.
Let the word processor determine the line and page breaks automatically.
The breaks Accent inserts are called soft breaks. Accent automatically adjusts soft breaks to changes in text.

The breaks you insert are called hard breaks. You can insert page, line, column, and section breaks by
selecting Break from the insert menu. When you insert a hard break, Accent automatically adjusts the soft
breaks that follow. Accent does not automatically adjust hard breaks to changes in text; you must adjust
them manually. Use them sparingly.

Do not use spaces to align text. Alignment done with spaces may produce unexpected results because the
size of a space varies according to the font used, its point size, and the alignment of the paragraph. Instead,
use tabs for precise results.

Use Format Paragraph to set paragraph indents, the indent of the first line of a paragraph, paragraph
alignment, and space between paragraph.

If you find yourself doing the same document formatting to many documents (e.g. you always make top
margin smaller than the default or always change your NormalPar's font to Arial) then create a template
which already has your changes in it and make that your default template. Just click the "new from template"
button instead of the"new" button.

To have Accent load a document on startup, include the documents name on the command line, after
Accent.exe

If you want space between paragraphs, instead of pressing ENTER twice, select Paragraph from the Format
menu, and set Line Spacing After. If this seems like a lot of work compared to pressing ENTER , remember
that paragraph fomatting is copied from one paragraph to the next, and until you change it, each paragraph
that you type will have space after it (the amount you set in Line Spacing After).
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Customizing Accent

Setting Accent's default typing language

Whenever a new document is opened, Accent's default language will appear in the Language box on the
StyleBar. You can set this default language to be whatever you choose, by selecting Default Language....

from the Options section of the Utility menu.
Selecting a right-to-left default language (Hebrew or Arabic) will ensure that new documents always begin in right-to-
left mode.

Changing the keyboard associated with a typing language

When typing in different languages, many users prefer to work with the keyboard layout that corresponds to
the standard IBM keyboard for that language. Therefore, Accent has provided keyboard mappings for each
language that it supports.

When you switch languages using the Language box on the StyleBar or in the Format Character dialog box,
your keyboard layout will change to the one associated with that language. The name of the current
keyboard layout appears on the status bar, in the third box from the left. Should you prefer to use an
alternate keyboard for that language, you can set the associated keyboard.

To change the keyboard associated with a particular language, select Keyboards... from the Options section
of the Utilities menu. The Associate Keyboard with Language dialog box will appear.
»]

Select the language whose keyboard you wish to change. Click the Change... button, and select the desired
keyboard. Now, whenever you choose that particular language using Accents Language box, you will be using the

keyboard you want. These associations between keyboards and languages are automatically saved, and used every
time you start up Accent. Clicking Reset All returns all the keyboard associations to their default settings.

Viewing paragraph marks and special characters

You may want to display the paragraph marks (1) to make it easier to see the ends of paragraphs. In the

StyleBar, click on the View Special Characters button.

Alternatively, select Special Characters from the View menu. Paragraph marks, spaces (as dots), and all special
characters will appear throughout the document. The paragraph marks and other special characters (such as non-
breaking spaces) will not appear on the page of a printed document.

Arranging document windows

Select Cascade, Tile, or Tile Horizontally from the Window menu to arrange your screen when you have
several document windows open at the same time. The Cascade command will adjust the size of all
document windows and layer them in the work space. The Tile command will adjust the size of all document
windows and arrange them side by side in the work space. Tile Horizontally will adjust the size of all
document windows and arrange them as horizontal rows in the work space.

To begin working with a specific document, click on it or enlarge it by clicking the maximize button in the



window that you want.

To create a document icon,click on the Minimize button of the document window. Double click on the icon
to restore the document.

Backup copies

By default, Accent creates a backup copy of every document you edit. These files are saved with a BAK
extension. To turn off this feature, select Save... from the Options section of the Utilities menu, and clear the
Save Backup Copy check box.

Auto save

You can have Accent automatically save your work at regular intervals. By default, this option is turned off.
To turn this feature on, select Save... from the Options section of the Utilities menu, then click on the
Autosave check box. Once you turn Autosave on, Accent will automatically save your work every 10
minutes. Click on the up and down arrows on the spin box to change the interval.

Ruler origin options

Accent offers two ruler modes: page border and margin. By default, the ruler origin begins at the margin. To
change the ruler origin, select Ruler Origin from the Options section of the Utilities menu. Select either Page
Border or Margin.

Units of measure

Another way Accent lets you customize your work environment is by letting you select which units of measure you
use while editing. The initial default unit of measure is taken from your settings in the International section of the
Windows Control Panel. You can change this setting in Accent to use centimeters, inches, points, picas, or
ciceros. To change the unit of measure, select Units of Measure from the Options section of the Utilities menu.
Select the units. Immediately you will see that the rulers units have changed. This also affects the units used for
tab stops, line spacing, indentation and spacing between paragraphs.

Toggling inheritance

By default, Inheritance is off. To turn on inheritance, select Inheritance from the Options section of the
Utilities menu. When there is a check next to it on the menu, Inheritance is on, and Character Styles can be
used.

