)| y )

I R I s I N T E R M E D | A

User's Guide




Information in this document is subject to change without notice and does not represent a
commitment on the part of Brown University. The software described in this document is
furnished under a license agreement with Brown University. The software may be used or
copied only in accordance with the terms of that agreement. It is against the law to copy this

software on magnetic tape, disk, or any other medium for any purpose other than those
permitted by the license agreement.

Copyright ©1988 — 1989 Brown University

If you have comments about this documentation or the software, please complete the
comment form at the back of this document and return it to Brown University.

This Program was written with MacApp ® : © 1985 - 1988 Apple Computer, Inc. The MacApp
software is proprietary to Apple Computer, Inc. and is licensed to Brown University for
distribution only for use in combination with Intermedia.

Apple Computer, Inc. makes no warranties whatsoever, either expressed on implied,

regarding this product, including warranties with respect to its merchantability or its fitness for
any particular purpose.

Portions of this program are the Confidential and Proprietary property of FairCom. Any
unauthorized use, reproduction, or transfer of this program is strictly prohibited. Copyright ©
1986, 1987, 1988 by FairCom. (Subject to limited distribution and restricted disclosure only)
Columbia, Missouri. All rights reserved.

Research funding in support of the IRIS Intermedia System was provided in part by the IBM
Corporation, Apple Computer, Incorporated, and the Annenberg/CPB Project.

[+R*I*S

Institute for Research in Information and Scholarship
Box 1946
Brown University

Providence, Rhode Island 02912



Contents

|. Tutorials

1. INTRODUCTORY TUTORIAL: EXPLORING THE IRIS INTERMEDIA ENVIRONMENT 4
A. Starting Up the System. 4

B. Examining Folders and their Contents 5

C. Repositioning and Manipulating Windows. 7
MOVING WINOOWS. .......cococeccoreererssserssessessssssssss s ssssssssmsssss s sssssss s ssssssss o smssssss s .8

RBSIZING WINOWS........ovvrceceveeseesee e an s cessessecesneseseeseesnessesssssassns s sensase esssssan s sasesssssssesssescssssmss sssnssanssssnssad 8

SCIOMING c.oovev oo seesrasssisnsssssees e eer s rsssesessseesessessos s sessssesssss s 44448 4 5 5 s e 5855850 9

D. Opening a Web 12

E. Following Links 14

F. Closing a Web and Exiting the System 17

2. ADVANCED TUTORIAL: CREATING MATERIALS WITHIN THE IRIS INTERMEDIA ENVIRONMENT..... 18

A. Starting the Tutorlal 18
B. Creating a Web. 19
C. Editing an InterWord Document 20

COITBCHNG MITOT EITOTS......ccevecoveeesronnreeescsaseseesesesessnasamsssesissssosmsessssssssassesssssnsissssmasssasassssasasesssssnnesssassssnnns 21

Reorganizing. 22

CRANGING SIYIES....cesrereeeeeverrernasssvessssssessssessssssrsssssss cssssssssmssssssssssssssissssmonsassssssssssmsasssssssssnassess w24
D. Creating a Link 27
E. Stariing Another Link 2§
F. Manipulating an Interval Document 30
G. Completing the Second Link 31
H. Setting Block Properties 32
. Setting Viewing Specifications 34
J. Opening a New InterDraw Document 34
K Saving and Naming a New Document 39
L Creating a Link with Block Explainers : 39
M. Completing a Link using an Existing Link Marker 40
N. Saving Links. 41

[RIS Intermedia User's Guide Table of Contents



0. Making More Links.

42
P. Closing a Web 42
Q. Exiting the System 43

1. OVERVIEW OF THE IRIS INTERMEDIADESKTOP.

ll. Using Intermedia

49

2. WINDOWS 50
A Opening Windows 50
B. Moving Windows. 50
C. Resizing Windows. 52
D. Scrolling 53
Using the Scroll Arrows...... 53

USING thE SCION BOX....ovccovvsorirreersssisssermsssssssssssissssosssssessssscseesesssesssesenns 53

Using the SCIOll SRaf.........ocoeerurrmiiesssseessosessessssseeesesesscosrese .54

E. Showing and Hiding Palettes 55
F. Closing Windows and Quitting IRIS Intermedia 56
Cl0SING ONE WINGOW A1 @ TIME.........coveomrescrrrnrrssessssssssssssessosssesssenessemesesst e sessssesssesees s 56

CIOSING All DOCUMENLS ...ccc.ccoe e veessersamssssis s ssssssmsssssess e sessnessasemsseessessassssses e sessesseee s 56

EXIING I8 SYSIBM......ccoocoosseeere s s cersssmmsssssssssssssssssssssesssssssssesssessssseseses o ssoe e .56

3. FOLDERS 57
A. Creating New Folders 57
B. Moving lcons 58
MOVING ONE J0ON AL & THTIE .....ccccovs o eseeersesossssssssesssssssessssesssssssssseneesssessesesmssmsss s sees oo s 58

Moving Multiple Icons (Shift CHCK MEHNOG).........o.c.evceoeeeereeeseeeneceeresseeseessssessssere s .62

Moving Multiple lcons (Bounding BoX MEINOG)..............ccueeeeeesssceeeessmeesmssseesmosssesseseen .63

C. Renaming Documents, Webs and Folders 64
D. Deleting Documents, Webs and Folders 64

ii Table of Contents

[RIS Intermedia User's Guide



4. WEBS, BLOCKS AND LINKS. 66

A Creating a New Web 67

B. Opening an Existing Web 68

C. Creating Blocks 69

D. Selecting Markers 70

Selecting @ Marker ... cssnceninsssiseen .70

SeleCting MUMIDIE MAIKETS I TEXL.....o...cvvcarcrimmsssscesssissmansssesesesssssssssssssssssssessssssssssnssassssssssss s 70

Selecting Multiple Markers in Graphics .........russssmsssssssnssssesns 71

E. Editing Block Properties 72

F. Showing the Extent of a Block 73

G. Deleting Blocks 74

H. Creating Links. 75

L Following Links 76

The Simple Case........ et ees et et w9044 5044 4814 55 ARS8 14400 404 S A SRR RRS SRR e 76

Following a Link when Muitiple Links Emanate from the Same Source BIOCK.................ueccccessereernnns 76

J. Editing Link Properties 77

K. Deleting Links 80

L. Setting Viewing Specifications 80
M. Using a Web View

SCOPE LINES, PANS ANG MAPS........ccoovcsvesiimsssvsssssmssssssssrssssssssis s s ssssssssssssssssssss s s sassase s 82

Browsing through LNKEd DOCUMENLS.......cc.c.cccvwcwmmummmmicsssmsssssessesesssssssssssssssmssssssssssssssss s sssssssssssssssns 84

LUK PTBVIBWITIG. .. er et s 845584 R s e R 84

Opening a Document from the Path OF MaP ... sssssssssssssssssssssssssssssssessasssssasssssssies 84

Following Links from the Web View. . Y- -]

N. Saving a Web 86

0. Closing a Web 88

5. USER AND DOCUMENT PROPERTIES 89

A. User Properties 89

Using the "Member of Groups" and "Other Group Members” Properties.............meees. 90

B. Document Propetties 90

THE PIODEITY LiSL......coeeveerrevireersscssessesssccnmsisssssmmssensossssssnirsens .91

ACCESS RGNS SOHINGS....revenesreresersreerevesesamsssssssssessssessssassenaresssssessasssersssssassessesssssssssarssssissssss ssssanssssessssons 92

IRIS Intermedia User's Guide Table of Contents i



6. PRINTING AND REFORMATTING

99

A. Reformatting Using the Print Menu 99
PAGE SOIUD.....ocvveecers sttt e s s sssssss s essssssssssssssss s smsssssssss s ssssss sssssamesen s asesssesess oo 89

MBIGINS cccvvevtsoererererreenressnsssessesissssssss sses s s s e e smss esss s s e esese et e sessessesssssee s 101

Including @ Frame ........eovovucevsrenen 102

Page Numbering 102

B. Printing Folders, Web Views and Documents 106

1. HANDLING INTERWORD DOCUMENTS.

lIl. Using InterWord

113

A, Opening Existing InterWord Documents 113
B. Opening a New InterWord Document 114
C. Saving an InterWord Document 115
Saving the CUrrent DOCUMEN!.........ccorweeeremrersrsssssssssssssssesssisastssssns SO I F-)

Saving a Copy 0f the CUITENE DOCUMENL.............c.oeeseessesessssssoseonesessssessssssesseessessesesessasses sasesssssesseens 115

D. Closing an InterWord Document 116
2. EDITING TEXT 117
A. Entering Text 17
B. Selecting Text 118
Selection by Dragging............. AL LE k188 4R e AR R 443444 x4 sS4 4 e SR e S b 118
Extending or Shortening the Selection........ .118
DIBSQIBCHON........c.ccosceteeereccscncmasseressessssscsses esssssssses s s sessssssssnsssossessesss s s ssveesneresessesessssmenreses 119

C. Deleting Text 119
CUBHING cereeeeeeetes st sseeaeesseees e sssesses st 5525008828842 85 88888 8 44t ot sss ree s 119
ClBANING ....ccercoreresrireerersserscessesesss oo e es ot 888 88885580 5 880 e e et 120

D. Copying Text 120
E. Pasting Text 121
F. Changing Type Characleristics. 121
G. Finding and Changing Text 122
Changing One Occurence at a Time... .122

Changing All Occumences at Once. 123

Table of Contents

IRIS Intermedia User's Guide



3. FORMATTING AN INTERWORD DOCUMENT 125

A. Showing and Hiding the Ruler and Styie Paiette 125
B. Using the Ruler 126
Paragraph Margins .................. .126
Indentation 127

Tabs.. A b B RS AR AR bt 127

CUITENE SEIE BOX...cvvvecrsssrissiseeereveesesassesecsssesssossosssesssesesssmmesissssmssssmssns sossssssessssnns corersansanesans 128

Line Spacing 128

"More..." BUION. ... et e R AR SRR AR RS SRR b 18 st 8038 129
Alignment........ 130

C. Creating New Styles 131
D. Edlting Named Styles 132
E. Editing Local Styles 134
LOCA! RUIET CHANGES.......vovvcccvernscerremneecreesecemmsmmsmsessisssssssssissssssssssisssssens 134

Local FONt ChanGEs ..........commececssmmeccrrmmaseesssscssnssssssssn 134

F. Applying Styles, 135
Applying Styles to New Paragraphs............. .135

Applying Styles to Existing Paragraphs................. 138

4. LINKS AND BLOCKS IN INTERWORD DOCUMENTS 139
A. Selecting Block Markers 139
B. Creating New Blocks 140
C. Starting and Completing Links 141
D. Attaching Links to Existing Blocks. 141
E. Handling Blocks with Ovetiapping Extents 142

IRIS intermedia User's Guide Table of Contents v



vi

1. HANDLING INTERDRAW DOCUMENTS

IV. Using InterDraw

147

A. Opening Existing Graphics Documents 147
B. Opening a New Graphics Document 147
C. Saving a Graphics Document 148
Saving the Current Document......... 148

Saving @ Copy Of the CUITENE DOCUMENL...........cccccmreerrurreeeneeneseressessessssessvsseemeermsenseneeesessssememensenmssonen 149

D. Closing an InterDraw Document 150
2. WORKING WITH THE TOOL PALETTE 151
A. Showing and Hiding the Tool and Style Palettes 151
B. Selecting Tools 152
C.Text 152
CONSHAINEY TEXE c.reevreererr e rsssssssesssmssssssssssassessoses 153

D. Lines 154
E. Rectangles and Rounded Rectangles 156
Constrained Rectangles and RoUNGEd RECIANGIES........ccowuvmeruevevereeceesiisoseseeeereeemseeeeesenssssssessseeesssosee 157

F.Ovals 158
CONSHAINGT QVAS.........cocooveevrirsres s sssisssssmsssssssssisssmsisssssss s essssssssssssssonee 158

G. Arcs 159
H. Freehand Drawing 160
1. Polygons 160
3. EDITING GRAPHICS 162
A. Selecting Graphics Objects 162
SEIECHNG @ SINGIE ODJECE ..ovvvvovvserresrssvrrssmssssssssississsssssessssssins s sossssssssee s .162
Selecting MUItDIE ODJECS ........c.urreessersssssssssssssmssasensesessens 162
DESEIECHNG ccovvvveveveerss e sressssssssssssssessessssinon 163

B. Deleting Graphics Objects 164
Cutting.... 164

CIBAIING ..o eveserssresiesess e vesres s seesssssssssssssssssssssssoss 164

C. Copying Graphics Objects. 165
D. Pasting Graphics Objects 165

Table of Contents

IRIS intermedia User's Guide



E. Editing Text in Graphics Documents 166
AGUING TEXE oo e reeeeeaeneesmess s s s et st 4550 ek st s s e s 5818 166

DBIBHNG TEXL......coucesrreeereereieesisseeevassssesanasssessessssssssesssssssnssis st s s sos o ses s 50 es s sesssn s sesssssisssssesssases s 167

Editing Type Style, Point Size, Typeface and FOMMAL ... mmmmsimssssesssssessssssssosssssssassones 168

F. Repositioning Objects 168
Moving Objects by Dragging ...168
Repositioning OVErapping OLJECIS..........ccc.r e wuwammmssmmmssssamsessssssssnsssssssssssnessssssssssssossassesssasessss 169

G. Reshaping Objects 170
H. Using the Style Palette 172
CRANGING Fill PAHEINS .coovveveevvsvesrcersseansessassasssssrasssssssessssssssssssssss s sessasseesesssssssessssssssssasssssesss s sessiasessesas 172

Changing Text BACKGroUNG PAHEIMS............c.c.ucowereereeeermsirmsissssssssssnssasssssanssssesssmsssssisninsassss sssessassess 173

CHANGiNG LiNE PABITIS .........coovoseeeereeseremsererssesmsssessessessssssesssmssessosssssssessasssssssssassasssasssessin 174

CNANGING LINE WIGHNS.....ccoocove ettt vrssessssasssee st ssessesscesssssssmsmasssssssasssssss s s s 175

ATTING AITOWREATS. .....ovs oo ssscres s cersssssess s esss e sasssess s e sssssse s se s asare s s et st st 176

1. Aligning Objects 177
J. Grouping Objects 178
CTBAUING @ GIOUD....ecersveveverssssssesssesssssessessesessessssassssssssssssessasssssssassasassssessas st sesess essssmsssenssonsasssnsna sasssans 178
Ungrouping.............. 179

K. Including Plctures Created Qutside of InterDraw. 180
Copying and Pasting a Bitmap Image from INterPix 10 INErDIaW...........concc.conemmeecsmserssserecnene 180

Changing the Background 0f @ BItMap IMAGE............cmmmmsecusssssssmesesemseessssssssismasssssssssssnmssssssssseiss 183

4. LINKS AND BLOCKS IN INTERDRAW DOCUMENTS 185
A Selecting Block Markers 185
B. Creating New Blocks 185
C. Starting and Completing Links 186
D. Attaching Links to Existing Blocks 187

IRIS intermedia User's Guide Table of Contents

vii



viii

1. HANDLING INTERVAL DOCUMENTS

3. LINKS AND BLOCKS IN INTERVAL DOCUMENTS

V. Using InterVal

A. Opening Existing Timeline Documents

192

192

B. Opening a New Timeline Document

192

C. Saving a Timeline Document

193

Saving the Current Documert.........

193

Saving a Copy of the Current Document.

D. Closing a Timeline Document

........................................ 194

195

2 EDITING AND MANIPULATING TIMELINES

196

A. Adding Events to a Timeline,

B. Selecting Timelines Objects

Selecting Entire TIMENNS.........ccvv.vvceeereeerecerieennns

Selecting a Single Timeline Object
Selecting Multiple Timeline Objecls.....
C. Deleting Timeline Objects.

017111 o N

ClRArNG ..covcovovcomsernrens vt sscrsrsssiresisssssssssssann
D. Copying Timeline Objects

E. Pasting Timeline Objects

F. Editing Text in InterVal

Adding Text to an Existing Event or Title
Deleting Text from Titles and Events

G. Repositioning the Title

H. Reshaping Timeline Textual Events and Titles

l. Changing Display Characteristics

A el ailen .. ML o s
A, oeieCully DIOLK MidIKETS

B. Creating New Blocks

C. Starting and Completing Links

D. Attaching Links to Existing Blocks.

Table of Contents

IRIS Intermedia User's Guide



VI. IRIS Intermedia Reference Guide

1. &% APPLE MENU 213
2. FILEMENU 214
3, EDIT MENU 216
4. INTERMEDIA MENU 218
5. FONT MENU 223
5. ARRANGE MENU 224
7. PRINT MENU 226

Vil. InterWord Reference Guide

1. STYLE LIST BUTTONS

231
2. & APPLE MENU 232
3. FILEMENU 233
4, EDIT MENU 234
5. INTERMEDIA MENU 238
6. FONT MENU 239
7. ARRANGE MENU 240
8. PRINT MENU 241

IRIS Intermedia User's Guide Table of Contents



1. & APPLE MENU

Vill. InterDraw Reference Guide

245
2 FILE MENY 246
3. EDIT MENU 247
4. INTERMEDIA MENU 248
5. FONT MENU 249
6. ARRANGE MENU 250
7. PRINT MENU 252

1. & APPLE MENU

IX. InterVal Reference Guide

255
2, FILE MENU 256
3. EDIT MENU 257
4. INTERMEDIA MENU 259
5. FONT MENU 260
6. ARRANGE MENU 261
7. PRINT MENU 262

Table of Contents

IRIS Intermedia User's Guide




I. TUTORIALS

IRIS Intermedia is based on the concept of hypertext, a term meaning
non-sequential reading and writing. A hypertext-based system is both a
reader's tool and an author's medium. It allows readers to follow trails
between related materials and helps authors create those trails by pro-
viding a means for linking significant blocks of information together.

IRIS Intermedia contains a variety of application programs. Each of
these programs allows authors to create different sorts of materials
(e.g., text, diagrams, timelines, etc.). This initial version of IRIS
Intermedia includes four such application programs:

1. InterWord Text Editor
2. InterDraw Structured Graphics Editor
3. Interval Timeline Editor

4. InterPix Bitmap Facility

The material created with these applications can be linked together to
form webs of related material. For example, a history instructor might
create a web which includes the original writings of Thomas Jefferson.
These writings might be linked to analytical articles about each work, a
biography of Jefferson, a timeline which outlines all the significant his-
torical events that occurred before, during and after Jefferson's life, a
collection of drawings that depict Jefferson's inventions and architec-
tural designs, a collection of bitmap photographs of Monticello and
grounds and an annotated bibliography of related reading material. By
using the IRIS Intermedia system and the accompanying applications,
the instructor is able to create an exploratory world of Jefferson and his
work.

