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MODULE 13 W NDOW MANI PULATI ONS
Thi s nodul e expl ai ns wi ndow nani pul ati ons and reasons why you will want to nmove
wi ndows.

When you cone to the indented paragraph with a check mark, follow the instructions.

PREREQUI SI TES

Conpl etion of Mddules 5, 6, 7, and 9.

OBJECTI VES

At the end of this nmodule you will have |earned:
1. How to nove a wi ndow or nenu boundary |ine.

2. How to split the docunent wi ndow, allow ng you to view nore than one area
of a single docunent.

3. How to cl ose unwant ed wi ndow panes and menus.
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W NDOWS

You have been working with a single docunment in the document wi ndow. There is a
feature avail abl e which allows you to view nore than one area of a single docunent. Th
is known as splitting a wi ndow i nto panes.

Splitting a window i nto panes is useful when noving several paragraphs fromone area of
a docunent to another area. Wth two wi ndow panes, you can view the area you are

sel ecting as the new position for the text passage while viewi ng the area where the tex
passage currently appears.

It is also possible to display nore than one docunent on the screen at one tinme. You c
actual ly create anot her docunment wi ndow (having up to four document wi ndows with four
documents on the screen at one tine). This is useful when you find it necessary to nov

or copy text from one docunent to another.

) Enter the Editor.

MoviNG MENU (OR W NDOW BOUNDARY LI NES

Do you renenber noving the nenu boundary line to see sone hidden area of the nenu?
Thi s mani pul ati on was controll ed using the nouse in the w ndow bar.

) Myve the cursor to the extrene right edge of the screen to the w ndow bar.
The cursor shape will change to display a box.
Your docunent wi ndow should not contain any documnent.
) Position the cursor so the top of the box is touching the bottomline of the
Main menu (the heavy bl ack |line separating the Main menu fromthe docunent

wi ndow) .

) Hold down the LEFT npbuse button and slowly nove the cursor down, about
one inch. Witch the boundary line nove as you nove the cursor.

) Notice that until you release the button, you nay nove the boundary |ine up or
down to position it as you w sh.

) Rel ease the LEFT nouse button.
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The nmenu boundary |ine should have noved, exposing options which are normally not
vi sible on the nmenu.

CURSOR PosI TI ON TO MOVE A MENU BOUNDARY LI NE

The di agram bel ow represents your screen (the System and Main nenus appear above the
document w ndow) .

In order to nove a boundary line (the Main nenu boundary line is the one illustrated
here):

) Position the cursor in the window bar so the top of the cursor box is touching
t he boundary line to be noved.

) Hold down the LEFT npbuse button as you slowy nove the cursor down to the
desired boundary |ine |ocation.

) Rel ease the LEFT nbuse button when the boundary |ine appears at the desired
| ocati on.

Rel easing the LEFT nouse button will cause the boundary to freeze at the cursor |ocation

Bravo X #.# date Docunents ...

Title <> Gt Print Find]. ..

N menu boundary line [1
N

cursor position in w ndow bar

St at us wi ndow

When you have noved the boundary |ine of the Main nmenu down, proceed with the
foll owing instructions.

) Position the cursor so the top of the box is touching the bottomline of the
Main nmenu (the line separating the Docurment nenu fromthe docunent
wi ndow) .



115

) Hold down the LEFT npbuse button as you slowy nove the cursor up one inch,

so the menu appears as it did before you began this exercise.

) Until you release the button, you may nove the boundary line up or down to
position it as you w sh.

) Release the LEFT npbuse button.

That is how to nove a nenu or wi ndow boundary line. Belowis a sunmary.

) Try this several tines, then continue with the next section.

SPLI TTING THE DOCUMENT W NDOW

Whi | e moving, copying or exchanging text within a single document, it is helpful to be
able to viewtwo different areas of the docunent at the same tinme. You may w sh to nov
sonet hing fromthe end of the docunent to the begi nning of the docunent.

The feature which allows you to do this is known as splitting the wi ndow (into w ndow
panes). To split the window, nove the nouse to the wi ndow bar on the right side of the
screen.

) Position the cursor in the wi ndow bar about hal fway between the top and
bottom of the document wi ndow as shown in the follow ng di agram

) Hold down the MDDLE nmouse button; notice that the cursor box has a
hori zontal line through the middle which coincides with a simlar line across the
document w ndow.

) While holding down the MDDLE nouse button, nove the cursor box so the line
splits the docunent wi ndow into two panes of equal size.

) Wen the docunent window is divided into two panes of equal size, rel ease
the MDDLE nobuse button. The wi ndow pane boundary will freeze.
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You shoul d now have two panes on the screen. |If you do not have two panes, read the
instructions and try again.

Bravo X #.# date Docunents ...
Title <> Gt Print Find]. ..

wi ndow pane boundary line
VAN

[=] |
N

cursor position in w ndow bar

St at us Wi ndow

Wth all w ndow nmani pul ation features, as long as you hold the button down, you may
nove the boundary line; as soon as you rel ease the button, the boundary line will freez
at the cursor location. Once the boundary line is frozen in a position, you may use th
nove boundary feature (left nouse button) to reposition the boundary line.