Overtype mode

If the insertion point is positioned next to a paragraph mark, the text you type is inserted normally. If
however, the insertion point is placed next to existing text, you have two choices:

to type over existing characters (overtype mode)
to have the new characters push aside the existing text (insert mode)

By default, Accent works in insert mode. You can toggle between the two modes by selecting Overtype
Mode from the Edit menu, or by pressing the INSERT key on your keyboard. The current mode (OVR or INS)
appears in the status bar, in the fourth box from the left.

No matter which mode you choose, typing will always replace selected text.



View zoom

Accents zoom feature lets you see your document up close for easier editing of small fonts. You can also
stand back to see what the entire page will look like. The default setting is 100%. Other options include
Enlarged (200%), Reduced (50%), Page Width, Full Page, Facing Pages and a user-customized setting
from 10% to 500%.

To set the zoom, select Zoom from the View menu. Select the zoom size from the sub-menu.
Hiding graphics
Displaying graphics can be slow, so you may prefer to edit your text without displaying them.

To hide graphics, select Graphics from the View menu. Click until the check mark disappears. In place of
your graphics, you will see placeholders (boxes with X S in them). The boxes will be the same sizes and in
the same positions as the graphics, but, unlike the graphics themselves, will display quickly as you scroll
through and work on your document.

Hiding the StyleBar, ActionBar, ruler, and status bar
You can customize Accent to display or hide the ruler, status bar, StyleBar, and ActionBar. The default

setting is to display all of these bars for easier editing; hiding them will provide more screen space for you to
view your document.

To toggle these, select the View menu. Screen elements that are currently displayed will be checked. Toggle
the screen element whose status you wish to change.



Fonts
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Fonts

Afont is a set of characters letters, numerals, punctuation marks, and miscellaneous characters (such as
%) that are designed with similar characteristics.

Fonts are measured in points, from the top of upper case and ascending letters (I, h, etc.) to the bottom of
descending letters (j, g, etc.). One point equals 1/72 of an inch (about 28 points equals 1 cm). A font family
includes the standard style, bold, italic, and bold italic.

Below are some examples:
This is 12 point standard Arial.
This is 12 point italic Arial.
This is 12 point bold italic Arial.

This is 18 point bold Arial.

This is 12 point standard Times New Roman.
This is 12 point italic Times New Roman.

This is 12 point bold italic Times New Roman.

This is 18 point bold Times New Roman.
This is 12 point standard Courier New.
This is 12 point italic Courier New.

This is 12 point bold italic Courier New.
This is 18 point bold Courier New.

Accent uses three types of fonts. Screen fonts appear only on screen. Printer fonts are built into the
printer. To use them with Windows and Accent, you must install matching screen fonts. Most convenient of
all are TrueType fonts (TTF) which appear on screen and in print. With TrueType fonts, What You See on
screen Is What You Get in print (WYSIWYG). There is no need to install screen fonts to match your printer
fonts.

TTFs are scalable to any size. However, some TTFs have associated screen fonts (which come in defined
point sizes) to make the characters clearer on screen in small sizes.

In the font box on the StyleBar, TTFs are indicated with a TT next to the font name.

Related topics:

Font maps

Windows Character Map
Fonts included with Accent
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Font maps

Accent provides several Font maps in later screens of this section for your convenience. As mentioned
above, a font is a set of characters letters, numerals, punctuation marks, and miscellaneous characters
(such as %) that are all of the same style.

A font map shows you the numeric (or ASCII) code of each character within the font set. For example, in a
Western font the code for the number "0" is 0048, the code for the number "9" is 0057, the code for the letter
"A" is 0065, and the code for the letter "Z" is 0090.

Generally, you will type the characters you want simply by pressing the key on the keyboard. However, some

special characters must be typed using the character's numeric code. For example:

To type an em dash - an elongated dash - in a Western font:

1. On a standard PC keyboard, press the NUM LOCK key to set the Num Lock, if it is not already on. (You
need not do this if you have an extended keyboard.)

2. While holding down the ALT key, press 0, then 1, then 5, then 1, and then release the ALT key.
The em dash will appear at the insertion point.

If you wanted to, you could even type an "A" using its numeric code (0065).

Related Topics:

Arial (Latin set

TimelTCY (Cyrillic set)
TimelTGR (Greek set)
TimelTTU (Turkish set)

David (Hebrew set

Malik (Simplified Arabic set)
Medina (Traditional Arabic set)
Wingdings (Symbol set)
Symbol (Symbol set)
Windows Character Map
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Arial (Latin set)

Key to the font map

Each box contains two lines a main character and a number. The number is the numeric code of the main
character. If a rectangle appears in the box in place of a character, it means that this particular font does not
have a character for that numeric code.