The two tutorials provided in this chapter serve as an introduction to
IRIS Intermedia, touching briefly on many of the topics covered in
more detail in later chapters. If you are already familiar with the
Macintosh desktop and a number of applications, you may wish to skim
the Introductory Tutorial and begin with the Advanced Tutorial.
Depending on your prior experience using computer applications, the
Introductory Tutorial should take you between a half an hour to an
hour to complete and the Advanced Tutorial should take you between
an hour and a half to two hours.

{. Tutorials : 1
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1. INTRODUCTORY TUTORIAL: EXPLORING THE IRIS INTERMEDIA ENVIRONMENT

The step-by-step instructions below will take you through a complete
session with IRIS Intermedia. The bold type explains what you are to

do or type and the plain type below it describes the step in greater
detail.

A. Starting Up the System

Since the machines which run IRIS Intermedia may vary, only
general instructions for logging on are provided here. For help,
consult the computer’'s owner’s manual or ask someone already
familiar with the operation of the machine.

1. Log in to the computer and type "intermedia.”

After several seconds, the screen will display the IRIS Intermedia desktop. The top
of the screen will contain a Menu Bar with seven menu titles (6Apple, File, Edit,
Intermedia, Font, Arrange, Print).

& File tdit Intermedia Foal fivange Print !

Notice that several of the menus are black and that the others are "grayed." You
can pull down both black (activated) and grayed (unactivated) menus, but you can
only pick an action from an activated menu. Similarly, you can only pick a black
(activated) item from a menu. The system highlights the relevant menus (and ac-
tions) for the application you're using.

/int/dacs
g O O O O
ang bjh cwe demo gmoore
OO 8 O &
Had kdu TUTORIAL Users NY Questions =
N
]| EE

You will also see a folder window open on the screen. It contains at least one sub-
folder and may contain other icons. In the following example, the folder you will
be using is called "TUTORIAL." The contents of the folder may differ slightly
from the contents pictured in the illustrations that accompany this tutorial.

4 Introductory Tutorial: Exploring the IRIS Intermedia Environment 1. Tutorials




B. Examining Folders and their Contents

1. Tutorials

Folders in the IRIS Intermedia environment are like ordinary manila
folders. They are used to store and organize documents. A folder may
contain any number of documents of different types (text, graphics,
timeline, or bitmap), and it may also contain other folders and webs
(discussed later). When a folder is open, its contents are displayed in a
window on the screen. When a folder is closed, the contents are hidden

from view, and it is graphically represented by an icon that looks like a
folder.

1. Position the pointer over the "TUTORIAL" folder icon with the mouse.

You may see more than one folder icon on the screen. Roll the
mouse on the desktop until the pointer is directly on top of the I
folder icon called "TUTORIAL." As you see, moving the mouse

moves the pointer on the screen. If you run out of room for the TUTORIAL

mouse, pick it up and put it down where you have more space.
When you pick the mouse up, the pointer does not move.

2 Press and release the mouse button.

The white folder turns to black when the button is clicked (pressed
and released quickly). The icon is now said to be selected.
UTORTSL

3. Position the pointer over the word "File" In the Menu Bar.

The pointer should be on top of the word "File" in € File fdit

the upper left corner of the screen. Inte

: 16 items

4, Press and hold down the mouse button, m
New... %N
The File menu pulls down and reveals an array of Open ®0
commands when you point to the menu title and
hold down the mouse button. Clase ®BW
{losa efinifians  &§
Save =5
Sane fle...

Reuerl

Delete Document

Claose All Documents
Quit %®Q

Introductory Tutorial: Exploring the IRIS Intermedia Environment 5



5. Point to the word "Open" in the menu withcut releasing the but-

ton. New... ®N
Dpe t: (]
As you move over the menu commands with the
button depressed, the commands that can be chosen Claose %W
are highlighted in black. {iose Definifians &
Sape =5
Sapea fle..,
Reuert

Delete Document

Close Ali Documents
Quit 84

6. Release the mouse button when the word "Open” is highlighted.

The pointer will assume the shape of a wristwatch while you wait for the folder to
open on the desktop and reveal its contents. (If this did not happen, repeat steps 1-
6.) The folder may contain other folder icons, document icons and/or web icons.
Your screen should now resemble Figure 1. (The number and names of the icons
you have may differ slightly from the ones pictured.)

& File #4it Intermedia ¥ont fivangs  Print
/int/docs
/int/docs/TUTORIAL

8 items

O [

C. Dickens A Sample Web Abstracts IRIS Yaterland

sl

#uthor Timeline Draw Example ‘Ward Example

Figure 1. The "TUTORIAL" folder window containing decument, folder and web icons.

Introductory Tutorial: Exploring the IRIS Intermedia Environment 1. Tutorials



7. Open the document called "Word Example.”

Either follow steps 1-6, replacing "TUTORIAL" folder icon with "Word Example"
document icon, or position the pointer over the "Word Example” icon and double-
click the mouse button (press and release the button quickly two times in a row).

Selecting "Open" from the File menu when an icon is selected and double-click-
ing on that icon are equivalent to one another

After double-clicking or picking "Open," the InterWord document named "Word
Example” will open in a window.

C. Repositioning and Manipulating Windows

1. Tutorials

Windows allow you to see the contents of folders and documents. So far,
you have seen folder windows and a text window. Although the win-
dows differ in what they contain, they can be manipulated in similar
ways. The steps below are intended to familiarize you with some useful
ways to manipulate windows. Specifically, you will learn how to move
and resize windows so that you can arrange, organize and reorganize

your screen in any way that you wish. You will also learn scrolling
techniques.

Close Box FolderlName
=—————/int/docs ~ Title Bar
Status Bar. 53 == Up Scroll Arrow
il == Shaft
=== Scroll Box

® O B

Sample Web Sample Tlimeh'ne SampleIGraphics Sample Text

Document keons

e Down Scrall Arrow

— Resize Box

I Left/Right Scroll Arrows |

Introductory Tutorial: Exploring the IRIS Intermedia Environment 7



Moving Windows

1. Position the pointer over the

D% lUDrd EHamDIEk===I

words "Word Example” in the
window's Title Bar. Sample InterWord Document
This document was created using InterWord,
The pointer should be right Intermedia’s word processing program. As you step
over the text. through this tutorial, you will notice that the sample
material refers to the history of the Institute for Research

2. With the mouse button depressed, move the mouse.

The border of the window will become a bit fuzzy. You will see the outline of the
window follow your movements.

SO=E=—— Word Example
Sample InterWord Document

This: docwment was created using InterWord
Intermedia’s word processing program. As you step
through  this tutorial, you will notice that the sample

matexial refers to the history of the Instirute for Research

Q<

3. Release the mouse button.

The window will now be in a new position.

Resizing Windows
1. Position the pointer over the Re- E[J=———==== IUord Example %_I
size Box of the "Word Example Sample InterWord Document
window.
This document was created using InterWord,
The Resize Box is located Intermedia’s word processing program. As you step
in the lower right corner of i i i
the window.

8 Introductory Tutorial: Exploring the IRIS Intermedia Environment 1. Tutorials



Scrolling

1. Tutorials

2. Hold down the mouse button and
move the mouse.

An outline of the lower
right corner of the window
will follow your move-
ments.

3. Release the mouse button.

E=——— Word Example ===
Sample InterWord Document | |

This document was crested using IntefWord, |
Intermedia’s word processing program. As yoy ste
through this tutorial, you will notice that the sample |
material refers to the history of the Institute for Resesrch

The window should now have assumed a new size, either larger or smaller, de-
pending on the position of the window's outline when you released the button.

1. Click on the up and down arrows In the Scroll Bar to examine the contents of the Word Example document.

The contents of the document will move in and out of view in small increments as
you experiment with the Scroll Arrows.

2. Position the pointer over the
Scroll Box (elevator).

The Scroll Box located in
the Shaft allows you to
move to a new relative
position in the window. For
example, if you move the
Scroll Box to the middle of
the Shaft, you will scroll to
the mid point of the doc-
ument.

3. With the mouse button depressed,
drag the Scroll Box to the bottom of
the Shaft.

An outline of the Scroll Box
will follow your move-
ments.

O Word Example =

Sample InterWord Document

This document was created using InterWord,

Intermedia’s word processing program. As you step
through this tutorial, you will notice that the sample
material refers to the history of the Institute for Research
in Informeton and Scholarship (IRIS) or to Graham

E[)==———— Word Example
Sample InterWord Document

This document was created using InterWord,
Intermedia’s word processing program. As you step
through this tutorial, you will notice that the sample
material refers to the history of the Insttute for Research
in Informadon end Scholership (IRIS) or to Graham

2l
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10

4, Release the mouse button.

The Scroll Box will move to
the new position in the
Shaft and the window will
scroll so that you are view-
ing the contents at the end

of the document.

=

5. Position the mouse above the Scroll Box.

Word Example

Be sure the pointer is in the Shaft above the Scroll Box.

6. Click the button once.

I Waderand Delow (fememper Uiat the merker will only [
be visible if youhave opened the "Sample Web").

Follow to ¢btain further information on Wazerland.

Its use of a central mystery to examine the life a
socery over along period of time is similar

The contents of your window will now scroll up one screenful. Clicking in the
Shaft above or below the Scroll Box allows you to scroll the contents of the window
up or down by screenfuls.

g4it Intermedia faool Hivange

finse Detinitians
Rava

Rapea #Hs...
Reupr?

K

5

Abatracts

Delete Document

Quit

Close All Documents

#®0

Word Example

‘ateriand

Figure 2. The File menu pulls down to reveal a list of commands. As you move over the menu commands with the mouse
button depressed, the commands that can be chosen are highlighted. Releasing the mouse button when a command is
highlighted (in this case "Open") issues the command.

Introductory Tutorial: Exploring the IRIS Intermedia Environment
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7. Close "Word Exampie” by clicking once in the Close Box.

Position the pointer over the white box in the upper left corner of the "Word Exam-
ple" window and click the mouse button once.

a4
7’

Position Click

The "Word Example" window closes, returning to its iconic representation. The
screen will return to the way it looked after step 7 in Subsection B. If the document
does not close, and instead you see a dialog box informing you that you do not
have rights to change this document, simply click on the "OK" button. This means
that you accidentally clicked in a location other than the Close Box; be sure the ar-
row is pointing right into the Close Box before you try closing the document again.

% File #dit Intermedia Font #vange Print

/int/docs
Jint/docs /TUTORIAL

[(J== A Sample Web: Web View

£ %@@ ﬁl ﬁ 24 documents in web 29 links in web K]
* ’

C.Dickens 4 Sample web  Abstracts TIE al

-

fiuthar Timeline Draw Example Word Example

Eﬂ & Sample Web
wed May 25 19:35:28 19388

n

Figure 3. The "A Sample Web" Web View window contains an open symbol, a tiny web icon and the time and date.
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D. Opening a Web

12

In the IRIS Intermedia environment, documents can be viewed and
edited in one of two ways. They can either be examined as individual
entities or they can be looked at within a specific context called a web.
When a web is open, you are able to jump from one document to
another by following links. If an encyclopedia were contained in an
environment like IRIS Intermedia, links would exist between articles
that are traditionally connected by "See Also..." references. Instead of
retrieving a new volume and finding the correct page and column
indicated in the "See Also..." reference, the reader would be able to

point to the words "See Also" and ask to see the referenced article in
another window on the screen.

The remainder of this tutorial will be devoted to exploring documents
within the context of a sample web provided in the TUTORIAL folder.

The advanced tutorial provides an introduction to creating your own
web.

1. Select tha “Sample Web" web icon.

ARR After clicking once on the "Sample Web" icon, it should be
[ ) ) k highlighted.
MER

f Tample el

2. Pick "Open" from the File menu.

Figure 2 illustrates what the screen should look like now. (Remember that double-
clicking on the "Sample Web" icon is another way to open the web.) After the
"Open" command is issued, a Web View window appears (Figure 3). It should
contain an open symbol (shown at left), a small web icon and the time and date.
You might want to resize the window so that it takes up less space on your desktop
(see above for information on resizing windows). Don't worry if the Web View
appears in a slightly different location than in the illustration — you can move it to
the location pictured by clicking on the Title Bar and dragging the window across
the screen (see subsection D. Repositioning and Manipulating Windows, above).

3. Click in the "TUTORIAL" folder window.

This activates the folder window. Now you can open one of the documents con-
tained in the web.

4, Open the "Word Example" document.

Either select the icon and pick "Open" from the File menu or double-click on the

"Word Example" icon. A window containing the "Word Example” document will
appear.

Introductory Tutorial: Exploring the IRIS Intermedia Environment 1. Tutorials



& File Edit Intermedia Font #vange Print
[J==———=—= Word Example %‘J
Sample InterWord Document AL

[T

This document was created using InterWord, I
Intermedia’s word processing program. As you step R Sample Web; Web View
through this ttorial, you will notice that the sample
material refers to the history of the Institute for Research
in Informaton and Scholarship (IRIS) or to Graham ol
Swift’s novel Wezeriond.

24 documents in web 39 links in web

‘Word Example
Wed May 25 19:35:40 1988

| W aterland l'_{_gj‘r\"aterland av

@Retrospectwe

IRIS is the organization which developed Intermedia.
For more informaton on the Institite you may follow the
link in the indented paragraph below. The link marker is
over the first letter of the word "umeline.” If you don’t
have a web open, you shouldn’t see the rasrker; however,
later in the tutorial when you retum to this document
after having opened "Sample Web," you will see an arrow
over the word Institure.

Follow to see Eme]j.ne of significant events in the
life. of the Institure.

Figure 4. Clicking on a link marker highlights the link marker in the document and the link fine in the Web View.

€ File Edit Intermedia ¥#a: Arrange Print

Word Example

EO=——— Retrospective ====o==ll
" x  Kr

: IRIS : ;

. A Retrospective Fogusing on Intermedia |

A Sample Web: Web View

24 docurnents in web 29 links in web

1985 -~ "An Electronic "Soap Opera’

and ‘Hyper Media’ backed by ]

$3-Million CPB Grant,” -- & Sample Web
Chronicle of Higher Education. Thu May 26 121355 1988
. Al

*Annenberg Foundation awards 5 _

$1.5 million,” — The Insiders Tju"rjzg Ezi‘éa;“zp‘:j4_12 188
Report. N

"Personal Computers on

Campus,” -- Science
*Multimillion-Dollar Projects to
Study Uses of Computers Suffer
Setbacks on 3 Campuses,” —
Chronicle of Higher Education.
Networks of Scholar’s Workstations:
H End-User Computin

Thu May 26 12:14:41 1988

[-—E Retruspective [Retrospective Title)

l Articles

| Bibliography

[

Figure 5. The Follow command leads you to the destination of the link and opens a window containing an InterVal docu-
ment. The marker and text associated with the link are highlighted in the window and the Web View updates to show the
finks to the destination document.

1. Tutorials Introductory Tutorial: Exploring the IRIS Intermedia Environment 13



E. Following Links

14

The Sample Web contains a number of connected or linked documents.
The existence of links in a document is indicated by link markers. In
text documents these markers are located directly over the first char-
acter of the text associated with the link. A link marker looks like: =i.

It is possible to follow links — travel from the text or graphics associ-
ated with one end of the link to the text or graphics associated with the
other end — by selecting the link markers. To learn how, follow the in-
structions below.

1. Find the first link marker in the "Word Example" window.

Figure 4 illustrates the location of the link marker. If it is not visible on your
screen, use the controls in the Scroll Bar to locate the marker. Figure 4 also illus-
trates the manner in which the Web View updates. As you follow links, this dia-
gram will continually update, indicating where you have been, where you are,
and where you can go. In this case, you can see all the documents linked to "Word
Example." If you can not see the entire contents of the Web View, click once in the
window to activate it, and, if necessary, reposition and resize it so it fills the lower
right portion of the screen. Reactivate the "Word Example" window by clicking
anywhere in the window. :

2. Position the cursor over the link marker.

Make sure the pointer is directly over the arrow.

3. Click the mouse button.

Clicking the mouse button should highlight the link marker in the document and
the link line in the Web View. Figure 4 illustrates this in the context of the entire
screen,

4, Pick "Follow" from the Intermedia menu.

The Follow command allows you to traverse the link and opens a window con-
taining another document. In this case, it leads to an InterVal or "timeline" doc-
ument called "Retrospective.” Notice that a link marker and the title of the time-

line are highlighted in the new window and that the Web View has redrawn to re-
flect the links to the currently active document. See Figure 5,

SCLAVE U ce 15,
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1. Tutorials

5. Close the window called "Refrospective.”

When the window closes, the "Word Example” window will become the active

window once again. The active window is always indicated by black stripes
around the window title.

If a window is not active, moving the pointer within the window's borders and
clicking on the mouse button will activate it.

6. Scroll through the document to find the second link marker. It should be somewhere In the fifth paragraph.
Select the second link marker.

In the same way as you selected the first link marker (steps 2 and 3), select this
one. When selected, the marker will be highlighted.

7. Pick "Follow" from the Intermedia menu or double-click on the marker.

Try positioning the pointer over the link marker and double-clicking on the
mouse button. This is exactly the same as selecting the marker and picking the
"Follow”" command from the menu. In this case, more than one link is attached to
the text associated with the marker. A dialog box appears on your screen, asking
you to choose a destination. Pick "Waterland OV (Overview of Topics)" by click-
ing on that item once, and then click on the "OK" button (Figure 6). The text at the
other end of the link is part of a graphics document. See Figure 7. Always remem-
ber to wait for the cursor to change from the watch back to the arrow before contin-
uing,

8. Experiment with following links.

A number of practice links are contained in the "Waterland OV" document as
well as others in the TUTORIAL folders. Try selecting a link marker and
following the link. After you examine the contents of the documents at the ends of
the links, close the windows containing those documents so the screen does not be-
come too cluttered.

Introductory Tutorial: Exploring the IRIS Intermedia Environment 15



€ File Edit

intermedia Font

Print

Hyyangs

Word Example

Wy

over the word Instmte.

after having opened "Sample Web,” you will see an arrow

Fall
life Please choose a source and then the destination
Gral Source Destination
o sl About the Novel K+ [Description (Brief Essay on Waterland)
anght in Waterland OV (Overview of Topics)
Literamrd
make exy
1S an int
scandals
baok, do
' oK Cancel
“Wezerls] k _—J

be Vislbl T "fUU. Fl=0' g1 'JPE«I.I.SU. I JNILPLB T U )v

Follow to obtain further information on Wezeriomd.

Its use of a central mystery to examine the life a
society over a long period of time is similar

= ;

il

Figure 6. When more than one fink is attached to the text associated with a marker, a dialog box will ask you to choose a
destination. Here, the chosen destination is "Waterland OV (Overview of Topics).