) Position the cursor in the wi ndow bar (about hal fway between the top and
bottom of one of the |arge panes).

) Hold down the mMDDLE nbuse button; notice that the cursor box has a
hori zontal line through the middle which coincides with a simlar line across

wi ndow pane.

) Wien the large pane is divided into two panes of equal size, release the
M DDLE nouse button.

) Split the largest pane on the docunment w ndow into two panes of equal size.

You shoul d have four w ndow panes visible on the screen. Four wi ndow panes is the
maxi mum nunber all owable. To prove that:

) Split one of the wi ndow panes into two panes of equal size. Notice the
nmessage in the status window telling you "Too many split w ndows. "

Thi s message neans that you al ready have the maxi mum nunber of w ndow panes.
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CLOSI NG W NDOWS

Once you have opened (created) a w ndow pane, you will want to close it when you are
finished with it. To close a w ndow

) Position the cursor in the wi ndow bar region of the very top wi ndow directly
underneath the Main nmenu.

) Hold down the RIGHT npbuse button; notice the large X which fills the cursor
box.

) Release the R GHT nouse button. As soon as you rel ease the R GHT npuse
button, the window will close (be renoved fromthe screen).

The large X which fills the cursor box is a clue that the window will be closed (renovel
fromthe screen). This is the sane cursor shape whi ch appears on nenus, indicating tha
when marked, the menu will be closed. Wen closing nenus, you may eitlxdr nark the |
on the nenu, or nmove the cursor into the wi ndow bar and press the R GHT nouse button.

If you followed the instructions above, you should now have three panes on the screen.

) Position the cursor in the wi ndow bar region of the | owest wi ndow (directly
above the status wi ndow).

) Press and rel ease the R GHT nouse button to close the w ndow.

You should have two wi ndows left. |f you experienced a problemsplitting or closing
wi ndows, read the instructions and try the procedure again.

) Get the document <EXERC| SE- SCREEN>.

) Practice splitting, noving boundary |ines, and cl osing w ndows.

) Make two wi ndows.

) Scroll the information in each w ndow.

) Close the extra w ndow.
When you want to copy material from one docunment to another, you need to have two
document w ndows on the screen. New docunent wi ndows are created by nmoving the

cursor to the extrene right edge of the screen, holding down the Shift key, and pressin
the M ddl e nmouse button.
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Wth the screen blank, position the cursor approximately one-half the way down the righ
side of the screen. The cursor is shaped like a box. Hold down the Shift key and pres:
the M ddl e nouse button. You have a second Main menu on the screen

) Mve the cursor into the title: brackets in the top Main nenu at the top of the
screen; type the title: <PRINTING and Get the docunent.
) Move the cursor into the title: brackets in the 2nd Main nenu; type the title:
<EDI TING>. Get the docunent.
) Scroll each docunent.
) Move the first paragraph of <PRINTING> to be the first paragraph of
<EDI Tl NG>.
) Myve the third paragraph of <EDI TING to be the new first paragraph of
<PRI NTI NG>.
) Exchange the first paragraph of <PRINTING with the fourth paragraph of
<EDI Tl NG>.
) Continue copying, nmoving and exchangi ng paragraphs in the two docunents.
) Mark Save all.
When you rmarked Save all, the system saved both docunments on the screen. You saw
nessages, "Witing Printing..." and "Witing Editing..."

)

Quit fromthe Editor.
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SUMVARY  Movi NG BOUNDARY LI NES

POSI TION THE CURSCR | N THE W NDOW BAR (extreme right edge of the screen). ] [

Position cursor............ So. the. top. of the box touches the boundary line you
wi sh to nove while in the wi ndow bar region of the
screen.

LEFT nouse button .......... Hol.d .down .t he LEFT npuse button in the w ndow

bar as you nove the cursor to the new boundary
l'ine |ocation.

Rel ease the npuse button when the w ndow
boundary line is at the desired | ocation.

SUMMARY  SPLI TTI NG THE DOCUMENT W NDOW

POSI TI ON THE CURSOR | N THE WNDOW BAR (ri ght edge of the screen). ] [

Posi tion cursor in w ndow .dr a point in the document wi ndow where you want
a new wi ndow boundary line to be.

M DDLE nouse button......... Press.and.rel ease the MDDLE nouse button.
REMEMBER: Before rel easing the MDDLE npbuse button, you may nove the cursor up

and down to position the boundary line of the window Wen the button is released,
the boundary line will freeze at the cursor |ocation.

SUMVARY  CLOSI NG W NDOWS

POSI TION THE CURSCR | N THE W NDOW BAR (extreme right edge of the screen). ] [
Position cursor in wi ndaw .bar. | nside the w ndow you wi sh to cl ose.

Press R GHT npuse button....... The. wi ndow whi ch contai ned the cursor wll
cl ose when the R GHT nouse button is rel eased.