0|@|P p OO lABlald
52 45 64 =) 1) 112 125 144 160 176 192 205 224 240
L1l AlQlalglO| " | j|x[A|N]|alf
33 43 &5 &1 ar 13 123 145 161 177 135 203 225 241
"12|BIRIb{r |, |gl|A[O]aE]Dd
54 5o 1] &2 A5 114 130 145 162 175 134 210 226 242
#|13|C|S|cls|fl"|E[3F|AlO]a]|D0
35 & &7 &3 A3 115 131 147 163 113 135 21 227 243
F14|1D|T{d|t |, |" =] [AlOC]|&a]d
36 3] =X G4 100 16 132 145 164 150 136 212 225 244
Wl S| E|Ule|ul |~ |¥|p|A|O]&|S
3T 3] 3 &5 i 117 133 143 165 151 137 213 223 245
& | B W f v | T =| 1 TIE & | 0
1] 1. Ta 6 102 15 134 150 166 152 155 214 230 245
TG W g w [T — & =G|+
33 ] Il 1) 103 13 135 151 167 153 133 215 23 247
(|8 Xlhlx| || |.|E|l@|&]|@
4 ) T2 1] 104 120 136 152 165 154 200 216 232 245
) LY i |y |Fe™|&Y EIU]&|0
41 5T T3 2] 105 121 137 153 163 155 2 217 253 243
G Zlilz|s|s|2|*|EIU]&|U
42 L] T4 an 106 122 138 154 170 156 202 215 2354 250
+ KD kT ey |a]en & d
43 5 75 k=1 107 123 133 155 M 157 203 213 235 25
O T Y O = = s T /0 I OV R I Y
44 &0 TG a2 105 124 140 156 72 155 204 220 236 252
Sl =M Im | O(O)] -0y
45 &1 T a3 103 125 141 157 173 153 205 23 23T 253
=N n]~|O(O0|® %] | il p
45 62 TS a4 1 126 142 155 174 130 206 222 255 254
N _|o |00 b I T I O A I
47 3] T3 a5 1 127 143 153 175 131 207 223 233 255
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TimelTCY (Cyrillic set)

Key to the font map

Each box contains a main character and a number. The number is the numeric code of the main character. If

a box is empty, that simply means that the font does not have a character for that numeric code.

o|l@| P p | B|b AP | alop

a2 L]} 2. [ [=] -1 11z 1= 1dq. 1e0 1re 1w fn] | 224 80
! 11 A|Q|a|laga|T | | ¥|+|B|C|6|c
33 43 B3 1l or 113 1z9 143 161 1rr 1m 208 223 241
"1 21 BE|R|b |t . ! ¥| I|EB|T|Ee|T
kL3 0 BB [ 4 a1 1ia pEL] 143 1 in 1o 2o 28 L -
#1131 C| 5| c| s N N 1 (T |[¥F || ¥
i il BT [ k] g8 115 131 187 1@ 1ra 193 211 22T 2da
14| D|T|d]|t - Tl |l T ||| | d
£ i gl Id 1o 11e 13z 141 1 1o 19g 21z 221 2o
wlS|E|lU|le|ul|l.|*|T|pn|E|[X]|e|zx
aT i3 [1:] [ 1ol 11r 133 hLA] 1ei il 1a7 Rkl 229 243
|| F |V | |v |1t ]|- : T3 || =x]| o
3l id ™ 18 e 1l 134 1o 1lea iz 1m 2la 23a LT
' TG |W|leg|w!|3|—]| 8§ ' S LS I I
g 1] Tl T 1 119 133 151 1er 12 19m 213 23l ogT
(| 8|H|X|h|x |1 0 E|l e | M || g | m
g0 H 'rd 11 1= 1z0 13g 1iz 1l 18 ieu] zla 23z L] |
) Sl T Y | 1|7 % |™| ©|MN ||| & |um
L3 T T3 19 10s 1=1 1ar 133 1e9 i H 2ol 2T 233 248
# JI1Z1 |l z|JBlr|E|e|K|DB| x| =T
. +4 il T4 o0 1os 1=z 1 1ig 1 11s 202 i1 234 23
+ N - T I I+ { i ¥ @ | »w | JJ|BI|n | m
g3 ig Ti ol 1o 1=a 13g 133 1rl T fnc) zls 233 2il
] < | LY 1 | || & | = I M| B | M| =B
o) 2] Th = hie] | 124 140 1ia i in 2o 2z 238 2iZ
- = (M| 1 |[m|} | K]|&]|Il S| H|3 || =
g3 Bl T sl jlel] =5 141 17 ima 119 203 2l 2arT 233
. >IN |n| "R B|®|:z|C|K|o|w
LT B2 71 O 110 1ze 14z iH | 1ra 190 208 222 231 24
! TIO _ | e I | I1 | 11 I 1 || d | ol a
4T ] T L 111 =7 143 1im 17 191 2oT 223 23g 233
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TimelTGR (Greek set)

Key to the font map

Each box contains a main character and a number. The number is the numeric code of the main character. If
a box is empty, that simply means that the font does not have a character for that numeric code.