% File Edit Intermedia 3s»! Arrange Print
g1 Wateriand OV
after
over{ | | . : < History, His Stary
Literary Relations Biography P

L Y [ arepny ] and Stories in

Waterland

| Thefovel WATERLAND

Jf Graham Swift

7 " Literary Techni ueg
taugh [ Timeline of Events 1983 & Y :q
Literd | inthe Novel =
make] r L | P"JTI
is anf Other ¥orks Theme:]
scand 7he Swear-Sivog Dwner E_I
baok, Shuttiecack Imagery
W@e L &guing e Svtm and Oifer Stores Narration
be wig =ik

Characterization]
D L
Its use of a central mystery to examine the kife a Word Example

society over a long period of time is similar [Blother works

Figure 7. The Follow command is completed. The highlighted destination of the link appears in an InterDraw document

window.
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F. Closing a Web and Exiting the System

1. Tutorials

Links and link markers exist only within the context of a web. When a
web is closed, the link markers created in the context of the web will no
longer appear on the screen. If you close the documents and then re-
open them when the web is closed, the documents will appear without
their link markers (as you saw with the "Word Example” document in
Subsection B. of this tutorial). The links are still there, but they cannot
be followed when the web is closed. Opening the web will not make
markers appear in documents that are already open. You must first
close all open documents then reopen the web in order to be able to use
those documents within the context of the web.

1. Close all open document and Web View windows.

You can do this either by clicking in their Close Boxes or by choosing "Close"
from the File menu. Either method will close the document in the active window.

2. Pick "Quit" from the File menu.

You cannot close the original folder by using the "Close" or "Close All Docu-
ments" commands. "Quit" will close any remaining open windows. A dialog box
will appear, asking whether you really want to quit. Click on "OK."

Introductory Tutorial: Exploring the IRIS Intermedia Environment 17



2. ADVANCED TUTORIAL:
CREATING MATERIALS WITHIN THE IRIS INTERMEDIA ENVIRONMENT

The step-by-step instructions below will take you through a complete
session with the IRIS Intermedia system. This tutorial is written for
users who plan to create original materials and the links that connect
them. The bold type explains what you are to do or type, and the plain
type beneath it provides additional details and describes the way the
computer should respond to your action. In the tutorial, you will be
working with a number of different IRIS Intermedia applications.
More complete descriptions of these applications are provided in the
chapters following this tutorial.

A. Starting the Tutorial

18

A folder called "AdvTutorial” has been provided in your personal
folder. It contains all the documents that you will need to complete the
tutorial. All the work that you do in this tutorial takes place in the
context of the "AdvTutorial” folder.

Note: The instructions below assume that the materials for the Ad-
vanced Tutorial have been placed in your personal folder which is lo-
cated within a folder called "Users.” The setup of your site may not be
exactly the same. If you have trouble finding the materials for the

tutorial by following these instructions, consult with your IRIS
Intermedia System Administrator.

1. Start up IRIS Intermedia if you have not done so already.

2 Open the foider called "Users."

To open a folder, first select the folder icon by clicking on it once and then pick
"Open"” from the File menu. Double-clicking on the "Users" folder icon is another
way to open the folder.

3. Locate your personal folder and open it

Each IRIS Intermedia user has a personal folder in which to store his or her work.
Your personal folder is titled with your user I.D. which is assigned to you when

: .
your computer account is created. (You probably logged on to the system using your

user 1.D.) The materials you will need for this tutorial have been placed in your
personal folder.

Advanced Tutorial: Creating Materials Within the IRIS Intermedia Environment 1. Tutorials



4, Open the "AdvTutoral” folder.

AdvTuterial

Once you open the "AdvTutorial" folder, you will see the raw materials with
which you will be working. A window will open on your screen. It contains
InterWord, InterDraw, and InterVal icons, as well as another folder icon.

=———===—/int/docs/Users/ jane/AdvTutorisl EHFieueiu0F=—F—

5 B B

More Docs Authars Science Pope OV

k

Roger Bacon

l |

B. Creating a Web

1. Tutorials

In IRIS Intermedia, documents can be viewed and edited in two ways
— by themselves, or as parts of webs. In this tutorial, you will be
creating a web using documents that refer to Roger Bacon. A web
allows you to create a context in which to organize large amounts of
related materials. As you will see, it provides a Web View that

diagrams the links to your active document and records your activities
during a session.

1. Pick "New" from the File menu. EMEV————— 311}

A window containing

seversl cons will appear ;% S B

corner of your screen, Folder Yal Draw Word

When you create a new document, IRIS Intermedia places it in the current folder.
In this case, the "AdvTutorial” folder was the last active folder and is therefore
considered to be the current folder.

Atvanced Tutorial: Creating Materials Within the IRIS Intermedia Environment 19



2 Double-click on the web icon.

Selecting the web icon and picking "Open" [E[72 Untitled120: Web View =
from the File menu produces the same result. A [ggocuments nweb 0 Tinks in web K>
wristwatch appears until a Web View window

opens. It contains an open symbol next to a ol

small "Untitled" web icon. As you work BB untittedi 20

through this tutorial, the Web View will illus- FriMay 27 16:59:04 1988
trate the links that you make from the active
document and will keep track of each link you
follow and each document you open or activate.

Whenever you activate a different document,
the Web View will redraw to diagram the links
to the document you have just activated.
Scrolling through the Web View is a good way
to remind yourself of your progress.

3. Shrink the Web View window and move it to one corner of the screen.

You will want to refer to the Web View often, so place it in a convenient location
and make it large enough to see the original contents. The lower right corner of
the screen is usually a good location.

C. Editing an InterWord Document

1. Click once in the "AdvTutorial" window.

The window is now activated.

2 Double-click on the InterWord document icon "Roger Bacon."

Selecting an InterWord icon and picking "Open" from the File menu will also
open an InterWord document. A wristwatch appears until the window containing
the text of the document opens on the screen.

3. Position your pointer on the Down Scroit Arrow and hold the mouse button down.

The contents of the document will scroll if there is more text than will
fit in the window.

20 Advanced Tutorial: Creating Materials Within the IRIS Intermedia Environment 1. Tutorials




Correcting Minor Errors

1. Tutorials

1. Use the Scroll Arrows to
search through the document
for speiling errors.

The "Roger Bacon"
document has been
deliberately altered to
contain typos and
spelling errors.

1]
L]

Roger Bacon FFrc——
Roger Bacon

Roger Bacon (12147-94) studied at Oxfrod andatPeris,
and became a member of the Fransican order. Hek.new Creek,

2. Click to one side of a misspelled word, and, holding down the mouse button, drag across the word until it is
selected. Release the mouse button.

The selected word is
now highlighted with
white letters on a
black background.
Double-clicking on
the word is an alter-
nate way of selecting
an entire word.

i}

[[E==————= RogerBacn =—————
Roger Bacon

Roger Bacon (12147-94) studied at [83i0hi andatParis,
and became a member of the Fransican order. He Ltew Creek,
Hebrew, and Aremaic, and is reputed to have invented

3. Retype the word, spelling it correctly.

Notice that the new typing replaces the letters that were selected.

4. Locate a group of words that have been run together.

You will be adding spaces between these words.

5. Place the pointer between
two words and click the
mouse button.

A straight line, called
an insertion point,
appears between the
words.

6. Press the Space Bar once.

A space appears be-
tween the words.

S[==—————— RogerBacon=—————
Roger Bacon

Roger Bacon (12147-94) studied at Oxford and
MQEPmsi and became a member of the Fransican order.
He knek Greek, Hebrew, and Aramaic, and is reputed to have

E(EE==—————— RogerBacon &==F"r—————
Roger Bacon

Roger Bacon (12147-94) studied at Oxford and
atPu'is, end becamne a member of the Fransican order.
He knek Greek, Hebrew, and Aramaic, and is reputed to have
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Reorganizing

22

7. Without moving the inser-

tion point, type several
words.

Notice that the text
adjusts to accommo-
date your typing.

8. Select the words you
typed (as in step 2) and
press the Delete key.

Everything that was
highlighted disap-
pears and the text
readjusts itself.

D—

Roger Bacon

Roger Bacon

Roger Bacon (12147-94) studied at Oxford and very
happily FtPaxis, snd became a member of the Fransicen order.
He knew Creek, Hebrew, and Aramaic, and is reputed to have
invented spectacles.

El=—=——=———— Roger Bacon

Roger Bacon

Roger Bacon (12147-94) studied at Oxford and
OegscParis, and became a member of the Fransican order,
He kne® Greek, Hebrew, and Arameic, and is repured to have

9. Practice editing by correcting any other mistakes you find.

The document contains approximately a dozen errors.

1. Select an entire sentence
by dragging cverit.

The sentence will be
highlighted when you
release the mouse
button. You can alter
the order of phrases,
sentences, paragraphs
and larger units of
text by first selecting
the text and then us-
ing the commands in
the Edit menu.

Advanced Tutorial: Creating Materials Within the IRIS Intermedia Environment

S0==————— Roger Bacon ==

of knowledge whichhides ignorance. During his lifetime hewas
suspetced, because of his sdentific experiments, of being a
wizard in league with the devil: after his death, he became a
popular figure in English flakelore, appearing, most notably, as
the central character in Robert Greene’s comedy Friar Bacon
and Friar Bungay.

illiam Ockham, during the next century, continued and
intensifi®d his atrack on waditional scholasticism. His emphasis
on the importance of experimentation would be inherited by
Francis Bacon in the early seventeenth century.

It 12 teheved that he Ned and wwas oged 5t
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2. Pick "Cut" from the Edit menu.

The selected text is removed and placed on an invisible Clip-
board.

3. Position the insertion point somewhere in the text document by moving the
painter and clicking the mouse button.

A straight line indicates the new insertion point.

E(l==———— RogerBacon =————
of knowledge whichhides ignorance. During his lifetime hewas
suspetced, because of his scientific experiments, of being a
wizard in league with the devil: after his death, he became a
populer figure in English flakelore, appesring, most notably, as

the central character in Robert Greene’s comedy Friar Bacon

end Friar Bungay. Wiliem Ockham, during the next century,
continued end intensified his attack on traditonal scholasticism.

His emphasis on the importance of experimentation would be
inherited by Francis Bacon in the early seventeenth ce.ntury|

Undo ®Z

Redo RER

Copy ®C

Paste £
{{ear
Find... ®/

Look Up %L

Insert Hetore
jasert fiftey

Buplicate 35&D
Select Al %A

R fpaepnt Skt

4. Pick "Paste” from the [F==———=——= RogerBacon=HF=———————

Edit menu.

The text that you cut
and stored on the
Clipboard appears at
the insertion point.

of knowledge whichhides ignorance. During his lifedme hewas
suspetced, because of his scientfic experiments, of being =
wizard in league with the devil after his death, he became a
popular figure in English flakelore, appeering most notably, as
the central character in Robert Greene’s comedy Frier Bacon
end Friar Bungzy. Wiliam Ockham, during the next century,
continued end intensified his attack on traditional scholasticism.
His emphasis on the importance of experimentation would be
inherited by Francis Bacon in the early seventeenth century. It
is believed that he died and was buried at Oxford, l
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Changing Styles

24

1. Select "Show Left Palette” from the Arrange menu if the Style List is not visible.

You can tailor the style of your text document by applying the styles available in
the Style List that appears in the Left Palette on the left side of the text window.

If after choosing this command it looks like nothing has happened, try moving the
whole window to the right. If the document window is rather large, the palette
might appear off-screen. The Style List will appear in the window's Left Palette. If
you see "Hide Left Palette” when you pull down the menu, it means the Style List
(since it is located on the Left Palette ) is already visible. When you are editing or

formatting a Word document, you will want both the Top and Left Palettes show-
ing.

2. Select "Show Top Palette” from the Arrange menu if the Ruler is not visible.

If the command "Hide Top Palette” is listed instead, it means the palette is al-
ready visible. The Ruler in InterWord is part of the Top Palette.

Graphics documents also have a Top Palette on the top of the window and a Left
Palette to the left. You can use the Arrange menu to hide and reveal these palettes
in the same manner as in text documents.
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3. Position your Insertion point within one of the paragraphs.

The Current Style Box, highlighted in black on the Ruler in the illustration below,
indicates the name of the style apphed to the paragraph containing your insertion
point. Notice that the current style is "Normal."

=00 Roger BaconS==o=——=
FIUSh. q..llJ.”.l.l11.21.1.1.1.3l.1ll.1.4|.|x|l
Heading {
Indented Quote

: BEEL EEER r::mm
Numbered Point —
Title Roger Bacon E

Roger Bacon (12147-94) studied at Oxfrod and atParis, and!
became a member of {the Fransican order. He knew G:reek,:
Hebrew, and Aramaf8, and is reputed to have inve.nted:
spectacles. Ca. 1257, suspected of heresy, he was sent to Paris!
and confined there for ten years. Though hewas released ca.:
>| 1258, he was confined agian ca. 1278-92. n

He wrote Latin treatises on a veriety of tipics--grammar, l
(NewJ [prlg] logic, mathematecs, fysics, chemistry, and alchemy-- and was, |
Font: Times for all practical purposes, the founder of English philosophy. he:

Roman 12 Point, replaced the traditional emphasis on srgument from euthority!

Justified, Indent: | with an appeal for experimentation. He maintained that the chief
First 0.25" causes of error were uncridcal reliance on custom and authority:

and the pretence of knowledge whichhides ignorance. During his ':
lifetime hewas suspetced, because of his scientific experiments, !
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4. Select "Indented Quote" from the list of styles by clicking on it, and then click on "Apply."

2] Roger Bacon

FIUSh_ Oé.:.E-.1|.l.l.1.21.1.111-3l'1.l,|.4i-=-i
Heading § )
Indented Quote —

Normal | Endaritizd stz %@@E Mare..:
Numbered Point =

Title Roger Bacon

1
i
]
1

Roger Bacon (12147-94) studied at Oxfrod and atParis, and '
became a member of fthe Fransican order. He knew Greek, |
Hebrew, and Aramai, and is reputed to have invented :
spectacles. Ca. 1257, suspected of heresy, he was sent to Paris
and confined there for ten years. Though hewas released ca.
1238, he was confined agian ca. 1278-92.

@ He wrote Latin treatises on a variety of tpics--grammar,
logic, mathematics, fysics, chemistry, and alchermy-- and was,

Normal + for all practical purposes, the founder of English philosophy. he
Indent: 0. Left replaced the traditional emphasis on argument from authority |
0.75" Right 2.00" | with an appeal for experimentation. He maintsined that the chief '
causes of error were uncritical reliance on custom and euthority !
and the pretence of knowledge whichhides ignorance. During his |
lifedme hewas suspetced, because of his scientific experiments, |

<]

1
i
L}
i
t
]
]
H
§
t
§
i

The paragraph that contains the insertion point now reformats and looks like an
indented quote. The style in the Current Style Box changes to "Indented Quote."

=] Roger Bacon

Flush_ 0§~:~§-.”,1.l,1.2I.1.l,|.3l.|;|.1.4||-:.5:
Heading b ) ,
Normal EERF] (More s
Numbered Point o

Title Roger Bacon

Roger Bacon (12147-94) studied at Oxfrod and
atPads, and became a member of |r.he
Frensican order. He knew Greek, Hebrew,
and Aramaic, and is reputed to have invented
spectacles. Ca. 1257, suspected of heresy, he

Indented Quote

Indented Tusts

T was sent to Paris and confined there for ten
years. Though hewas released ca. 1258, he
(New ) (Rppiy) was confined agian ca. 1278-92 A
Normal + He wrote Latin treatises on a variety of tipics--grammar,

indent: 0. Left logic, mathematics, fysics, chemistry, and elchemy-- end was, !
0.25" Right 2.00" | for all practical pwrposes, the founder of English philosophy. he !
replaced the traditional emphasis on argument from authority |
with an appeal for experimentation. He maintsined that the chief X

causes of error were uncritical reliance on custom and authority
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5. Experiment with the available styles.

You can also create and name your own style by picking "New" from the Style
List. (See Chapter III. Using InterWord or Chapter VII. InterWord Reference
Guide for more information.)

6. When you are satisfied with the contents, organization and appearance of the text document, pick "Hide
Top Palette” and "Hide Left Palette” from the Arrange menu.

The Ruler and Style List will be hidden from view.

7. Save the changes you have made by picking "Save™ from the File menu.

It's always a good idea to save your work periodically to protect yourself from
system errors.

D. Creating a Link

1. Tutorials

1. Select the words "Roger  |E[1====—===——= Roger Bacon
Bacon" in the first line.

Roger Bacon

These words will be ISP EerN(12147-94) studied at Oxfrod and atParis,
turned into an anchor and became & member of the FrenRcan order. He knew Greek,
point or block for a  [Hebrew, and Aramaic, and is reputed to have invented
link after you com- spectacles. Ca. 1257, suspected of heresy, he was sent to Paris
plete the next step. and confined there for ten years. Though hewas released ca.
1258, he was confined agian ca. 1278-92.

He wrote Latin treadses on a variety of dpics--grammar,
logic, mathematics, fysics, chemistry, and alchemy-- and was,
for all practical purposes, the founder of English philosophy. he
replaced the tradidonal emphasis on argument from authority
wwith an appeal for experimentation. He maintained that the chief
causes of error were uncritical reliance on custom and suthority
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2. Puli down the Intermedia menu and pick "Start Link."

- intermedia
_Start Link
A wristwatch may appear briefly. Compiete Link O}
Unlink
3. Activate the "AdvTutorial" folder window by clicking once Create Biock
anywherte in the window. Babiock

Shaw Black £riant

You may have to move the open InterWord window User P i
to find the folder behind it. ser froperties...
Document Propertias...
Block Praperties...

4. Open the InterVal document called "Authors.” Link Praperties...

View Specs...

Either double-click on the icon or select it and pick

" ' . follaw =¥
Open" from the File menu.

5. Click on the text "Roger Bacon" in the timeline. Em fluthors
Selected
It should be highlighted —~ surrounded with British Authors

black squares called handles. This time-
line event will serve as the destination of 1214 —_ﬁogerﬁaronﬁ
the link. R

1561 — Francis Bacon
6. Pick "Complete Link" from the Intermedia menu. 1564 —— William Shakespeare

1688 —+— Alexander Pope
A link is now established between the text

"Roger Bacon" in the InterWord document
and the Roger Bacon event on the timeline.
Link markers are placed above both the
source and destination selections.

Note: In some IRIS Intermedia
installations, a dialog box containing a
Link Property Sheet will appear after you
pick "Complete Link." If this happens, refer
to Subsection I. Setting Viewing
Specifications of Chapter II. Using IRIS
Intermedia.

7. Try following your link by double-clicking on the marker in the interVal document.

The "Roger Bacon" text window should pop into view and the words you selected as
the block extent should be outlined with a marquee

aiyjucec,
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8. Follow the link in the other direction.