o(@| P |p| 0|0 S T O I A O O -
az al & L] 95 11z 121 JLE] ] Irg | 1= B | ZZd | zdo
vl1lAalglalaglO] ] [t]lalP|alp
a3 LE:] [ 11 o7 113 | 129 145 161 rr | 1m 208 | 225 | 241
vl2lB|R|(b ||, |Aalz|B|D|pB]|C
ad Hil 65 [H a1 114 13n | 145 162 171 isd | 210 | 226 | 242
#|13|C|8|lc|alfl“|E|[¥|T|Z|v|co
a5 il 1 14 ag 115 131 1ar 1gs 1ra 1m5 zil 227 2dd
slalD|(Tlalt|,]|”|=] " |AalT]|3]|
ag i2 4] L o0 11§ 1az LT 14 o | img | 21z zzl | zod
WIS E|[Ule|ul|l.|* | ¥|[pu|[E|[Y|e|0v
ar i &9 15 1o 117 133 143 165 il | i | 213 zz8 | 243
gle|F|v| fl~|Ft|-|"|1]lz]|e|C]|d
al i kil 15 1oz 1 ag | Ll 166 uz 1891 Z2ln | 230 | zds
lrle|lwlelwl | =8| [HIX|1]x
LE] 1 71 " 13 113 135 131 167 bLE] 198 | 213 29l | zor
(lelH|X|w|=z|0|0]"|E|® 8|y
L] H 7 1 1ie 1z g | 1z 1a1 lig |20 | 2ls | 292 | 2a0
VeI Y |ty |%|™e[H|I|[Q|lt]|w
a1l i ] 19 105 121 lar | 153 168 s 200 | 217 | 293 | 249
* T Z 3=z 0|0 )0 | T|K|I|x]i
a2 Hl L] 80 108 122 131 154 1r g | 2o@ 21 234 | 250
+ El [l || «<|+|a]ln|A|Y|A|D
43 59 i al Ior 1za 1ag 155 irl rr 2o zis 235 25l
<yl lolo]-]o|lMl&|lulsd
e ] T = 1on 1z4 1o | 138 1 i | 2e | zzo | 298 | 252
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TimelTTU (Turkish set)

Key to the font map

Each box contains a main character and a number. The number is the numeric code of the main character. If

a box is empty, that simply means that the font does not have a character for that numeric code.

o|l@|P | |p|0|0D *lA|G| el g
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David (Hebrew set)

Key to the font map

Each box contains a main character and a number. The number is the numeric code of the main character. If
a box is empty, that simply means that the font does not have a character for that numeric code.
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Malik (Simplified Arabic set)

Key to the font map

Each box contains a main character and a number. The number is the numeric code of the main character. If
a box is empty, that simply means that the font does not have a character for that numeric code.
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Medina (Traditional Arabic set)

Key to the font map

Each box contains a main character and a number. The number is the numeric code of the main character. If
a box is empty, that simply means that the font does not have a character for that numeric code.
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Wingdings (Symbol set)

Key to the font map

Each box contains a main character and a number. The number is the numeric code of the main character. If

a box is empty, that simply means that the font does not have a character for that numeric code.
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Symbol (Symbol set)

Key to the font map

Each box contains a main character and a number. The number is the numeric code of the main character. If
a box is empty, that simply means that the font does not have a character for that numeric code.

0| =]|0O x| 0|0 |lwlz]|le| O
52 43 -5 &0 El] 112 123 144 140 174 1oz 208 224 240
[t lalelalelOolol Y|z 7] (]
23 40 a5 g1 o7 113 120 145 141 177 103 209 225 241
vl 2Bl PleglpelOolo]l ["|®w|le@|le]|]l

34 0 G o £ 114 130 145 152 178 154 210 224 242

# 3| x|lzlxlololol=z=lzleplele]|T

35 31 a7 &3 s 115 131 147 163 17e 125 211 227 243

3lalalrlel ool s <@ [=]™]]

34 52 a8 34 100 116 132 143 164 180 106 21z 228 244

wl s |EBE|T|eluv|0l0|e|«c|@|nnlz]])

a7 53 a0 25 101 117 132 140 155 181 107 213 220 245

lele|cle|w|OlO]rlalal ] 7]

38 54 7o [ 10z 118 134 150 154 132 158 214 230 2445

s 7| Clalv|le|lOlO[@|[e[a] [T
7
It]

= 35 71 [ 10z 112 135 151 187 183 o0 215 231 247

(| 8| H n| elo|loO]e|=]u]|=]L]/

40 54 72 & 104 120 136 152 168 184 200 216 232 243

s [ 1 || v|lw|OlO[w|[=]=aT]T

41 57 73 a2g 105 121 137 152 150 185 201 217 233 240

« sl zZlelclOlO[al=]zw]|T]1

42 58 T4 0 104 122 138 154 170 134 202 z18 234 250

k][ [xl¢lololel=elas] 1|1

+
43 a0 T3 o1 107 123 152 155 171 187 203 219 235 251
Clelal o lal ool el T]T
a4 an Fa Q2 108 124 140 154 172 188 204 220 234 252
- =M1yl OolO[T] T[T ]F
<45 &l 7 Q3 100 125 141 157 173 130 205 221 237 253
s NM|L|v|~lolol==]el=]1]]
45 a2 73 o4 110 124 142 158 174 190 206 222 258 254
7o o|lojololl]ale[T]T O