The timeline will pop up.

® File Edit Intermedia Font Arrange Print
Roger Bacon  |E[J&===== futhors
Roger Bacon Selected

SoRoger Bacon (12147.94) smadied st Oxfrod DT 1USH Authors

becarne a member of the Fransican order. | 1214 __W
Hebrew, and Aramaic, and is reputed t "k
spectacles. Ca. 1257, suspected of heresy, he| 1561 —— Francis Bacon
and confined there for ten years. Though he -
1258, he was confined aglan ca. 1278-92. 1564 - William Shakespeare
He wrote Latin teatises on a varety of ,oqoq |
logic, mathematcs, fysics, chemistry, and alg
for all practcel purposes, the founder of Enghis
replaced the maditonsl emphasis on argurme
with an appeal for experimentation. He maints)
causes of error were uncrncal reliance on cus

— Alexander Pope

— Samuel Johnson

9. Close and save the "Authors™ document by clicking in the Close Box.

Click "Yes" in the dialog box when you are asked "Save changes before closing?”

E. Starting Another Link

1. Tutorials

1. Select the word "Spectacles” in the second sentence of the "Roger Bacon" InterWord document.

You will be making that word into a block by starting a link. You will not com-
plete this link immediately.

2. Pull down the Intermedia menu and pick "Start Link."

A wristwatch may appear briefly. Until you complete the link you have started
here, the InterWord document will not reflect the existence of a block. As a conve-
nience, IRIS Intermedia allows you to perform any number of actions before you
complete a pending link. In this case, you will open an InterVal document, add an
event to it and then complete the link.
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F. Manipulating an InterVal Document
1. Click in the "AdvTutorial" window.

The window is now activated.

2, Double-click on the InterVal icon called "Science.”

A wristwatch appears until the timeline appears on the screen. The timeline
named "Science and Technology" chronicles important inventions and scientific
discoveries between 1700 and 1905.

3. Pick "Add Event" from the Edit menu.

A dialog box appears on your screen.

4. Type "1260" in the first 1
field of the dialog box. Add an event at what year? 1260 ]

? -
The year 1260 appears Label? [Roger Bacon invents spectacles. I

at the insertion point.

- )

5, Press the Tab key to move to the next field in the dialog box.

Now the insertion point moves to the first line of the "Label?" box.
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6. Type "Roger Bacon invents specta-
cles," and pick "OK."

Science and
Technology
The dialog box disappears —

while the timeline is enlarged 1260 ——ﬁ-’(uger Bacon mvgnts spectacles.§
and the new event is added to
the timeline. The event is sur-
rounded with handles.

1733 < Jahn Kay’s flying X
shuttle.

1758 -~ First threshing
machine.

1764 - James Hargreaves
invents the spinning
jenny.

1769 < Arkwright’s spinning
machine.

1774 -+ Priestly isolates
oxygen.

G. Completing the Second Link

1. Tutorials

Remember that the link you began in the text document in Subsection
E. has still not been completed. Since you have a timeline open on your

screen, you can establish one of its events as the destination of the
pending link.

1. Choose "Complete Link" from the Intermedia menu.

Be sure the text "Roger Bacon invents spectacles” is still selected (surrounded by
handles). If it isn't, click once on it and pick the "Complete Link" command.
When the wristwatch vanishes, notice that a marker appears above the selected
event.

2. Foliow your link by double-clicking on the marker.

The "Roger Bacon" document should pop up and the word "spectacles” should be
outlined with a marquee.
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3. Click in the Web View window. E[JE Untitled120: Web View =

3 documents in web 2 links in web{>
. . i)
You may have to move some overlapping win- B science
dows out of the way. The Web View now shows FriMay 27 18:33:16 1988
the first two connections in your web. A line QY

connects the current document, "Roger Bacon,”
to the "Authors" InterVal icon and to the
"Science” InterVal icon. If the marker associ-
ated with spectacles is still selected when you
activate the Web View, the line leading to the ; .
"Science " icon should be bold. This tells you B authors ==Fscience
that the other end of that link is in the &

"Science" InterVal document.

| Roger Bacon (Block 4 )
FriMay 27 18:35:45 1988

4. Re-activate the "Science "window by double-clicking on its icon in the Web View.

If a document is buried under several other windows, you can always reactivate it
by selecting it from the Web View. Double-clicking on an icon in the Web View
achieves the same effect as double-clicking on an icon in a folder window. This is
another good reason to keep the Web View window in a convenient location.

H. Setting Block Properties

32

Block Property Sheets are used to specify information about particular

‘blocks. Though IRIS Intermedia automatically assigns each block a

number, these property sheets give you the opportunity to provide other
users with more descriptive information. In a complex web, with
many overlapping and criss-crossing links, "verbose" descriptions of

blocks can help a user navigate from one document to another with a
better sense of direction.

1. Follow the link you have just made by selecting the marker and picking "Follow™ from the Intermedia menu.

The text document in which you started the link appears on the screen. Notice that
the link marker is highlighted and positioned above the first character of the block
(the word "Spectacles”) and the word is outlined.
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2. Pick "Block Properties..." from the Intermedia menu.

Be sure the marker is
still selected when you BLOCK PROPERTIES
choose this command. A Blocks

dialog box appears with
the following informa-
tion filled in:

Creation Date: FriJan 13 09:57:49 1989
Author: ny

Apply & Close [ Apply ) [ Cancel

3. Replace the words "Block 5" from the explainer field by typing "Spectacles,” and pick "Apply & Close."

Now the block can be identified. The dialog box will disappear after you pick
"Apply & Close."

4, Follow the link agaln, back to the "Science” timeline.

You should also name the block which serves as the other endpoint of the link.

5. Pick "Block Properties..." once more.

The dialog box will again appear.

6. Name this other block "Spectacles invented," and choose "Apply & Close.”

Name the second block as you did the first in step 2. Now both blocks of the link
are named.
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|. Setting Viewing Specifications

When you are working on a web, it may become inconvenient to pick
"Block Properties..." each time you create a link. IRIS Intermedia
allows you to specify some of the conditions under which you make
links. By changing the settings in the "Viewing Specifications” dialog,
you can have Link Property Sheets appear automatically as you start
and complete links. A Link Property Sheet allows you to enter an
explainer for both the source and destination blocks of the link.

1. Pull down the Intermedia menu and pick "View Specs..."

The Viewing Specifi-
cations dialog box UVIEWING SPECIFICATIONS

appears. Block Creation: QO Verbose @ Fast

Link Creation: Cillerbose ® Fast
Note: It is possible N

that "Link Creation" -

is already set to
"Verbose." If so, skip S

step 2.

2. Click on the radio button next to "Verbose” in the category of Link Creation and click "OK."

The dialog box disappears. Now whenever you create a link, IRIS Intermedia will
prompt you with a dialog box requesting "explainers” for the blocks at either end
of the link. An explainer is a short descriptive name for the block. As you use the
system more and more, you will discover how useful it is to enter explainers —

they really do aid you in exploring a web, especially when the web contains nu-
merous documents and blocks.

J. Opening a New InterDraw Document

34

1. Without closing the InterVal document, pick "New" from the File menu.

The "New" window will pop to the top of the screen if it is obscured or open if it
was closed.
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2 Doubie-click on the Draw icon. Ele———————— #1]

Selecting the icon and . —
picking "Open" from the "ﬁ ﬁ ﬂ m '_
File menu has the same née i £
effect. A wristwatch ap- Web Folder Yal Word
pears until the new In-
terDraw window begins

to take shape on the
screen.

Notice that the window opens with a Style Palette and a Tool Palette
ready for use. In order to draw Roger Bacon's spectacles, you will need
to use several different tools and styles. The arrow tool is selected au-
tomatically.

3. Select the Oval tool by clicking on the oval in the Tool Palette.

O]

Now the oval, rather than the arrow, is highlighted.

=

4. Position the pointer in the drawing area.

<]

You can now draw any number of ovals.

5. With the mouse button de- === Untitled =———=
pressed, drag the oval outtoa R '
sultable size and release the | Curren N [N] Line!
button. Settlngs :

Fill TenrtBackground Line v
You are drawing one of |Available _‘:
the lenses of Bacon's |Patterns =
glasses.

6. Now try to make another oval
the same size next to the first
ova.

X ‘:
!
iy e
While the Oval tool is @ :
!
< z
N :

selected, you can make
any number of ovals in
a row. Notice the diffi-
culty of making two
identical ovals.
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7. Click on the Arrow tool.

The Arrow tool high-
lights in the palette.
With the Arrow tool you
can select objects you
have created.

8. Draw a "bounding box"
around the unsatisfactory oval
or ovals.

You have selected the
oval(s). Small black
handles surround each
oval entirely encom-
passed by your bound-
ing box.

9. Pick "Clear" from the Edit menu.

The selected

= Untitled ==
Current Linei
Settings E E D !
Fill  Text Background Line
Available -
Patterns —E
=
X :
;
!
;
S :
[ A
EIe=——————— Untitled =——=
Current line:
Settings m E |
Filll  Teut Background Line v
Available
Patterns

lolool -k

4

TanTmT AN

10. Click on the remaining oval to select it and pick "Copy" from the Edit menu.

Be sure that you put the arrow directly on top of the line making up the oval. Han-
dles appear when the oval is selected. You can now paste an exact copy of the oval

next to its original.
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1. Tutorials

11. Click in the spot where you want the upper left of the copy to be positioned and pick "Paste™ from the

Edit menu.

Now you have two identical "lenses.” Don't worry if they aren't aligned properly.

12. Hold dewn the Shift key and select the original oval by clicking onit.

Now both ovals are selected. The Shift key is often used to extend selections.

13. Pick "Align Bottoms" from the Arrange menu.

Now the ovals are parallel to one another.

14. Click on the Line tool in the Tool Palette at the left of the window.

The Line tool is the third one from the top.

15. In the Style Palette, click on
the second line under "Line
Widths."

The checkmark moves to
reflect your choice.

16. Connect the two ovals with a line.

R Untitied NG

Current Line W h
Mt | N] ne Widths Arrowhesds

Fill  Text Background Line vk =

Avallable
Patterns

SNE=——————— Untitled =S
Current L
Settings [ [N Hine,
Fili Text Background Line -

Available \/—E
Patterns —
-

<Jellofolol -1
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17. Click on the "t" tool in the Tool Palette.

Now you can add text to your diagram. Only a scholar would be able to identify the
artifact; students will need a label to recognize Bacon's invention.

18. Click on the meuse button to set an insertion point.

Your text will begin at the insertion point.

19, Type "Bacon's Spectacles.”

Now your drawing is complete.

He==————————— Untitled ===
i

Current E Line.
Settings E !
Fill Text Background Line _';

Availabie . :
Patterns : e NV —

Bacon’s Spectaclesk

1
)
1
i
1
1
'
i
1
I
i
1
1
¥
1
1
1
i
1
t
]
1
I

el oo AR~

20. Experiment with the other styles available in the Style Palette.

Try making the spectacles into sunglasses. (Hint: select an oval and pick an
Available Pattern.) Be sure you first select the Arrow tool.

21, Experiment with the other tools available in the Tool Palette.

Notice that the same tool, the Line tool, can be used to create both lines and arrows,
depending on its style.
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22. Experiment with "Undo" from the Edit menu.

IRIS Intermedia puts no limit on the number of "Undo” commands you can select
in a row. Each "Undo" command that you issue undoes the last action that you
performed. If you drew a line, it takes that line away. If you cut an object, it
replaces that object.

23. Experiment with "Redo™ from the Edit menu

"Redo" undoes the last "Undo."

K. Saving and Naming a New Document

1. Save your work by picking "Save" from
the File menu. Save this document as:

Cancel

A dialog box appears:

2, Type "Glasses" to name your hew )
drawing. Click on the "Save" button. Save this dacument as:

[Glasses

Now the drawing is saved and
named. It will be stored in the
"AdvTutorial" folder, which @

was the last activated folder.

New documents are always stored in the most recently activated folder.

L. Creating a Link with Block Explainers
1. Select one of the lenses in your drawing by clicking on it

Be sure the Arrow tool is active. Handles will appear around the lens when it is
selected.

2. Pull down the intermedia menu and pick "Start Link."

When you start a new link, you also create a new block.
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M. Compileting a Link using an Existing Link Marker

40

1. Click once in the InterVal window called "Science."

Black stripes appear in the Title Bar, indicating that the "Science" timeline is the
active window.

If the "Science” window is covered up, you can double-click on the InterVal icon
named "Science" in the Advanced Tutorial folder window or in the Web View

window, or you can move the windows that are in the way by dragging them to
new locations.

2. If the link marker in the "Science™ timeline is not already selected, click on it once.

The link marker will be highlighted.

3. Pick "Complete Link" from the Intermedia menu.

A Link Property Sheet appears. Since you set "Link Creation" to verbose in
Subsection H, IRIS Intermedia gives you a property sheet for the link, which
allows you to assign block explainers to the blocks at the endpoints of the link.

4. Enter "lens" as the source block explainer.

In this case, the source block is the eye glass lens. When you type the word "lens,”
your typing will replace the system-assigned block name which is automatically
selected when the dialog box appears. Notice that the destination block already has
the explainer "Spectacles Invented.” This is the block you named in step 6. of Sub-
section H. If you had selected a graphics object, a timeline event or some text in-
stead of an existing link marker, you would have had to enter an explainer for the
destination block as well as the source block.

5. Click "OK" in the Link Properties dialog box.

The dialog box closes and a wristwatch icon appears while the link is being
created. You should see new connections reflected in the Web View, with lines
indicating links connecting the InterDraw icon, "Glasses," to the InterVal icon,
"Science,” and the InterVal icon to the InterWord icon, "Roger Bacon."
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6. Double-click on the marker to follow the new link.

A dialog box asks you to choose which link to follow. On the left side of the dialog
box is the name you gave to the block associated with the "Roger Bacon" event. On
the right side are the names of the documents at the other ends of the links. These
are followed, in parentheses, by the block names you assigned.

Please choose a source and then the destination
Source Destination

spectacles lnve... W] Glasses (lens}
Roger Bacon (Spectacles)

7. Pick the documentblock pair "Glasses (lens)" from the list of destinations and click on "OK."

In a complex web, with many overlapping and criss-crossing links, "verbose”
descriptions of blocks can help a user navigate with a better sense of direction.

Notice that a link marker has appeared above the lens you selected as the source
point of the link.

You should now see only one connection in the Web View, with a line indicating a
link connecting the InterDraw icon, "Glasses,” to the InterVal icon, "Science.”
The other links still exist within the context of the web, but the connections are no
longer visible in the Web View because they do not involve the active document
("Glasses™).

N. Saving Links

1. Tutorials

1. Click in the Web View window to activateit.

Its Title Bar should be striped.

2 Pick "Save" from the File menu and click on "OK" in the dialog box that appears.

This dialog informs you that the documents containing the links will be saved
before the web itself is saved. Note that all of the links created within the context of
the web will be saved, including those that do not appear in the Web View at the
present time. After all the documents containing new blocks and links have been
saved, a dialog box appears, asking you to name the new web.
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3. Type "Bacon Web," and dlick on "Save."

The system takes its time performing this vital action. When the wristwatch dis-
appears, the web has a name and the links are saved. An icon representing the
web also appears in the "AdvTutorial” folder. It is a good idea to save the web at

regular intervals to protect yourself from losing work in the case of a system
failure.

O. Making More Links

1. Experiment with making more links.

Extra materials, in the form of diagrams, text documents and timelines, have
been placed in the "AdvTutorial" folder. These materials were created by
Professor George Landow for a survey course on English literature taught at
Brown University. All the documents are related to each other in some way. You
can experiment with these materials and you can create new documents as well.

2 Open the folder called "More Docs."

You will find more document icons in this folder. In each InterWord document,
words or phrases have been made bold to indicate that they might make appropri-
ate anchor points for links. Try making a link between a document in this folder
and one in the "AdvTutorial" folder. You can also make links between
documents that reside in different folders.

P. Closing a Web

42

When you have experimented enough and feel you will return to IRIS

Intermedia with a better sense of its features, you will want to close the
web you have made.

1. Click in the Close Box of any open document.

Position Click

If you wish to save your changes, respond accordingly in the dialog box. You can
also pick "Close All Documents" from the File menu if you have many documents
open. This command closes all open documents, including the Web View, but it
does not close folder windows. If you pick "Close All Documents," skip to step 3.
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2. Click in the Close Box of the Web View.

If you have made links that have not yet been saved, you should say "OK" to the
questions in the dialog boxes.

3. If you have never saved this web before, you will also have to give it a name. (See SubsectionK))

Once the web is saved and named, it closes.

Q. Exiting the System

1. Tutorials

When you have completed all your work, saved and closed all new doc-
uments, and saved and closed your web, you must exit the system so
others can use it after you.

1. Pick "Quit" from the Flle menu.

After you have quit IRIS Intermedia, you should log off the system.
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IIl. USING IRIS INTERMEDIA

This section describes how to perform the essential IRIS Intermedia
operations. If you have stepped through the tutorials, you should
already be familiar with many of the operations described below. In the
following explanations, the bold type explains what you are to do or type
and the plain type underneath describes the step in greater detail. The
explanations assume that you are already familiar with the operation of
the mouse and menus. If you are not, refer back to Chapter I
Tutorials.
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1. OVERVIEW OF THE IRIS INTERMEDIA DESKTOP

The IRIS Intermedia desktop is made up of a variety of objects which
allow you to interact with the system. The most important of these are
documents which are created using any of the applications provided in
the IRIS Intermedia system. They are organized on the desktop in
folders, which are analogous to paper folders in an office. Since folders
can contain subordinate folders in addition to documents, you can
create a hierarchical organization of your materials.

Webs provide an alternate, but complementary, mechanism for orga-
nizing documents. While any one document may only be stored in a
single folder, that same document can be referenced in any number of
webs, which can be thought of as contexts. For example, a biography of
Charles Darwin might be stored in a "History of Science" folder, but
referenced in webs called "Scientific Thought,” "Evolution" and
"British Literature." Instead of imposing a hierarchical structure,
webs allow you to organize materials non-hierarchically. By creating
anchor points in documents, called blocks, and linking them to anchor
points in other documents, you are able to create a network of related
materials. Documents, blocks, and links all have properties associated
with them, such as the name of the person who created them, the date
and time they were created, and the date and time they were modified.
This information is stored in property sheets.

Documents, folders and webs are all represented on the IRIS
Intermedia desktop using icons and are viewed in windows. Icons
indicate the existence of documents, folders and webs while windows
allow you to view their contents. You are able to interact with desktop
objects using a rich set of commands. These commands are issued by
using menus, palettes or the keyboard.

The explanations below detail the manner in which desktop objects
can be manipulated.

2. Using IRIS Intermedia Overview of the IRIS Intermedia Desklop 49



2. WINDOWS

Windows are views into portions of documents, folders and webs. Upon
starting an IRIS Intermedia session, a folder window is automatically
opened for you.

A. Opening Windows
1. Posltion the polnter (arrow cursor) over a document, folder or web icon and click the maouse button.
The icon is now selected (highlighted in black).

2 Choose the "Open" command from the Flle menu

A window containing the selected document, folder or web will open on the screen.
An alternate method of opening a window is to position the pointer over a docu-
ment, folder or web icon and double-click the mouse button.

B. Moving Windows
1. Position the polnter over the Title Bar of any open window.

Be sure not to position the pointer over the window's Close Box.

2 Press and hold down the mouse button.

The window border will become "fuzzy." If you are not sure where the Title Bar is,
refer to the Folder Window Diagram in Subsection C. Repositioning and Manipu-
lating Windows of the Introductory Tutorial in Chapter I.
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3. Keeping the mouse button depressed, drag the window.

/ClassDocs/Dickens

Dickens—Humor Di cke.ns_Popular Dickens—London

R

Dickens_Reform iDickens_Religion

The border of the window will follow your movements.

4. Release the mouse button when the window's outiine is in the desired location.

When you lift up on the button, the window will move to the new location.

Hint...

5. Stack your windows in a fan formation for easy access.

/ClassDocs/Dickens |
5 Dickens and Religion [
Dickens and Reform ===

Dickens and Social Reform:

]
L]

Dickens lived in a time of enormous |
political and social changes. His age was also
an age of social reform: the Reform Act of
1832, which extended the right to vote, was
passed a year before the publication of
Sketches by Boz his first work of any
importance, and the Reform Act of 1867 went
into effect less than two years after the
publication of Our Mutual Friend, his last

 wr
P A . < .Y

If you have a number of windows open on the screen at once, it is useful to stack
them in such a way that windows won't get lost or buried. The fan formation,
shown here, is one way to do this.
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C. Resizing Windows
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1. Position the pointer over the Resize
Box of the active window.

The Resize Box is located in
the lower right corner of the
window,

O

Word Erample
Sample InterWord Document

This document was created using InterWord, |
Intermedia’s word processing program. As you step |
through this tutorial, you will notice that the sample §

2 Press and hold down the mouse button and move the mouse.

An outline of the lower right
corner of the window will
follow your movements.
Some windows have a
minumum size, often when
the Top or Left Palettes are
visible. If this is the case, the
outline will stop following
your movements when the
minimum size is reached.

3. Release the mouse button.

S 1==—=——=—IWord Example %}
Sample InterWord Document | :

This document was created using Intei‘ﬁ’ﬁrd
Intermedia’s word processing program. As yuu step
through this tutonial, you wil nnuce that the ﬁan‘ple

The window should now have assumed a new size, either larger or smaller, de-
pending on the position of the window's outline when you released the button.
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D. Scrolling

In many cases, only a portion of a document, folder or web can be
viewed in a window at a time. A technique called scrolling is used to
move contents of the window in and out of view. There are two tools
provided for scrolling windows: Scroll Arrows and Scroll Boxes (see
window diagram in the Introductory Tutorial, Subsection C. Reposi-
tioning and Manipulating Windows). The arrows are used for
scrolling a little bit at a time and the Scroll Boxes are used for scrolling

screenfuls of information or for moving quickly to a different part of a
document.

Using the Scroll Arrows

1. Position the pointer over one of the Scroli Arrows.

Each window has four Scroll Arrows: up and down arrows on the right side of the
window, and right and left arrows on the bottom of the window. The Scroll Arrows
will only work if the Shaft in which they are located is gray.

2 Click the mouse button.

A single click on the Up Arrow will allow you to see information above the current
information by scrolling the contents of the window down one line. The Down Ar-
row has the opposite effect. Likewise, a single click on the Right Arrow scrolls in-
formation to the right of the current position into view and the left arrow does the
opposite.

3. Hold the mouse button down for several seconds while it is positioned over a Scroll Arrow.

The contents of the document will move in and out of view continuously as long as
the mouse button is depressed. Notice that the Scroll Box moves in the Shaft to re-
flect your current position in the document as you use the Scroll Arrows. For ex-
ample, if the Scroll Box is near the bottom of the right Shaft, this indicates that you
are near the end of the contents of the window.

Using the Scroll Box

1. Position the pointer over the Scroll Box in the right Shaft,

The Scroll Box located in the
Shaft allows you to move to a
new position in the window.

[J=—=—=== WWord Example
Sample InterWord Document

This document was created using InterWord,
Intermedia’s word processing program. As you step
: A through this tutorial, you will notice that the sample
gi}égtee sartl:gargoth%r i:e}r’{tit;'}:elscéz: material refers to the history of the Institute for Research
tents of the window is al- in Information and Scholarship (IRIS) or to Graham

ready in view. The Scroll
Box will not be visible.

If the Shaft of the window is
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2. With the mouse button depressed, EJ===———— lWord Erample ===
drag the Scroli Box towards the bot-
tom of the Shaft Sample InterWord Document

This document was created using InterWord,
An outline of the Secroll Box Intermedia’s word processing program. As you step
will follow your movements. through this tutorial, you will notice that the saraple
material refers to the history of the Institute for Research
in Informetion end Scholarship (IRIS) or to Graham

3. Release the mouse button at any Eﬁ Word Example
point in the Shaft.

be vxsxble if you have opened the “Sample Web").

The Scroll Box will move to
the new position in the
Shaft and the window will
scroll so that you are view-
ing the contents farther
along in the document.

Follow to obtain further information on Wazerland.

Its use of a central mystery to examine the life a
society over along period of time is similar

Using the Scroll Shaft
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1. Position the pointer in the Shaft above or below the Scroll Box.

Be sure the pointer is in the Shaft above the Scroll Box (as shown in the illustration
in step 3. above) or below the Scroll Box.

2 Click the mouse button once.

The contents of your window will now scroll up or down one screenful. Clicking
in the Shaft above or below the Scroll Box allows you to scroll the contents of the
window up or down by screenfuls. Likewise, clicking in the bottom Shaft to the

right or left of the Scroll Box allows you to scroll the contents of the window right
or left by screenfuls.
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E. Showing and Hiding Palettes

Most IRIS Intermedia document windows have one or more tool
palettes that can optionally be shown or hidden. Usually you will want
to have the palettes shown when you are editing a document and
hidden when you are just browsing or reading. Palettes are identified
in the Arrange menu by their position with respect to the window.
Some applications just provide a Left Palette while others provide a
Top Palette as well. For example, the InterWord Ruler is provided in
the Top Palette of all InterWord windows and the list of styles is
provided in the window'’s Left Palette.

1. Open or activate a document window.

Only InterWord, InterDraw and InterVal windows have palettes associated with
them.

2. Pull down the Arrange menu and choose "Show Left Palette” or "Hide Left Palette.”

Only one of these two commands will be available depending on whether or not the
Left Palette of the active document window is currently shown or hidden. You
should see the effects of the command immediately. If the Left Palette was hidden,
it will now be displayed. If it was displayed, it will now be hidden.

Some documents also have a Top Palette with additional tools. You can use the
Arrange menu to hide and reveal Top Palettes in the same manner as Left
Palettes. If a document window has two palettes available, you must show and hide
them one at a time.

3. Puli down the Airange menu again.

If you displayed the Left or Top Palette in step 2., you will now notice that the
command you chose has changed to "Hide Left Palette" or "Hide Top Palette” to
reflect the new state of the window.
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F. Closing Windows and Quitting IRIS intermedia

To avoid cluttering up the screen, you may wish to close windows after
you have examined their contents.

Closing One Window at a Time

1. Close the current window by clicking once in the Close Box.

Position the pointer over the white box in the upper left corner of the window and
click the mouse button once.

Position Click

The window closes, returning to its iconic representation. If you have made any
changes to the contents of the document in the window, you will be prompted to
save changes before the window is closed.

Closing All Documents

1. Choose "Close All Documents” from the File menu.

All document windows and the Web View will close. This is a quick way to un-
clutter the screen. Folder windows will not be affected by this command. You will

be prompted to save changes to any documents or webs that have been altered and
not previously saved.

Exiting the System
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1. Choose "Quit" from the File menu.

The "Quit" command closes all open windows, including folder windows, and
ends the current IRIS Intermedia session.

2. Click on "OK" or "Cancel" in the Quit dialog.

The dialog box asks you to confirm that you would like to end the current session.

If you choose "Cancel," the IRIS Intermedia session will not end. If you choose

"OK," you will be prompted to save changes to any documents that were altered but
not saved in the current session.
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3. FOLDERS

Folders are containers for documents, webs and other folders. They al-
low you to organize material hierarchically. When you first start the
IRIS Intermedia system, there is always one folder open on the
desktop. This folder cannot be closed until you quit the current session.

Icons are organized alphabetically by type in IRIS Intermedia folders.
When you browse through the folder hierarchy, you will notice that all
webs are arranged alphabetically followed by all folders, followed by all
InterVal documents, etc. As new documents, webs and folders are
created, they are automatically stored in the last folder which you acti-
vated. Each new icon will initially appear after the last icon in the
folder; however, once you close and reopen the folder, the new icon will
be displayed in its proper position alphabetically. If you wish to change
the location of one or more documents, webs or folders, you may do so
by moving their icons from one folder to another.

A. Creating New Folders

After you have created a number of documents, you may wish to orga-
nize them more efficiently by placing them in folders.

1, Pick "New" from the File menu.

A window will appear containing icons, including one called "Folder."

2 Click on the Folder icon. e Newe——————
It will be selected. N o— :
5 & B
Web Yal Draw Word

3. Pick "Open" from the File menu.

A dialog box will appear, allowing you to name the new folder. You may double-
click on the folder icon in the "New" window instead of steps 2. and 3.
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4. Type in a name for the new folder.
Please name the new folder:

The name you typed will ap- l_l
pear where the dialog previ-

ously indicated "Untitled."

5. Click on the "OK" button in the dialog
box. Please name the new folder:

[Dickens |

Your newly created folder will
appear as the last icon in your

current folder window.

B. Moving Icons

All icons representing documents, webs and folders can be moved to
new locations within their current folder or to locations in different
folders. Moving icons is useful for keeping your work organized and
for storing material in an order that is easy for you to remember.

Note: If you change the location of an icon in its current folder, the
change is not saved once the folder is closed.

Moving One Icon at a Time
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1. Position the pointer over an icon.

All icons are moved in the same manner. You may want to move icons around to
organize them within their current folder (although this change is not saved) or to
move them to a different folder. Documents, webs or folders that are open cannot

be moved. If any of these items are open, their icons will be grayed in the folder
window.
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2 Press the mouse button and drag the icon.

While the mouse button is depressed, an outline of the icon will follow the move-
ments of the mouse.

/ClassDocs/Dickens Ve

Dickens_Humor Dickens_Popular JURREICIMEINNY

Dickens_Reform Dickens_Religion

ES

= J==————=/ClassDocs/Dickens ==—

Dickens_Humer Dickens_Popular

Dickens_Reform Dickens_Religion k

/ClassDocs/Dickens

Dickens_Humor Dickens_Populer

Dickens_.Reform Dickens_Religion
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3a. Release the mouse button when the icon’s outline is in the desired location.

Icons may only be moved within the same folder window or into a different folder
window. They may not be moved into document windows, the Web View window,
the "New" window, or onto the gray portion of the desktop.

To move an icon fo a different folder:

60

3b. Release the mouse button when the Icon's outline is over the desired folder icon.

The folder will turn black when the icon's outline is directly over it. When you
release the mouse button, the document will have moved into that folder.

: == /ClassDocs/Bearsiey &
8 items

&
- fa) fa) o
- e o -a
Aubrey Beards! Beardsley Overview Decadence Overview DickensTL
et ne l
7 .‘. -
FIEe EE!
Pre~Raphaelites Sample Web
&
&l [
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Cr, if the folder is open,

3c. Release the mouse button when the icon's outline is within the boundaries of the open folder window.

/ClassDocs/Beardsiey

a

Aubrey Beardsley

Pocs/Beardsley/TermPaper

e i bm
Pre-Rapheelites Sample Web  TermPaper

| EE! g

Decadence

S== /ClassDocs/Beardsiey ===

i 2

Aubrey Beardsley Beardsiey QY

Docs/Beardsley/TermPaper

Pre- TermPaper pm
| [, Y
3 —
Decadence

E[1== /ClassDocs/Beardsley ===

p— O

E fa)

Aubrey Beardsley  BeardsleyCY

Pocs/Beardsley/TermPaper
pm

T B

Decadence

| 1o,

When you release the mouse button, the document will have moved into that folder.
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Moving Multiple Icons (Shift Click Method)
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1. Click on one of the icons to be moved.

It will be highlighted in black.

2. Hold down the Shift key and click once on each of the additional icons to be moved .

All the icons you wish to move should be highlighted in black. The Shift key is
used to extend selections.

3. Release the Shift key.

4. Position the pointer over any one of the selected icons, press and hold the mouse button, and drag the Icons
to desired location.

The icons will move as a group "in formation.”

5. Release the mouse button.

The icons will be in their new location.

/ClassDocs/Dickens VFcFF—g

Dickens_Humor Dickens_Popular [JOEHYIEEREGIN ]

At Dickens_Religion

K

/ClassDocs/Dickens

Dickens_Humor Dickens_.Popuiar *

Dickens_Religion

Gk
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Moving Multiple lcons (Bounding Box Method)

1. Posltion the pointer above and to the left of the group to be moved.

This method is useful for selecting a group of icons in close proximity to one an-
other.

2 Hold the mouse button down and drag
diagonally to the lower right comer of the
group.

/ClassDocs/Dickens ==

A rectangular bounding box
will follow the movement of the
mouse.

Dickens..Humor Dickens_Populer Dickens_London

Dickens_Reform Dickens_Religion

K | 5[]

3. Release the button when all desired icons are enclosed in the box.

The bounding box will disappear and all the icons entirely within the bounding
box will become highlighted in black. If an edge of the bounding box borders one of
the icons too closely (even though it might appear to be fully within the box) that
icon will not be selected and will not move with the group. To avoid this problem,
draw your bounding box with margins of at least an eighth of an inch from the
icons to be enclosed.

4, Position the pointer over any one of the selected icons, press and hold the mouse button, and drag the icons
to desired location.

The icons will move as a group "in formation.”

5. Release the mouse button.

The icons will be in their new location.
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C. Renaming Documents, Webs and Folders

Frequently it is useful to rename documents, webs and folders you
have created. Renaming is done by editing the name associated with
the icon of the item you wish to rename. Only closed documents, webs
and folders may be renamed.

1. Select a document, web or folder icon.

You will only be allowed to rename documents, webs and folders that you have
permission to edit. In addition, the document, web or folder must be closed. The

icon will appear grayed in the folder if the document, web or folder is currently
open on the desktop.

2. Click once within the title to set an insertion point or drag through the text you wish to change.

If you set an insertion point, you can type to add characters or backspace to delete
them. If you drag through the entire name of the document, you can then type new
text which will replace the old name. If you double-click on one word of the name,
the word will be selected. You can then type to replace the entire word.

D. Deleting Documents, Webs and Folders
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To delete a document, a folder or a web, you first select an icon and
then choose the "Delete Document” command. Be careful when using
this function as it cannot be undone. If you delete a document with
links to other documents, the links emanating from the deleted docu-
ment will be removed along with the document, although the blocks at
the other ends of the links will remain intact. If you delete a web, all
links and blocks created in the context of that web will be deleted. Since
folders may contain other folders, documents or webs, all enclosed
items will be deleted along with the folder you select; however, you are

always informed of the names of all items that are contained in the
folder.

1. Select the document, folder or web you wish to delete.

The icon representing the document, folder or web you wish to delete will be high-

lighted in black. Only closed documents, webs or folders may be deleted.
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2. Choose "Delete Document” from the File menu.

If you have selected a document or a web icon, a dialog box will appear, asking
you whether you are sure you want to delete the document or web. Click "OK" if
you are sure, and "Cancel” if you are not.

-~

If you have selected a X - ,
folder, a different dia- The following 10 folders and files will be deleted:
log box will appear that
lists the name of the
folder plus all nested
folders, documents and

Architecture
Transportation
| Highways in America

; Highways
webs. You may either Railway Map
cancel the operation or Train in America
choose the "Delete All" Railroads
button from the dialog Transportation

box.

If you do not have per-

mission to delete any The folder could not be deleted because it contains

one of the items in the the following 3 locked files:
folder, or if one or more Highways in America WORD ]
of the enclosed docu- Transportation uAL_

ments is currently be-
ing edited by someone
else, you will not be al-
lowed to delete the
folder.

Technology Overview DRAW
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4. WEBS, BLOCKS AND LINKS

Webs

Blocks

66

Material stored in IRIS Intermedia documents can be connected
together to form large or small collections of linked information. These
collections, which can be viewed and edited by single or multiple users,
are called webs. Blocks are discrete units of information that you may
identify in any IRIS Intermedia document when you are in the context
of a web. Blocks serve as the source and destination for links, which
provide bidirectional connections between units of information. Links
should be used to establish concrete relationships between blocks
created in any of the IRIS Intermedia applications. The sections Using
InterWord, Using InterDraw, and Using InterVal provide specific
details on creating blocks and links to and from documents created
with InterWord, InterDraw, and InterVal, while this section provides

some general rules and methods for working with blocks and links
within a web.

Webs provide the context in which blocks and links exist. If you wish to
work with blocks and links, you must create a new web or open an
exsiting one. When a web is open, it is represented by a Wed View. You
must have a Web View open in order to create, modify or manipulate
blocks or links. When the Web View window is closed, all the blocks
and links created within the context of that web will disappear from
any documents still open on the screen.

It is possible for a document to have blocks and links in more than one
web, although only one web can be open at a time. For example, you
may wish to link together a set of related works by Shakespeare to
trace his use of color imagery. Another user at your site may decide to
create a whole different set of links connecting the same information.
When your web is open, you would not see the other user's
connections; those links exist in the context of a different web. Instead
of storing your links separately in two different contexts, you could
alternately share a single web. In this case, you could view and follow
one another's links, plus the links of any other users who are sharing
the same web or collection of blocks and links.

A block can be as small as an insertion point or as large as an entire
document; it may serve as the source or destination for one link, or for
several links. Any selection that you can make in a document can be
turned into a block. For example, in an InterWord document, a block
could be a single character, a word, a paragraph, or a group of
paragraphs. The text (or graphics objects or segments of timelines)
that you choose to associate with a block is referred to as the block's
extent. The extent is indicated in different ways depending on the

application being used. For example, it is indicated by light gray

Webs, Blocks and Links 2. Using RIS Intermedia



Links

handles in InterVal and InterDraw, and by a marquee (flashing
outline) in InterWord.