47 a3 78 o5 111 127 143 159 175 121 207 223 239 255




g

=
g3
g

=
Windows Character Map

A font map utility called Character Map is in your Windows Accessories group. Double-click on the Character

AP

Map icon Lharacter Map open the utility.
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|Ta|:||e DfEWaracters in the zelected font. f’Mﬁke: Al+0174

Keystroke box

Grid box

The current font is displayed in the Font box. To view a different font, click on the down arrow to open the drop-down
list of fonts; then click on a font to select it.

The Grid box displays all the characters in the font set. To select a character, click on it (marking it with a dark
border). The numeric code for the selected character will appear in the Keystroke box.

To insert characters into your document, you can use the numeric codes (as described above), or you can copy them
from the Character Map window. The Characters to Copy box displays characters that you have selected to copy. In
the Character Map above, the registered trademark ® is selected.

To select a character to copy from the grid box, double-click on it; or else click on it once, and then click the Select
button. The character will appear in the Characters to Copy box. In the Grid box, the character will be marked with a
dark border.

To insert characters into your document:

1. Double-click each character you wish to copy. Make sure it appears in the Characters to Copy box.
2. Click on the Copy button to copy the characters to the Clipboard.

3. Return to your Accent document.

4. Position the insertion point where you want to insert the characters.

5. Use the Paste command (or Paste button) to paste the characters from the Clipboard into the
document.



Note: If the characters you pasted appear incorrectly (i.e. they are not the characters that
you copied), select them; then choose the font that you were using in the Character
Map.

Related Topics
KeyMaps
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List of Fonts included with Accent
Aharoni (TrueType)

AlteSchD (TrueType)
AvantGarGotltcT (TrueType)
AvantGarGotltcT Bold (TrueType)
AvantGarGotltcT Bold Italic (TrueType)
AvantGarGotltcT Italic (TrueType)
BalloDDroSha (TrueType)
BauerBodT (TrueType)
BauerBodT Bold (TrueType)
BauerBodT Bold Italic (TrueType)
BauerBodT lItalic (TrueType)
BlippBlaD (TrueType)
CoopeBlaDBol (TrueType)
CoppeTMed (TrueType)

CouriM (TrueType)

CouriM Bold (TrueType)

CouriM Bold Italic (TrueType)
CouriM ltalic (TrueType)
CouriMCY (TrueType)

CouriMCY Bold (TrueType)
CouriMCY Bold ltalic (TrueType)
CouriMCY ltalic (TrueType)
CouriMEE (TrueType)

CouriMEE Bold (TrueType)
CouriMEE Bold ltalic (TrueType)
CouriMEE ltalic (TrueType)
CouriMGR (TrueType)
CouriMGR Bold (TrueType)
CouriMGR Bold Italic (TrueType)
CouriMGR ltalic (TrueType)
CouriMTU (TrueType)

CouriMTU Bold (TrueType)
CouriMTU Bold Italic (TrueType)
CouriMTU ltalic (TrueType)
CyrillicHelv (TrueType)
CyrillicHelv Bold (TrueType)
CyrillicHelv Bold Italic (TrueType)
CyrillicHelv Italic (TrueType)
CyrillicTimes Bold (TrueType)
CyrillicTimes Bold Italic (TrueType)
Cyrillic Times ltalic (TrueType)
CyrillicTimes Roman (TrueType)
David (TrueType)

David Bold (TrueType)

Dor (TrueType)

Dor Bold (TrueType)

FrankRuehl (TrueType)
FrankRuehl Bold (TrueType)
GaramltcT (TrueType)
GaramltcT Bold (TrueType)
GaramltcT Bold ltalic (TrueType)
GaramlicT ltalic (TrueType)
Hadassah (TrueType)




Hadassah Bold (TrueType)
Hayim (TrueType)

KivunPi

Koren (TrueType)

Koren Bold (TrueType)

MF Graffiti (TrueType)

MF Ramot (TrueType)

Miriam (TrueType)

MurraHilD (TrueType)

Narkisim (TrueType)

Narkisim Bold (TrueType)
NarkisTam (TrueType)
NarkisTam Bold (TrueType)
NarkisTam Light (TrueType)
NimbuSanL (TrueType)
NimbuSanL Bold (TrueType)
NimbuSanL Bold ltalic (TrueType)
NimbuSanL ltalic (TrueType)
NimbuSanLCY (TrueType)
NimbuSanLCY Bold (TrueType)
NimbuSanLCY Bold ltalic (TrueType)
NimbuSanLCY ltalic (TrueType)
NimbuSanLEE (TrueType)
NimbuSanLEE Bold (TrueType)
NimbuSanLEE Bold ltalic (TrueType)
NimbuSanLEE lItalic (TrueType)
NimbuSanLGR (TrueType)
NimbuSanLGR Bold (TrueType)
NimbuSanLGR Bold Italic (TrueType)
NimbuSanLGR lItalic (TrueType)
NimbuSanLTU (TrueType)
NimbuSanLTU Bold (TrueType)
NimbuSanLTU Bold Italic (TrueType)
NimbuSanLTU ltalic (TrueType)
Ophir (TrueType)