The existence of a block is signalled by a marker. Some applications
may have slightly different methods for displaying markers, but the
block marker symbols are the same for all applications (see
illustration below). For example, in InterWord documents, markers
are placed above the first character of a block, and in InterDraw

documents, markers are placed above the first object selected as part of
the block's extent.

Every block has an associated property sheet. The information in the
property sheet includes the block author's name and the block's date of
creation. In addition, each block has an explainer or name which
helps you to identify a block in a list of blocks.

To operate on a block, the user must select the block's marker.
Selecting a block marker allows the user to do such things as delete
the block, start or complete links, show the blocks's extent, or access
the block's property sheet.

E3 Block Marker

Block Marker with Link Symbol

The existence of a link is signalled by a block marker containing a link
symbol. If there is no link symbol, then there is no link from this point.

Once you have created links, you may traverse those links. That is, you
may travel from the source block to the destination block or vice versa.
To follow a link, you must select the block marker indicating the
existence of a link. There is no limit to the number of links you can
attach to a block, but only one link may be followed at a time. If you
select a marker which represents more than one link, you will be
given a list of the links associated with the block from which to choose.

A. Creating a New Web

Creating a web provides you with a new context in which to create
blocks and links.

1. Select "Close All Documents" from the File menu.

A web will not open if there is a web or any documents already open.
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2 Pick "New" from the File menu.

The "New" window will open.

3. Select the web icon from the

=l New
"New" window.
The icon will be high- ' | I]l
lighted in black when ﬁ @ I’ .VJ i@l
selected. Folder Yal Draw word

4, Pick "Open" from the File menu.

A Web View window will appear
(see Subsection M. Using a Web
View for further information). An
alternate method of opening a new
Web View window is to double-click
on the web icon in the "New’
window. If you attempt to open a new
web while one is already open, a
dialog box will appear informing
you that you must close the open web
before opening another.

EC]

Untitled5: Web Diew

0 documents in web O tinks in web (>

al

ORERRRCHARR

5. You may now open documents and create blocks and links.

Instructions are provided in the following sections.

B. Opening an Existing Web
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UntitledS
Tue May 316:32:38 1988

N

Once a web has been created, it can be opened for browsing or editing.
It is only possible to have one web open at a time. If you plan to work
with blocks and links, be sure to open the web before opening
documents. If the documents are opened before the web, they must be
closed and reopened in order for their markers to appear.

1. Select a web icon.

The icon will be highlighted in black. Be sure you have closed all open documents.
Use the "Close All Documents” command from the File menu if you have many

documents open.

Webs, Blocks and Links
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2 Pick "Open" from the File menu.

An alternate method of opening an existing web is to double-click on the web's
icon. If this is the first time you have opened the web, the Web View will display
information indicating the number of documents and links in the web, an icon of
the web and a timestamp. If you have previously opened this web, then the Web
View will open and display the information that was saved the last time you
closed the web. Subsection M. Using a Web View provides information about
interacting with the Web View.

C. Creating Blocks

Remember that blocks and links only exist within the context of a web;
therefore, before following the steps below, be sure a web is open.

1. Open an existing document.

Select a document that already contains some text or a diagram.

2 Select the text or graphics objects you intend to make into a block.

Text will be highlighted
in black; handles will

appear around graphics Summany of Apolio 1§
objects and timeline
events. Refer to the sec- [0 TV Da1d B Sontr, Conwanoder (CDR

tions on Using Inter- James B. Irwin, Luner Module Pilotk(LMP)

Word, Using Inter- Alfred J. Worden, Commend Module Pilot (CMP)
Draw and Using Inter-

Val if you are unsure
how to select any of Launch: July 26, 1971
these. Landed: July 30, 1971

[JZ===== Apolio 15 Mission Summary

3. Pick "Create Block" fromthe =]
intermedia menu.
Summary of Apaollo 1§

Apollo 15 Mission Summary

A block marker will =
appear above the first Crew: David R. Scott, Commander (CDR)
character of a block of James B. Irwin, Lunar Module Pilot (LMP)

text or above and to the Alfred J. Werden C A Mod ot
left of graphics objects edJ. Worden, Commend Module Pilot (CMP)

or timeline events.

Leamch: July 26, 1971
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D. Selecting Markers

To delete a block, show its extent or edit its properties, you must first
select the marker associated with the block. In the InterWord
application, the marker is always located over the first character of the
block. In other IRIS Intermedic applications, the marker either
appears over a character or near the objects that make up the block.

Selecting a Marker

1. Position the pointer over the block marker.

The pointer is positioned properly when the point of the arrow is directly over the
rectangular box that contains the marker.

2. Click the mouse button to select the marker.

When the marker is properly selected, it will become highlighted in black.

Crew: Duvid R. Scott, Commander (CDR)
James B. Irwin, Lunar Module Pilot (LMP)
AlfredJ. Worden, Cormmand Module Pilot (CMP)

Crew: David R. Scott, Commandexr (CDR)
Jamnes B. Irwin, Lunar Module Pilot (LMP)
Alfred J. Worden, Cornmand Module Pilot (CMP)

Selecting Multiple Markers in Text

The methods for selecting a single marker in InterDraw or InterVal documents
are identical to those for InterWord documents. The techniques for selecting more
than one marker, however, are slightly different.
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1. Select a portion of text which contains several markers by dragging over it

The text will become highlighted in black, and the markers within the text will
become highlighted as well. To select text in InterWord, position the pointer before
the first character you wish to select, press and hold the mouse button, and drag the

mouse. As you drag, text will highlight. Release the mouse button when the text
containing the markers is highlighted.

E[1=——— Apollo 15 Mission Summary mﬁ————l
=

3
Sunmmary of Apallo 15

=

vew: Daad R Soart, Comuasnder [CDRG

Jampes B. Iewmn, Loger kldnle Pilor (LB Py

Alfred 1 Wonden, ﬂommmd Module Pilot (CMP)

Selecting Multiple Markers in Graphics

1a. Select one of the markers.
Use the technique described above for selecting a single marker.

2a. Hold down the Shift key.

The Shift key is often used to extend selections.

3a. With the Shift key held down, click once on each of the other markers.

As you click on each marker, it will become highlighted in black.

Endoplasmic Reticulum
Cell Wall

Vacuole

Lysosome
Mitochondria.

Nucleus

Golal Apparatus
Chioroplast

PLANT CELL
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Or..

1b. Draw a bounding box around any number of markers.

Use the technique described in Moving Multiple Icons (Bounding Box Method) in
Section 3. Folders, Subsection B. Moving Icons to draw the bounding box. All
markers and objects completly within the bounding box will be selected.

E. Editing Block Properties

72

IRIS Intermedia gives you the option of assigning explainers—
descriptive text—to your blocks either as you create them or at some
later time. These explainers, plus additional information about the
block, are stored in property sheets. Block Property Sheets may or may
not appear automatically when you create a block. (See Subsection L.
Setting Viewing Specifications) Whether you assign explainers to
blocks as you go along or not, you may eventually want to edit or review
them. You may also want to look up who created a particular block or
discover when the block was created.

1. Select one or more block markers. Choose "Block Properties...” from the Intermedia menu.

A Block Property Sheet will appear. A list of all the blocks contained in your
selection appears at the top of the property sheet dialog box with the first one
selected. Under the block list is a field that allows you to edit the selected block's
explainer. If a block is new, its explainer will consist of a number automatically
assigned by the system. The Block Property Sheet also contains the date, the time,
and the user I.D. of the person who created the block. If only one explainer appears
under the "Blocks"” heading, continue to step 3.

2. To select a different block to [
view and edit, click on its BLOCK PROPERTIES
explainer in the list under Blocks

"Blocks.”

Alfred J. Worden
Block 510
James B. lrwin

The information about
that block will appear
in the "Explainer,”
"Creation Date" and Euplainer
"Author” fields below
the block list. The only Creation Date: FriJan 13 09:57:49 1989
information you may Author; ny

change is the explainer.

Apply O Close\ { fApply ] [ Cancel }
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3. Edit the explainer.

The text of the current explainer is automatically selected, so to replace it, simply
type a new explainer. It's a good idea to keep the text of your explainers as short as
possible. (The absolute limit is eighty characters.) Also, keep in mind that block
explainers almost always appear in dialog boxes or web views preceded by the
name of the document in which they are contained. This means that it is not
necessary to repeat the name of the document in the explainer. The most

meaningful explainers are ones that succinctly describe the content of the block
extent.

4. Click on the "Apply" or the "Apply & Close™ button.

Both of these options associate the new explainer with the block highlighted in the
block list. Use "Apply" when you would like to edit explainers of other blocks in
the list and "Apply & Close" when you are finished editing or reviewing block
explainers. The "Apply" button leaves the dialog box open. After clicking on
"Apply," you may select another block from the block list to edit. Be sure to use the
"Apply" button after you edit each block explainer.

BLOCK PROPERTIES

Blocks
Rifred J. Worden

James B. lrwin

Enplainer [David R. Scott

Creation Date: FridJdan 13 09:57:49 19B9
Author: ny

R-pa;s_?’@ (prlg ) rCancel ]

Note: If you edit a block explainer and click on another block from the block list
without first picking "Apply," your editing changes will not be saved.

F. Showing the Extent of a Block

When you create blocks, you select text or objects which make up the
block’s extent. If you would like to see the text or objects that comprise
a block, select the block marker and choose "Show Block Extent” from
the Intermedia menu.

1. Select one or more block markers.

Use the techniques described in Subsection D. Selecting Markers.
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2 Pick "Show Block Extent” from the Intermedia menu.

If you selected a single marker, the text or objects which make up the block's
extent will be highlighted. The method of highlighting block extents varies in IRIS
Intermedia applications. For example, objects are highlighted with small gray
boxes called handles in InterDraw and InterVal documents, and are highlighted
with an outline called a marquee in InterWord documents. You will notice that
the extent of the blocks at the destinations of links are highlighted automatically
when you follow links (see Subsection I. Following Links).

If you selected more than a single marker, you will be asked to choose one block

from a list of block explainers. It is only possible to view the extent of a single
block at a time.

Please choose a block

Alfred J. Worden
David R. Scott
James B. lrwin

G. Deleting Blocks

74

A block you have created may be deleted at any time. See Subsection K.
Deleting Links for instructions on how to unlink if you wish to keep the
block intact, but remove one or more links associated with it.

1. Select the marker of the block you wish to delete.

The marker will be highlighted in black.

2. Pick "Unblock” from the Intermedia menu.

The block will be deleted and the block marker will disappear. Any links
associated with the block will also be deleted. If, for some reaso happene d
select more than one block marker, you will be asked to choose which block you
would like to delete. Only one block may be deleted at a time.

Note: It is not possible to undo the delete block operation, so exercise caution when
deleting blocks.
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H. Creating Links

Links can either be attached to existing blocks or they can be created
without using existing blocks. In the latter case, however, the process
of creating a link also automatically creates blocks at the source and
destination points of the link.

1. Create a selection of text and/or graphics, or select a block marker.

If you are not sure how to select text or graphics in your current document, refer to
Chapters III, IV or V. Selecting a block marker allows you to attach a link to a
preexisting selection of text or graphics.

2. Pick "Start Link" from the Intermedia menu.

A link is now pending. The text, graphics or block you selected will temporarily
be considered the source of the link. If you selected text or graphics instead of a
block marker, that text or graphics will become the extent of a new block once the
link is completed. The "Start Link" command does not change the appearance of
your document in any way.

Before you go on to step 3. you may perform any number of actions that are not
related to link making; however, if you pick the "Start Link" command before
you complete the pending link, your new selection will replace the previous
selection as the source point for the link. If you close the web that is now open or
quit the current IRIS Intermedia session, your "Start Link" command will be
canceled.

3. Create a selection of text and/or graphics, or select a block marker in the same or a different document.

This selection or preexisting block will serve as the destination of the link.

4, Pick "Complete Link" from the Intermedia menu.

A link will now be established between the two blocks. If you selected text or
graphics, this selection will now be turned into a block. Block markers with link
symbols will be placed at the source and destination blocks of the link if such
markers do not already exist

If the block or link creation settings in the Viewing Specifications dialog box are
set to "Verbose," (see Subsection L. Setting Viewing Specifications), you will be
presented with a property sheet dialog box before the link is actually completed.
This dialog box allows you to enter explainers for either the source and
destination blocks, or both.
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1. Following Links

Following a link causes the block at the other end of the link to appear
on the screen. If that block is within a document that is already open,
the window containing the document will pop to the top of your desk-
top. If the document is not already open, it will be opened for you. When
multiple links are associated with a block, you will be given a choice as

to which link you would like to follow. Only one link may be traversed
at a time.

The Simple Case

1, Select a block marker containing a link symbol.

See the illustration at the beginning of this section if you are not sure which

symbol indicates the existence of a link. The marker should become highlighted
in black.

2 Pick "Follow" from the Intermedia menu.

The document containing the block at the other end of the link will appear in a
window on the screen and that block's marker will be selected. The block extent
will also be highlighted. An alternate method of following a link is to simply
double-click on a block marker containing a link symbol.

Following a Link when Multiple Links Emanate from the Same Source Block
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1. Select one or more markers with link symbols.

The marker(s) should be highlighted in black.

2. Pick "Follow" from the Intermedia menu or double-click on a selected marker.

If more than one block is contained in your selection or if more than one link is
attached to a block, a dialog box will appear.

Please choose the source and then the destination

Source Destination

{Rifred J. Worden e :

James B. Irwin Rille Edge (EVA 3 Station 9)
Landing Date Sea of Serenity (landing text)
Launch Date Twin Crater (Crater rim)
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3. Select the source and destination of the link you wish to follow.

The left side of the dialog box contains a list of all blocks (listed by explainer) that
are included in your selection. The first block explainer will be selected. The list
on the right side of the dialog box shows the destination points of each link
associated with the selected block in the "Source” column. The items in this list
indicate the name of the destination document, followed, in parentheses, by the
explainer of the destination block. If the "Source" column contains only one item,
select the document and block to which you wish to travel from the "Destination”
column and continue to step 4. If the "Source” column contains more than one
item, you can browse through all possible destinations by clicking on each item in
the list of source blocks., Each time you click on a different block, the list of
destinations will change to show you the documents and blocks at the other ends of
the links. Locate and select the destination to which you wish to travel.

4, Click on the "OK" button.

The dialog box will disappear and the destination document will appear. The
marker of the destination block will be selected and the block's extent will be
highlighted.

J. Editing Link Properties

Like blocks, links have a set of properties associated with them such as
the person who created the link, and the date and time of creation.
Unlike blocks, links do not have explainers. Instead, the link property
sheet includes the names of the documents at either end of the link
and the names of the blocks in those documents to which the link is
attached. As a convenience, the block explainers may be edited from
the Link Property dialog box. If you wish to enter explainers for the
blocks at both ends of the link while you are creating links, you can
change the "Link Creation” setting in the Viewing Specifications
dialog to "Verbose.” (See Subsection L. Setting Viewing Specifications

if you would like property sheet dialogs to appear automatically upon
link creation.)

1. Select one or more block markers with link symbols. Choose "Link Properties...” from the Intermedia menu.

A Link Property Sheet will appear. In the property sheet, links are identified by the
blocks at either end. Since block explainers are not necessarily unique, the
property sheet also indicates in which document a block is located. Your current
document is always considered the source document and all blocks in your
selection region are considered source blocks.
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The top portion of the property sheet consists of two lists. The "Source" column lists
all of the blocks (by explainer) that are included in your selection (unless they do
not have links emanating from them). In many cases there will only be a single
block listed. If there is more than one block listed, the first one in the list will
always be selected when the property sheet dialog box opens. The adjacent column
shows the destination points of each link associated with the selected block in the
"Source” list. The items in the "Destination” list indicate the name of the
destination document, followed, in parentheses, by the explainer of the destination
block. All the information below the "Source" and "Destination" columns refers
to the link whose source and destination points are selected in the "Source" and
"Destination” columns.

If the "Source" column contains only one item, continue to step 3. If both the
"Source" and "Destination" columns contain only one item, continue to step 4.

2. If more than one block is listed under "Source," select the source block of the link you wish to edit.

—
LINK PROPERTIES T

Source Destination
Hadley Rulle arbit tlliew trom orbit)

James B. Irwin

Source Document: Apolio 15 Misslon Summary

Destination Decument: Hadley Rille orbit

Destination Block: |View from orbit J
Author: ny

Creation Date: FriJdan 13 10:32:27 1989

Apply & Close ( fipply J ( Follmg [ Cancel ]

As you click on block explainers in the "Source" list, the list of destination points
will change to show you the documents and blocks associated with the other end of
the link. You can browse through all possible destinations by clicking on each
item in the list of source blocks. The properties for the link represented by the
selected source and destination will appear in the lower portion of the dialog box.
If only one document/block pair now appears in the "Destination” column,
continue to step 4.
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3. If more than one document/block pair is listed under "Destination,” select one from the list

As you click on document/block pairs in the "Destination” column, the
information about the link will appear in the "Source Document,” "Source Block,"
"Destination Document,” "Destination Block," "Author" and "Creation Date”
fields. You may only change the explainers in the block fields.

LINK PROPERTIES
Source Destination
Alfred J. Worden Core tube sample (Teking the sample)

James B. lrwin Rille Edge (EUA 3 Station 9)
Sea of Serenity (landing text)

Scurce Document: fipaiio 15 Mission Summary

Source Block:

Destination Document: Twin Crater

Destination Block: [Cruter rim ]
Author: ny
Creation Date: Fri Jan 13 10:39:56 1989

( fpply J [ FollowJ ( Cancel )

4, Edlt the source and destination block explainers.

The text of the source block explainer is automatically selected, so to replace it,
simply type a new explainer. Press the Tab key to advance to the destination block
explainer field. It's a good idea to keep the text of your explainers as short as
possible. (The absolute limit is eighty characters.)

5. Click on the "Apply,” "Apply & Close" or "Follow” button,

The "Apply" and "Apply & Close" options both associate the new explainers with
the link highlighted in the source and destination lists. Use "Apply” when you
would like to edit explainers of other link endpoints, and "Apply & Close” when
you have finished editing. The "Apply” button leaves the dialog box open. After
clicking on "Apply,” you may select ancther link from the source and destination
lists. Be sure to use the "Apply” button after you edit each block explainer pair. If
you edit a pair of block explainers and click on another link without first picking
"Apply," your editing changes will not be saved. You must explicitly save each
editing change you wish to keep by using either the "Apply" or "Apply & Close"
buttons.

The "Follow" button is provided as a shortcut. Clicking on "Follow" will traverse
the currently selected link.

If you click on the "Cancel" button, any unsaved changes will be ignored and the
dialog box will close.
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K. Deleting Links

You may delete any link in the current web. Deleting a link leaves the
source and destination blocks of the link intact, so you may attach
different links to those blocks or you may delete them by using the
"Unblock"” command (see Subsection D. Deleting Blocks).

1. Select the marker associated with the link you wish to delete.

The marker should be highlighted in black.

2. Pick "Unlink” from the Intermedia menu.

If the selected marker only has one link associated with it, the link will be
deleted. If it has more than one link, you will be given a dialog box identical to the
one illustrated in Subsection I. Following Links. Select the source and the
destination of the link you wish to delete and click on the "OK" button under the
list. The source and destination blocks will not be deleted, only the connection
between them is removed. It is only possible to delete one link at a time.

L. Setting Viewing Specifications

Depending on your site, link and block property sheets may or may not
automatically open for you when you create blocks or links. The
Viewing Specifications dialog allows you to specify verbose or fast block
and link creation. When the radio button is set to "Verbose” rather
than "Fast,” the property sheets are automatically presented when
blocks or links are created. Any changes you make to settings in this
dialog box will only be in effect for the current IRIS Intermedia
session. If you would like the settings changed permanently, consult
with your IRIS Intermedia System Administrator.

1. Pick "View Specs..." from the Intermedia menu.

The viewing specifi-

cations dialog box UIEIDING SPECIFICATIONS

will appear on the N

screen. Block Creation: Q Verbose ® Fast
Link Creation: (Rllerbose @ Fast

)
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2. Choose the desired radio button.

To make property sheets appear automatically upon block or link creation, click
on the "Verbose" radio button by each choice. To reverse this process, click on the
"Fast” radio button.

If you are only making blocks and not links, then you should set "Block
Creation" to "Verbose." The property sheet that appears is identical to the one
illustrated in Subsection C. Editing Block Properties. If you set "Block Creation”
to "Verbose" and you create a link, you may be presented with two Block Property
Sheets: one after you pick the "Start Link" command and one after you pick the
"Complete Link" command. Block Property Sheets only appear if you select text or
graphics as the source or destination of the link. Property Sheets are not presented
if the source or destination of a link is a preexisting block.

If you would like to enter block explainers as you make links, the most efficient
way is to set "Link Creation" to "Verbose." In this case, a Link Property Sheet
(pictured below) will automatically open after you issue the "Complete Link"
command. This property sheet allows you to enter explainers for both the source
and destination blocks of the new link. If you attached one or both ends of the link
to preexisting blocks, the explainers for these blocks will already be entered in the
"Source Block” or "Destination Block" fields. Clicking on the "Apply" button in
this dialog box will associate the explainers with the source and destination blocks
of the link. Choosing "Cancel” will leave the explainers in the same state as when
the dialog box opened, but the link will still be established.

LINK PROPERTIES

Source Block:
J Destination Block: Block 3136

Creation Date: FridJan 13 10:39:56
Author: ny

LINK PROPERTIES

Source Block: James B. frwin
Destination Block: [Crater rim|

Creation Date: FridJan 13 10:39:56
Author:
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3. Pick the "OK" button.

The "OK" button will — m
close the Viewing UIEWING SPECIFICATIONS
Specifications dialo .
ng and save ang Block Creation: QO Verbase @® Fast
changes you speci- Link Creation: QO Uerbose @ Fast
fied. Choosing

"Cancel” will dis-

card any changes you i 0K I

have made to block
block and link cre-
ation settings.

M. Using a Web View: Scope Lines, Paths and Maps
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When a web is opened, it is represented by a Web View. As long as you
wish to view, create or manipulate blocks and links in the context of
the current web, the Web View window must be left open on the screen.

The Web View serves a variety of interrelated purposes. It provides
historical information answering the question "How did I get here?,”
and also tells you about connections between documents, answering
the question "Where can I go from here?” The Scope Line, located just
below the window's Title Bar shows you how many documents are
included in the web and how many links exist between those
documents. This gives you an idea of the size or "scope” of each web. In
addition, the Web View also offers a number of facilities to help you
browse through a linked set of documents. From the Web View you can

both open documents and follow links; the instructions below show
how this can be done.

As you open documents from folders, from the Web View or by
following links, their icons will appear in the Web View window. Each
icon will be timestamped indicating when the event occurred. These
icons will remain in the Web View window to form the Path. This Path
allows you to see which documents you have visited. For example,
every time you follow a link, the action along with the destination of the
link is recorded for you in the Path. This provides you with a sense of
where you are within the web as a whole, and makes it possible for you
to retrace your steps easily. The Path portion of the Web View presents
document icons in a sequential list of events. Each time you open a
document, follow a link, or activate an inactive document, your action

is automatically recorded with a transition marker. There are three
such transition markers:
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tells you that you opened a document,
Qy tells you that you followed a link to a document, and

tells you know that you reactivated a document window that was
already open on the desktop.

If you decide you want to return to a document you've previously
opened in your session, you can go back to it by double-clicking on the
mini-icon in the Path portion of the Web View. The Path is also saved
between sessions so that you can review your activites from your
previous session.

7 documents in web 12 links in web = Scope Line
Open Document Masker. 3l e

[ﬁlbccadoncc Overview Documert Name

Tue May 3 16:26:15 1988 and Timestamp

Reactivate Document Merker ™
[ﬁlanrdskq QOverview
Tue May 3 16:26:20 1988
Follow Markef e Y | Path

[ﬁlaeardsleg Portrait (Block 2)
Tue May 3 16:26:44 1988

2 Beardsley Overview
Tue May 3 16:26:46 1988

Link Line i

? Aubrey Beardsley Ebncadence Overview

@ Pre-Raphaelites

8 Beardsley Portrait

MinHcon —

While the Path shows you the route you took to arrive at the current
document, the Map tells you where you can go next. The last item in
the Path (the most recently active document) is drawn with lines
connecting it with icons of each of the documents to which it is linked.
As with Path icons, you may double-click on any Map icon to open the
corresponding document. In addition, selecting a block marker with a
link symbol in the current document will highlight the corresponding
link lines in the Map, letting you know which document or documents
you could open by double-clicking on the selected marker.

It's a good idea to place the Web View window in a location on the
screen where you can easily refer to it. ’
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Browsing through Linked Documents

Link Previewing

1. Open a document.

Be sure a web is open. An icon representing the document will appear in the Path
portion of the Web View window. If you open a new document or one that does not
contain blocks and links, nothing more will happen. If the document you opened
contains links created in the context of the web which is open, then, in addition to
being added to the Path, the document will be shown with lines to other icons
representing documents to which the active document is linked.

2. Follow a link or open another document from a folder.

With each successive document opening, the Web View will redraw, adding the
newly opened document to the end of the Path. If appropriate, the Web View will
also provide a Map of all the documents connected to the one you have opened.

The Map portion of the Web View may be used as a method for previewing link
destinations. If a document with links is active, you can determine the name of
the document containing the destination block(s) of any selected marker.

1. Open a document containing more than one link.

Position the document window so that you can see the contents of the document and
the Map portion of the Web View at the same time.

2. Select a block marker with a link symbol.

One or more link lines in the Map will be highlighted, indicating the destination
document or documents at the other end of each link associated with the selected
marker.

3. Select a different marker.

Now see which link lines are highlighted.

Opening a Document from the Path or Map

84

Suppose you would like to go back to a document you were looking at earlier or

me
would like to go directly to a document displayed in the Map.
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1. Posltion the pointer over a Map or Path entry in the Web View.

Be sure the cursor is directly over a Path or Map entry. In the Path, this refers teo
an icon plus the corresponding document name, transition marker, and
timestamp. In the Map, the entry is simply an icon and the corresponding
document name.

2 Click the mouse button. Em| Sample Web
7documents in web 12 links in web
The event will become B
highlighted in black. B_Ibecadence Overview
Tue May 3 16:26:15 1988
E

3. Pick "Open" from the File menu.

glE= ardzleny Cheer iz

9T P fayy TV T T A

. I

Double-clicking on the [ElBeardsiey Portrait (Block 2)
Path or Map entry is Tue May 3 16:26:44 1988
another method of
opening a document
from the Web View.

3] <
o/Beardsley Overview

Tue May 3 16:26:46 1988

E Aubrey Beardsley 0jDecadence Overyview

Following Links from the Web View

Opening a document from the Web View always places you at the beginning of the
document. Sometimes, however, you may want to go directly to the block at the
other end of a link displayed in the Map portion of the Web View. If the Web View
window is active, you can follow links by double-clicking on link lines in the
Map. This is particularly useful if the document at the end of the link is long or
complex.

1. Position the cursor over a link line in the Map.

Be sure the pointer is directly over the line.
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2. Click the mouse button.

The link line will become highlighted.

=Sl Sample Web

Tdocuments in web 12 links in web

Hil

BJDeeadenee Overview
TueMay 316:26:15 1988

[gJBeardshu Overview
Tue May 3 16:26:20 1988
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[gJBeards'Ieg Portrait (Block 2 )
Tue May 3 16:26:44 1988

O

] Beardsley Overview
Tue May 3 16:26:46 1988

@ Aubrey Beardsley Deoadenc@ Overview
SlBeardsiey Portrait —{iPre-Raphaelites

3. Choose "Foliow” from the Intermedia menu.

Double-clicking on the link line is an alternative way of traversing the link.

The document corresponding to the link line will open and will scroll to the block
which serves as the endpoint of the link. If there is more than one link from the
current document, you can select the one to follow from the dialog box that will
appear. The link marker at the endpoint of the link will be selected and the block

extent will be highlighted.

N. Saving a Web
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1. Activate the Web View window when you wish to save it

The Title Bar should have horizontal black lines.

Webs, Blocks and Links
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2 Pick "Save" from the File menu.

A dialog box will appear to alert you that documents to which you have added
blocks and links will be saved before the web is saved. Saving the web is a

convenient way to save all open documents to which you have added blocks and
links.

Documents which added
@ blocks and/or links will be
saved before saving tveb.

m

3. Click on the "OK" button.

If the web you are saving had been previously saved, the cursor will turn to a
wristwatch while the web and any other unsaved documents are saved. Wait for
the arrow cursor to reappear before continuing to work. Skip step 4.

If you have not previously saved the web, a dialog box will appear requesting a
title for the web.

Save this document as:

[untiea |

( save ] ( cancel ]

4, Type in a titie and click "Save."

The new web will be saved. You will see a web icon appear in your current folder,
and the name you entered will appear in the Title Bar of the Web View window.
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0. Closing a Web

Or..
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When you are ready to stop working or when you wish to open a
different web, you must first close the web which is currently open.

1a. Close the Web View window by clicking in its Close Box.

The "Close" command from the File menu can also be used. When a Web View
window is closed, any block markers contained in open documents will
disappear. If you would like to follow, create or manipulate blocks and links, you
must close all open documents, reopen the web, and then reopen any relevant
documents.

1b. Choose "Close All Documents” from the File menu.

The web and all its documents will be closed. If you have made changes to any of
the documents, or added or deleted any blocks or links in the web, you will see a
dialog box asking if you wish to save these changes. Click on the appropriate
button in the dialog box. If this is the first time the web has been closed, you will be
given a dialog box asking you to specify a title for the web (see Subsection N.
Saving a Web). Once the web is closed, you must reopen it to edit blocks or
traverse links associated with that web.
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5. USER AND DOCUMENT PROPERTIES

User properties provide information about the current user, including
login ID, address, home folder, and group membership. Each
document created within IRIS Intermedia is also assigned a set of
properties. Document properties determine the access rights of a
document (which tell who is allowed to read, annotate and edit a
document), and also provide other information about a document such
as its size, the name of the folder in which it resides, etc.

A. User Properties

The User Properties sheet [ ustRProPERTiEs |
contains two parts: a property
list and group information. User: nkm
The latter is interactive. Full Name: Norman Meyrowitz
Address: 212 Darling
Phone 1: 0000
The User Properties dialog Phone 2: 5554545
box provides you with infor- e o /irwin/nkm
: other }O
mation about the person who Sroups:  [project u
currently is logged in and scholars |
running IRIS Intermedia. source !
This is usually yourself. The Other Group &
information, contained in the Members:
top portion of the dialog, in- o
cludes login ID, user name, ‘
address, phone number(s), 0K _R]
and home folder.
B ————————————— |

The last two items in the property sheet give you information about
access rights groups. The first, "Member of Groups,” tells you to which
access group(s) you belong. Your group membership will determine
the rights you have to edit, annotate and read IRIS Intermedia
documents. The second, "Other Group Members,” informs you who
else is in your group(s) (see Subsection B. below for a discussion of
access rights).
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Using the "Member of Groups" and "Other Group Members" Properties

1. Select "User Properties" from the Intermedia menu.

The groups of which you are a member will automatically be listed in the
"Member of Groups" category. In many cases, you will only be granted
permission to edit a document if you are in the group associated with the
document. The group ownership of a document can be determined using the
Document Properties dialog (see Subsection B. below).

2. Click on the name of a group to which you

B. Document Properties

90

belong. USER PROPERTIES
. . . ) User: nkm
It will become highlighted in Full Name: Norman Meyrowitz
black, and the members of this Address: 212 Darling
group will appear next to "Other Phone 1: 0000
Group Members." Phone 2: 5554545
Home: /irwin/nkm
Member of [oiher
3. When you are done examining group Groups: project
information, click "OK" to close the User
Properties dialog. source
Other Group [inter KO
Members: nkm
tjc |
2]
The Document Access DOCUMENT RCCESS RIGHTS & PROPERTIES
Rights & PrOpertl€3 dialog Protect  Write finnotste  Read
box has two basic parts: s 0 0 = 2
the access rights portion, e
. R . roup: = X = =
which is editable, and the owner X . - 2
property list, which is for Intar: - - - -
Lnformatlonal purposes Folder: /lrwin10/merged CT/Lunar Gealogy
Only- Document: Moon Sites
in: 796
Type: BRAW
Owner: kes
Group: scholars
Size: 16259
Lost Access: Mon Feb 6 15:18:34 1989
Modified:  Mon Feb 6 15:18:07 1989
ok ()
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The Property List

The property list portion of the Document Access Rights & Properties dialog box
provides useful information about a document. You can determine the name of a
document, the name of the folder in which it resides, the ID number of the
document, the type of document it is (InterDraw, InterWord, etc), the owner, the
access group, the size of the document, and the dates at which the document was
last accessed and modified. This property list occupies the lower portion of the

dialog.
Folder: /irwin10/mergedacs.CT/Lunar Geology
Document: Moon Sites
1D: 796
Type: DRAL
Owner: kes
Group: scholars
Size: 16259

Last Aiccess: MonFeb 6 15:18:34 1989
Modified: Mon Feb 6 15:18:07 1989

\_—__"L'_.' wmamard

1. Select the icon of the document whose document properties you wish to examine.

The document can be either open or closed. If it is open, changes made in the

dialog box will not take efect until the document has been closed and then
reopened.

2 Choose "Document Properties...” from the Intermedia menu.

The Document Access Rights & Properties dialog box will open.

3. Click on the "OK" button when you are finished examining the different document properties.

You cannot alter any of the property list items; the access rights are the only part
of the dialog box you may modify. These are explained below.
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Access Rights Settings

92

When a new document is created, it is automatically assigned to the same group
as the folder in which it resides. The property list in the Document Access Rights
& Properties dialog box permits you to look up the individual ownership and group
affiliation of a document, while the User Properties dialog, described in
Subsection A., allows you to determine whether or not you are in the same group as
the one affiliated with the document and who else is in that group. With this
information, you can now use the access rights portion of the document properties

sheet to determine the rights you have to a document and the rights others have to
that document.

Note: There is currently no way within IRIS Intermedia for users to change their
group membership or the group ownership of folders or documents. The IRIS
Intermedia System Administator should be able to make these changes for you. If
you plan to coauthor documents with other users, the best strategy is to ask the
System Administrator to set up a new user group. He or she should then add each
of you to the new group and create a common folder with the new group affiliation
in which you and the others can create documents.

The system recognizes four categories of users: All, Group, Owner and Inter.
"Inter" refers to the System Administrator, who retains the ultimate authority over
setting and changing access rights. No one can change the "Inter" access rights;
they appear in the dialog box for informational purposes only. "Owner" refers to
the person who created the document, "Group" refers to anyone in the group
affiliated with the document, and "All" refers to all IRIS Intermedia users. Using
the information in the User Properties dialog, you can determine whether your
access category is "Owner,” "Group,” or "All." For most documents, users in the
"All" category have the most restricted access rights. Access rights for users in
the "Group" category are calculated by adding together the rights assigned to
"All" and "Group," and access rights for the owner of the document are calculated
by adding together the rights assigned to "All," "Group,” and "Owner."

In addition to the categories of users, there are four types of access rights: Protect,
Write, Annotate and Read. "Protect’ access refers to the ability to change the
access rights settings associated with a document. "Write" access refers to the
ability to edit the contents of a document. "Annotate" access is the ability to add or
delete blocks and links or to make any other changes to the document using the
Intermedia menu. "Read" access allows the user to open the document, view its
contents, and follow links.

Any number of IRIS Intermedia users may annotate or read a document at the
same time; however, only one user at a time may edit a document. If another user
tries to change a document while you are changing it, he or she will get a message
indicating that the document is locked. A lock is placed on the document as soon
as you make any editing change. The lock is not released until the document is
closed. Saving the document will not release the lock, so if you are working

101 3 LY . PR, SEUN T
jointly on a document with other people, be sure to close it when you have finished

your editing changes. If you reopen it without making any modifications,
someone else will now be able to edit that document.
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Determining Access Rights in a Document

1. Select the icon of the document whose document properties you wish to examine.

The document can be either open or closed. If it is open, changes made to access
rights will not take effect until the document has been closed and then reopened.

2 Choose "Document Poperties...” from the Intenmedia menu.

The Document Access Rights & Properties dialog box will open.

3. Examine the diaiog box to determine BOCUMENT RCCESS RIGHTS & PROPERTIES
the types of access rights granted to )
each group of users. Protect Writa Annotate Read

al: a O = Py
Horizontal rows of boxes refer ﬁmu": = & = =
to categories of users; vertical wner: B x = =
lines of boxes refer to Inter: ™ X & ®
categories of access rlghts. Folder: /irwin10/mergedocs.CT/Lunar Geoiogy
Boxes marked with an "X" in- Document:  Maon Sites
dicate the current access rights ;“‘ ) ;::w
settings. If no "X" appears in a o ees
pox or any box directly above Group: scholars
it, that category of user has no size: 16259 .
rlght to perform that particular Lost Access: Mon Feb 6 15:18:34 1989
activity Modified:  Mon Feb 6 15:18:07 1989

oK |

The illustration above shows the access rights portion of the dialog box with its
default settings for newly created documents. The settings in the first row ("All")
indicate that all IRIS Intermedia users have permission to read and annotate the
document, but they have no rights to edit or change the protections for the
document. The other three categories of users ("Group,” "Owner" and "Inter")
have less restricted access than those in the "All" category. The owner of the
document ("kes" in this example), users who are members of the document's
group (the group "scholars™) and the System Administrator may change the
document's access rights, edit or annotate the document and read the document. If
you wish to change the default access rights settings for new documents, see

Changing Default Access Rights below.
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Revising Access Rights

94

Any user with "Protect” access to a document can change the document's access
rights settings. The ability of a given category of user to change access rights is

determined by looking in the "Protect” column of the Document Access Rights &
Properties dialog box.