OptusTReg (TrueType)
OptusTReg ltalic (TrueType)
OptusTMed (TrueType)
OptusTMed ltalic (TrueType)
ParkAveD (TrueType)

Rashi (TrueType)

Rod (TrueType)

Sivan (TrueType)

Stam (TrueType)

TimelT (TrueType)

TimelT Bold (TrueType)

TimelT ltalic (TrueType)
TimelTCY (TrueType)
TimelTCY Bold (TrueType)
TimelTCY ltalic (TrueType)
TimelTEE (TrueType)
TimelTEE Bold (TrueType)
TimelTEE ltalic (TrueType)
TimelTGR (TrueType)
TimelTGR Bold (TrueType)
TimelTGR ltalic (TrueType)
TimelTTU (TrueType)
TimelTTU Bold (TrueType)
TimelTTU ltalic (TrueType)
VanDijD (TrueType)

Vilna (TrueType)

Vilna Bold (TrueType)



Accent Fonts (VGA)
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Inherit

Using Accent's Inheritance feature, you can easily maintain consistency between styles. For example, you
can define one underlying style, then selectively inherit attributes to make slight changes in other styles.

Suppose you are writing a company newsletter with three levels of headings. You want each of these
headings to be a different size, but otherwise to look the same (same font, all bold, and all centered):

Headline
Column Title

Section Header

The Inheritance feature can be activated through the Options list in the Utilities Menu. If a check mark
appears next to the word Inheritance, the feature is active. If not, click on it to activate Inheritance. Using the
Inherit feature, you can define the Headline style as Arial, bold, 20 points, and centered. Then define the
ColumnTitle style as based on Headline, and inherit every attribute, changing only the point size to 15
points. Similarly, the SectionHdr style can be based on Headline, inheriting every attribute except point size,
which will be set to 12. Now, if you wanted to make all three styles italic, simply change the base style
(Headline) to italic. The other two styles will inherit the italic value from the base style:

Headline
Column Title

Section Header

The Inherit feature allows you to maintain consistency between styles, much the same way that styles allow
you to maintain consistency between sections of text.

Related Topics:

The Paragraph Inheritance chain
The Character Inheritance chain

How to activate Inherit
How Inherit works
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How to activate Inherit

The Inheritance feature can be turned on or off through the Options list of the Utilities Menu. When
Inheritance is on, text attributes such as bold or italic can have the value of Inherit, in addition to the usual
values of on or off. All text has an underlying style. When a text attribute has the value Inherit, it means that
the text gets the value for that attribute from the underlying style. When you apply a style to selected text,
the applied style becomes the underlying style of the text.

All styles also have attributes, and these attributes can also have the value of Inherit. Every style is based
on an underlying style. As with text, whenever a style's attribute has the value Inherit, it means that the style
gets the value for that attribute from the underlying style.

You can create a chain of styles, one based on another; you can have a chain of character styles and a
chain of paragraph styles. Accent will dynamically search up the chain of styles to resolve the values of
Inherited attributes. At any time, you can go into the Format Character or Format Paragraph dialog box and
click the Actual button to display the resolved values.
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How Inherit works

When Inheritance is turned on, the default setting for character attributes is Inherit.

= Format Character

Attributes—————— Font i
........... I Inherit

Cancel

Italic Paint Size
Undeline I|ﬂhErlt E At
E

Language
Strikethrough =anguag
Hidden Inheri

Direction Foreground Colowur

| Inheit |5| ket

M|

[ Chagacter Spacing Background Colour

Spacing | Inherit E By | = Inherit
Position Ilnherit IEI ﬁpl E Style

INu:une

[ 14

[1+]

¢ In the Drop-down combo boxes, such as the Font and Direction boxes, the Inherit option is
selected. Open the list to choose a different option.

¢ In the Position box, the Inherit button is selected. To select a different option, click on a
different button.

¢ In the Attributes box, each check box has three options:

Entry Meaning

L1 — blank The option is off.

Bl — x  The option is on.

[ — uparrow  The option is inherited.

Character properties are set by using the Format Character dialog box or by clicking on a format button
(bold, etc.) from the StyleBar. If Inheritance is on, you may choose to inherit a property rather than set a
specific value. You can inherit character properties from a character style by selecting it from the Style box in

the Format Character dialog box, or from the StyleBar.

Paragraph properties are set by using the Format Paragraph dialog box or by clicking on a format button
(justify, etc.) from the StyleBar. If Inheritance is on, you may choose to inherit a property rather than set a
specific value. You can inherit paragraph properties from a paragraph style by selecting it in the Style box in
the Format Paragraph dialog box or from the StyleBar. Paragraph styles include character attributes.

When a property is defined with a specific value other than Inherit, Accent does not need to look elsewhere



for its value.
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The Paragraph Inheritance chain

When you choose Inherit for a character or paragraph property, Accent checks the underlying chain of styles

until it finds a value for that property.

Paragraph
chain values
found
Attributes Hhment
s &) paragraph
[ ntalic
T +
~ Attributes Alignment
i Inherit * | paragraph
style 2
t t
~Attributes  Alignment
Inherit *| paradraph
L] Italic

In the paragraph chain diagram above, paragraph style 3 inherits alignment from paragraph style 2, which in turn
inherits alignment from paragraph style 1, where alignment is left. A paragraph that is formatted with any one of these
three styles will be left aligned (and bold).

The highest level for paragraphs is NormalPar, which has all of its attributes resolved (i.e. no Inherits).
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The Character Inheritance chain
Hone
[inherit frarm
underlying
paragraph style)
value
L) found
Attribute
e Y character
E BDI.- S‘t':."IE 1
] nalic
+ +
[ Attributes
w character
S atyle 2
[ ] nalic
+ 1
™ Attributes
i character
Bold: i3
] 1talic

In the character chain diagram above, character style 3 inherits the bold attribute from character style 2, which in turn
inherits bold from character style 1, where bold is on. A character that is formatted with any one of these three styles
will be bold.

The highest level for characters is named None. None indicates that the search continues to the underlying
paragraph style. For example, if the Bold value of character style 1 had been set to Inherit, the search for the value
would have continued into the underlying paragraph style.
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accelerator keys
ActionBar

adding
columns
columns to a table
headers and footers

page breaks
page numbers
paragraph borders
rows to a table
sections to a document
text and graphics to a table
words
to the default dictionary
to the user dictionary
aligning
paragraphs
tables

Application Control menu




applying
character direction
character styles
formatting
to characters
to paragraphs
to sections
styles
Arabic
diacritics
inserting into a left to right paragraph
kashida justification
ligatures
numerals
arranging windows
ASCII files
ASCII tables
Associating keyboards with a language
attributes
character
document
paragraph
section
automatic
backups
hyphenation

page breaks
saves

B

backing up documents
bars

ActionBar
document title bar
menu bar
scroll bars
StatusBar
StyleBar
Berlitz® IntergreterwI
bidirectional

copying text
documents

ﬁg_

Bitmap (BMP) files
bold
borders
paragraph
table
breaks

Cc

carets, indentation




cascading windows
cells
adding text to
deleting text from
formatting paragraphs in
moving between
selecting
centering text
changes
preventing
undoing changes
changing
character size
column width
column width in a table
default typing language
default tab stops
fonts
fonts for mutlilingual text
foreground and background color

keyboard layouts
languages

line spacing

margins
number of columns

layout

numbering
size and orientation

paragraph
alignment
direction
indents
point size
row height
space
before and after paragraphs
before and after tables
styles
tab stops

templates
units of measure

window sizes
character

attributes

applying formatting to

boldening, italicizing, and underlining
direction

inheritance chain

choosing fonts
Clipboard, Windows
closing
documents
Accent

code, language



collating documents
color
adding to tables
foreground and background
columns
adding
adding to a table
breaks
deleting
deleting from a table
direction

selecting in tables

compatibility
compressing files
converting
documents to templates
files from other formats
Copy Visual
copying
bidirectional text
in tables
special characters from Windows Character Map
styles
text and graphics
counting words
creating
character styles
custom dictionaries
data files
documents
documents from templates
footers
form files
headers footers

paragraph styles
tables

templates
custom dictionaries

customizing Accent
cutting
in tables

text and graphics

default
dictionary
tab stops
typing language

dates,inserting
deleting

borders
documents
footers

graphics
headers



Hebrew vowels

page breaks
passwords
section breaks
styles

tab stops

tables

text and graphics

text and graphics from a table
word from user dictionaries

diacritical marks
dialog boxes
dictionaries
default
user
direction

disk space, saving
documents
applying formatting to
backing up
bidirectional
closing
compressing
converting
copying styles from other
creating
deleting
encrypting
exporting
finding
icons, making into
importing
navigating
new
opening
opening as read only
opening from templates
opening most recently editied
paginating
printing
renaming
saving
security
selecting entire
templates
changing
creating
saving documents as
starting documents from
title bar
viewing multiple
double spacing

E

Encapsulated PostScript (EPS) files



encrypting documents
enlarging characters
exiting Accent
exporting documents

F

faxes, sending
fields
inserting
printing
searching for text in
viewing

backing up

BMP (Bitmap)

closin

compressing

converting from other formats

converting to other formats
creatin

data
eletin

encrypting

L

uﬁ

[

opening

paginating

PCX (Paintbrush)
rinting to

enamin

RTF (Rich Text Format
avin

IF

WMF (Windows Metafile)
filters, graphic
finding

documents

text

flag, language
font_

box
changing for multilingual text
choosing
included with Accent
preview box
sizing
footers
form letters, creating
formatting
actual
characters
copyin
documents
graphics

:

"



paragraphs
paragraphs in a table
sections

table borders and shading
text

shortcut keys

with styles

G

GIF files
going to
graphics
adding and deleting in tables

copyving, cutting, and pastin

importing

inserting

sizing
gridlines
gutters

H

hanging indents
hard_

page breaks
spaces
hyphens
header record
headers
Hebrew
inserting into a left to right paragraph
vowels
help
changing the language of
contents
how to use
searching for help topics
hidden text
hiding
graphics
table borders
text

the StyleBar, ActionBar, StatusBar, and ruler
Hindi numerals

hot files

hyphenation

hyphens
hard

viewing

icons, making documents into
importing
documents



graphics
indentation carets

indenting
paragraphs
tables
Inheritance
character styles
how Inherit works
how to activate inherit
paragraph styles
insert mode
inserting
Arabic diacritics
columns in a table
column breaks
dates
fields
graphics
Hebrew vowels
line breaks

page breaks

page numbers
rows in a table

section breaks

tabs in a table

text and graphics in a table
inside lines in a table

italicizing
J

justification, kashida
justifying paragraphs

K

kashida justification

kerning
keyboard

accelerators
associating a language with
changin

layouts
maps

shortcuts
KeyMaps

L

landscape page orientation
language
associating with a keyboard
box
changing
default language
menu

typing




Q
Q.

ode
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last left to right/right to left
marking text with
typing in more than one
layout, page
liguatures
line
breaks
numbers
selecting
spacing
spacing in tables
linking documents to style sheets

main documents
margins

measurement, units of
menu

bar

languages
merging documents

modes, overtype and insert
mouse shortcuts

moving
between cells in a table
tab stops
text
multilingual
fonts
keyboards

spell checking
text

N

navigating documents
new

documents
creating
from templates

saving
sections

Nikud
noncontinuous section starts
numbers

Hindi and Arabic

line

page

section
nonbreaking hyphens
nonbreaking spaces
nonprinting characters
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online Help
changing the language of
contents
how to use
searching for help topics
opening
documents
as read only
from templates
most recently edited
options
Arabic language
dialog box
find and replace
import filter
KeyMaps
opening documents
printing
saving
spell checking

table borders and shading
orientation

Nz

§

-

ule
overtype mode

~

orientation
size
paginating documents
paragraphs
aligning
applying formatting to
attributes
borders
direction
indenting
inheritance chain
ine spacing
marks
selecting
spacing before and after
styles
passwords
Paste Special
pasting
special characters from Windows Character Map
text and graphics
PCX files
point sizes
portrait page orientation
preventing changes




preview box
previewing documents
print merge

printer setup

printing documents

Q

quitting Accent

R

read-only documents
replacing text
reverting to last saved version
resizing graphics
Rich Text Format (RTF) files
rows
adding
deleting
height
selecting
ruler
formatting paragraphs with
hiding
origin

viewin
S

saving
automatically

disk space
documents

selections

styles
screen

customizing

parts of
scroll bars

searching
for text
on line help
sections
attributes

applying formatting to
continuous and non continuous starts
starting new
selecting
all

I
columns
dialog box options

Ine
paragraphs
rows

tables

o
@
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text
selection



printing

saving
sending faxes
setup, printer
shading tables
shortcuts

keyboard
mouse

shrinking characters
sizing
characters
document windows
page
soft page breaks
spacing
before and after paragraphs
before and after tables
double
special characters
spelling, checking
splitting tables
StatusBar
style sheets
Stylebar
styles
adding to style sheets
applying
character
paragraph
subscript
superscript

T

tables

adding columns
adding rows
adding text and graphics
aligning
borders and shading
cell width
column width
deleting

rows

columns

text and graphics
direction

formatting

frame

gridlines

indenting

inserting

inside lines

line spacing

moving between cells
row height

selecting

setting the number of rows and columns
shading and color
spacing before and after
splitting




tabs

templates
creating, modifying, and saving
starting documents from

text
adding and deleting in tables
aligning
Arabic
area

boldening, italicizing, and underlining
coding tables

Cyrillic set

Greek set

Hebrew set
Simplified Arabic set

Symbol set
Traditional Arabic set

Turkish set
Western set

copyin
deleting
finding and replacing
finding
formatting
hidden
marking with a language
moving
overtyping
pasting
replacing
selecting
sizing
tabs, default
tabs, inserting, moving and deleting
tabs, inserting in a table
tabs, types of
translating

templates
creating and changing

opening documents from
text

thesaurus

TIFF files

tiling windows

time and date

title bar

translating

TrueType fonts

typing
bidirectional
language
typing in other languages

U

underlining
undoing changes

unindenting
units of measurement

user dictionaries
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viewing
multiple documents
options

w

Window description
windows

cascading

tiling

tiling horizontally
WME files

words, selectin

Y4

zooming