1. Select a document icon and open the Document Access Rights & Properties dialog if itis not already open.

The dialog box will open.

2. Determine your user category.

Unless you are the System Administrator (your login ID would be "inter"), you
will be in one of the three other user categories. First check to see if you are the
owner of the document by looking it up in the property list portion of the dialog box.
If you are not the owner, check the group affiliation of the document in the property
list. Are you a member of that group? If you are, your user category is "Group." If
you are not sure if you are a member of the group, close the dialog box, open the
User Properties dialog box and see if the group name appears in the list next to
"Member of Groups." Reopen the Document Access Rights & Properties dialog box.
If you are not a member of the document's group, you are in the "All" user
category.

3. Check the access rights portion of the dialog box to determine whether your user category has "Protect”
access,

If the "Protect” box in your user category row or in any row above it has an "X,"
you can revise the access rights settings for the document that you selected. If you
do not have "Protect" access to the current document, you will not be able to make
any changes in this dialog box. If this is the case, skip to step 5.

4. If you have "Protect” access for this document and wish to revise any of the access rights settings, click in
empty boxes to set new access rights and click in boxes already containing an "X" to remove access rights.

An "X" will appear where you have added access rights, and the box will become
empty where you have removed them. In some cases, described below, adding or
removing one type of access rights will automatically alter other settings.

If you have "Protect” access to the document, you may change the "Protect" access
of one or more categories of users in order to provide or remove their ability to
revise access rights to this document. Be careful that you do not remove your own
ability to change the access rights of the document.
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The illustration demonstrates DOCUMENT ACCESS RIGHTS @ PROPERTIES
changing the "All" category's

ability to edit a document by Protect Write Rnnotate Read
giving that category "Write" Atz | ] 24 =
access. Any user from the Group: ® = R =
"All" category will now be Owner = = R =
able to edit the document in {nter: = = = =
addition to reading and anno-
tating it. In order to make this Folder: /irwin10/mergedocs.CT/Lunar Geology
change, you would have to be Document: Maon Sites
in the appropriate group, the 10: 296
owner of the document or the Type: DRAW
System Administrator. Dwner: ket

Group: scholars

Size: 16259

Last Access: Wed Feb B 11:05:45 1989
Maodifled: Mon Feb 6 15:18:07 1989

| 0K l Cancel |

It is not possible to have "Write" access without also having "Annotate” and
"Read" access, and it is not possible to have "Annotate" access without also
having "Read" access. Likewise, it is not possible to remove "Read" access
without also removing "Write" and "Annotate” access. If you add "Write" access
to a category of user, the "Annotate" and "Read" access settings will
automatically be turned on for that category of user if they are not already on. If
you remove "Read" access from a category of user, the "Write" and "Annotate"
access settings will automatically be turned off if they are not already off.
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The illustration below demonstrates changing the "Group" category's "Write"
access setting. Clicking in the empty box adds an "X" to the "Write,"
"Annotate" and "Read" boxes in the "Group" row.

DOCUMENT RCCESS RIGHTS & PROPERTIES

Protect Write Annotate Read
All: [m] [m] O [}
Group: a I.l O O
Owner: X X X X
Inter; ] X X b4
Folder: /irwin10/mergedocs.CT/Lunar Geology
Document: Moon Sites
1D: 796
Type: DRAW
Dwner: kes
Group: scholars
Slze: 16259

Last Rccess: Mon Feb 6 15:18:34 1989
Modified: Mon Feb 6 15:18:07 1989

o _J

DOCUMENT RCCESS RIGHTS & PROPERTIES

Protect Write Rnnotate Read
All: O a O O
Group: |m| P* [ =
Owner: R R B ®
Inter: & X X X
Folder: /irwin10/mergedocs.CT/Lunar Geeology
Document: Moon Sites
iD: 796
Type: DARW
Owner: kes
Group: scholars
Size: 16259

Last ARccess: Mon Feb 6 15:18;34 1989
Modified: Mon Feb 6 15:18:07 1989

Lok _J
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5. Click on the "OK" or "Cancel" buttons to close the dialog box.

Clicking on the "OK" button closes the Document Access Rights & Properties
dialog box and saves the changes you have made. If you have changed the access
rights of an open document, close and then reopen the document to implement the
changes. Clicking on the "Cancel” button closes the dialog box and returns the
access rights settings to what they were when you opened the dialog box.

Changing Default Access Rights

1. Pick "New..." from the File menu.

The New window will open. Selecting any icon in this window and examining its
document properties will allow you see the default access rights settings for new
documents. Changing these settings will change the default settings for the
current IRIS Intermedia session.

2. Select any icon in the New window and pick "Document Properties..." from the intermedia menu.

The dialog box will open, showing the default access rights settings currently in
effect. Most of the items in the property list portion of the dialog box are not
applicable when an icon from the New window is selected.
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3. Edit the settings in the access rights portion of the dialog box.

If your documents are works in progress and you do not want anyone else to read
them, remove all the "X's" from the "All" and "Group” categories, as shown
below. If you are working on documents with other members of a user group, you
may want to remove "Annotate” and "Read" access from the "All" category, but
retain "Write" access for the "Group” category. If you want to allow others to read
your documents, make links to and from them, but not edit their contents, add
"X's" to the "Annotate" boxes in the "All' and "Group" categories and remove
"X's" from the "Write" and "Protect” boxes. If you don't remove "Protect" access,
users will be able to reinstate their own "Write" access. Whatever changes you
make, you will always be able to revise the settings later.

Ry
———— et —

DOCUMENT RCCESS RIGHTS & PROPERTIES

Protect Write Annotate Read
RIL: d d d O
Group: O O d O
Owner: X X DX X
inter: X X X X
Folder: New
Document: Default Access Rights
1D: -
Type: -
Owner: -
Group: -
Size: -
Last Rccess: -
Maodified: -

4. Click on the "OK" button to close the dialog box and save the changes.

Every time you create a new document in the current session, the access rights for
that document will correspond to the changes you have just made.

Note: Changes made to default access rights settings are only in effect for the
current IRIS Intermedia session.
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6. PRINTING AND REFORMATTING

Once you have examined the contents of a folder in IRIS Intermedia,
you may wish to print out a copy of the folder as well as any number of
documents. A series of commands in the Print menu allow you to
format and print folders, web views and documents created with the
InterDraw, InterWord and InterVal applications. These commands
act only on the active window, and therefore you can only print or
reformat the contents of one window at a time.

Note: You cannot select an icon in a folder or Web View window and

print the document it represents. Documents must be open to be
printed.

A. Reformatting Using the Print Menu

Page Setup

Intermedia’s Print menu provides a number of commands that allow
you to reformat before you print. These commands allow you to
reformat the currently active folder, Web View or document. Other
commands are designed to reformat on the screen only and will not
affect the printed format. If "Show Breaks"” has not been activated, you
will not be able to choose either "Show Page Numbers” or "Show
Borders." The "Print Page Numbers" and "Insert Frame” commands

are designed to reformat for printing purposes only and will not affect
the screen format.

1. Choose the "Page Setup..." command from the Print menu.

A dialog box will appear, allowing you to specify the type of paper in the printer,
indicate printing orientation and determine a percentage by which to reduce or
enlarge the document. The dialog box also allows you to deselect two "Printer
Effects.” "Font Substitution" is not applicable in this version of IRIS Intermedia
and "Smoothing” improves printing of bitmap pictures. You are urged not to
change these two settings.

LaserWriter v3.1
Paper: ® US Letter O A4 Letter Reduce or e
O usLegal O BS Letter Enlarge: [100]
Orientation Printer Effects:
I 1@ X Font Substitution?
g |- X smoothing?

The illustration shows the Page Setup dialog box with its default settings.
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2a. To change paper size, click on the appropriate button.

Your choices are US Letter, US Legal, B4 Letter and B5 Letter. Unless the
appropriate paper and paper tray are available for the other sizes, you should keep

Paper set on US Letter. If page breaks are showing, they will be adjusted to reflect
the new page size.

2b. To change orientation, click on one of the "Orientation” icons.

The document will still appear vertically on the screen, but if page breaks are
showing, they will be adjusted to reflect the new orientation.

Laserilriter ey
Paper: ® US Letter O R4 Letter Reduce or S——
%
O us Legal QO BS Letter Enlarge: *
Orientation Printer Effects:
1 X Font Substitution?
& X smoothing?

2¢. To reduce or enlarge the document, type in the desired percentage.

To decrease the size, type in a number less than 100. To increase the size, type in a
number greater than 100. The components of the document will not become larger
or smaller on the screen, but if page breaks are showing, they will be adjusted to
reflect their new relationship to the components. For example, if you enlarge by
150% a text document that exactly fills one full page, the text will appear the same

size on the screen, but both vertical and horizontal page breaks will be adjusted to
reflect the new pagination.

3. Click on the "OK" button to implement changes in the active folder, Web View or document.

The dialog box will disappear and the changes will be implemented. If you click
on the "Cancel” button, the dialog box will disappear and the settings will return
to what they were when you opened the dialog box.
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Margins
1. Choose the "Margins..." command from the Print menu.

A dialog box will appear, allowing you to reformat the margins. The default
setting is 1/2".

Set margins to:

Qo ®1/2« 01~ Q1u11/2 Q2 Q21/2"

Q Printable area of page

The illustration shows the Margins dialog box with its default setting.

2. To change the margins, click on the approptiate button.

You may make the margins smaller by clicking on the 0" or "Printable area of
page” buttons. 0" leaves no margin and may cause text or components near the
page borders not to appear on the printed page. "Printable area of the page" creates
a small margin but ensures that no information will be lost when the page is
printed. You may also enlarge the margins to 1", 1 1/2", 2" and 2 1/2".

Set margins to:

Qor ®@1/2» O1* Qw2 Q2r Q211/2
QPrintable area of page

Set margins to:

Qo O1/22 Q1 Qti/2" Q2 Q21/2"
@ Printable area of page

)

If page breaks are showing, they will be adjusted to reflect the printable area left
by the new margins. For example, if you increase the margins, thereby
decreasing the printable area, the page breaks will move closer to the text.
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3. Click on the "OK" button to implement changes in the active folder, Web View or document.

The dialog box will disappear and the changes will be implemented. If you click
on the "Cancel" button, the dialog box will disappear and the settings will return
to what they were when you opened the dialog box.

Including a Frame

To have each page you print framed with a black border, use the "Include Frame"
command from the Print menu. To remove the frame, choose the same command
when it appears with a check mark in front of it. This command is especially
useful when printing folders because they appear without borders when printed.

1. Be sure the document in which you want to include a frame is In the active window.

Click in the document's window if it is not already active.

2.Choose "Include Frame" from the Print menu.

A frame will now appear around the margins of each page of the document when
you print it. If the command appears with a check mark in front of it, the frame
has already been inserted. Choosing the command with the check mark visible
will remove the frame from subsequently printed versions of the document.

Page Numbering

Four commands in the Print menu involve page numbering: "Start Page Number...,"
"Top To Bottom,” "Print Page Numbers" and "Show Page Numbers."

Start Page Number

1. Choose the "Start Page Number...” command from the Print menu.

A dialog box will appear, allowing you to set the page number of the document's
first page. The default setting is 1.

Starting page number; @

The illustration shows the "Start Page Number" dialog box with its default setting.
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2. To change the numbering of the first page, type in the desired page number.

"
Starting page number: |15 |

Coxx]  (cancet ]

3. Click on the "OK" button to implement changes in the active foider, Web View or document.

The dialog box will disappear and the changes will be implemented. If page
numbers are showing on the screen, they will now reflect any changes you have
made. All pages following the first page will be renumbered in accordance with
the new first page number. If you click on the "Cancel” button, the dialog box will
disappear and the settings will return to what they were when you opened the
dialeg box.

Top To Bottom

This command provides you with a choice of numbering schemes in InterDraw
and InterVal documents that are more than one page wide. You may either
number the first column down, then the second column down and so on (Top To
Bottom) or you may number the first row across, then the second row across and so
on (Side To Side). When a check mark appears before the command, it signifies
that the document is currently formatted in a Top To Bottom scheme and that
choosing the command will change the numbering to Side To Side.

1. Be sure that the document you wish to reformat is in the active window.

Click in the window you wish to reformat if it is not currently active.
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2. Choose the "Top To
Bottom" command from
the Print menu.

If the command ap-
pears without a
check mark, the
document you wish
to reformat will
have its numbering
changed from Side
To Side to Top To
Bottom. If a check
mark appears be-
fore the command,
the numbering will
be changed from
Top To Bottom to
Side to Side.

The first illustra-
tion shows the doec-
ument's pages
numbered using the
Top To Bottom for-
mat. The second il-
lustration shows the
same document's
pages numbered
using the Side To
Side format.

Showing and Printing Page Numbers
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=== Wyndham Manor St

English Architecture

= Wyndham Manor =

English Architecture

There are separate commands in the Print menu that allow you to display page
numbers on the screen ("Show Page Numbers") or display page numbers on the
printed page ("Print Page Numbers"). If a check mark appears before either of
these commands, page numbers are currently turned on. Choosing the command
with the check mark visible hides the page numbers.

1. Be sure that the document you wish to reformat is in the active window.

Click in the window you wish to reformat if it is not currently active.

Printing and Reformatting
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2. Choose elther the "Show Page Numbers" or the "Print Page Numbers" command from the Print menu.

Choosing these commands will display page numbers or enable them to be printed.
If a check mark appears before the command, choosing it will hide the page
numbers, which are currently displayed or are ready to be printed.

Showing Page Breaks and Borders

These two commands reformat the active document on the screen only. They have
no effect on printing. The "Show Breaks" command displays lines to illustrate
where page breaks will occur when the document is printed. If you alter the
contents of a document after showing the page breaks, the lines may not be in the
proper location. Always choose "Show Breaks" again after making editing
changes. The "Show Borders" command displays a border around each page of the
document. A check mark appearing before either command indicates that the page
breaks or borders are already visible. Choosing the command with the check
mark visible will reverse the command.

1. Click in the window you wish to reformat if it is not currently active.

The Title Bar of the document you wish to reformat should have horizontal stripes.

2. Choose elther the "Show Breaks" or the "Show Borders" command from the Print menu.

Either page breaks or a border will appear in the active window. If they are not
immediately visible, they can be located by scrolling. If the command appeared
with a check mark, choosing it will hide the page break or border in the active
document (The illustration on the previous page shows a document with both page
breaks and borders displayed).
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B. Printing Folders, Web Views and Documents

Once you have formatted the current window using the commands
discussed in Subsection A. above, you are ready to print the active
folder, Web View or document. You can only print the contents of one
window at a time. Documents must be in an open window to be
printed. If you select an icon without opening it and then pick "Print,"
you will print out the active window, which in this case is a folder with
an icon highlighted in it. The procedure for printing folders, webs and
documents is explained below.

1. Click in the window containing the material you wish to printif it is not active.

The window should have horizontal black stripes.

2 Pick the "Print.." command from the Print menu.

A dialog box will appear.

Laserlﬂrltg <LaserWriter v3.1 |’|
Coples:@ Pages: @ Al O From:r_]To:[_—l ““""“““

Cover Page: @ No O First Page O Last Page

Paper Source: (® Paper Cassette O Manual Feed

The illustration shows the Print dialog box with its default settings.

Note: The "Cover Page" option does not work in this version of IRIS Intermedia.
The printing of a cover page is based on the configuration of your printer.

3a. To change the number of copies to be printed, type in the number of coples you would like to print.

The new number will replace the number "1" in the "Copies" field.

3b. To change the Paper Source to "Manual Feed," click on the appropriate button in the bottom line of the

dialog box.
If you need more information on using the Manual Feed function, click on the
"Help" button on the bottom right of the dialog box.
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4. To print part of a document, either press the Tab key or click in the "From" field.

You will now have a flashing insertion point in the "From" field. You need only
use the "From" and "To" boxes if you wish to print fewer than the full number of
pages.

Laserlriter <LaserWriter v3.1

Coples:|1 | Pages: ORIl @ me:Lk To: |
Cover Page: @ No O First Page O Last Page

Paper Source: (® Paper Cassette O Manual Feed

5, Type In the number of the first page you wish printed.

If the document begins with a page number other than one, you should type in the
page number of the first page you want printed. For example, if your document
begins with page 17 and you wish to start printing at the fifth page of the document,
you should type 21 rather than 5.

LaserWriter <LaserWriter v3.1

Coples:‘l_—jl Pages: O Al @ From:|1 To:| |

Cover Page: @ No O First Page O Last Page

Paper Source: @ Paper Cassette O Manual Feed

6. Press the Tab key or click in the *To" field and type in the page number of the last page you want printed.

Pressing Tab or clicking in the "To" field will move the flashing insertion point.
The page number you type will now appear in this box. If you only wish to print
one page, type the same number in the "To" box that you typed in the "From" box.

LaserWriter <LaserWriter

v3.1
Copies:{1 l Pages: O Al @ From:ll lTo:II |

Cover Page: @ No (O First Pege O Last Page

Paper Source: ® Paper Cassette O Manual Feed

The first illustration shows the format for printing one page of a document.
(Actually, for documents that are one page long, you don't have to fill in the
"From" and "To" boxes.)

LaserWriter <Laserllriter>
Coples:[:l Pages: O All @ From:|4

Cover Page: @ No Q First Page O Last Page

Paper Source: ® Paper Cassette (O Manual Feed
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The second illustration shows the format for printing only the pages numbered
four, five and six in the current document.

7. Click on the "OK" button to begin printing.

A dialog box will appear informing you that IRIS Intermedia is preparing the
image data. If you wish to stop the printing process at this stage or while you still
have the previous dialog box, click on the "Cancel" button. If you do not cancel the
printing, the document will be printed when the dialog box disappears.

Preparing image data.

[ nK } [ Cancel ]
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lll. USING INTERWORD

InterWord is a text processing application that runs within the IRIS
Intermedia system. It is used for creating and editing text documents.
Formatting of text in the InterWord application is based on the concept
of styles. Each unit of text (from one carriage return to the next) is
known as a paragraph and can have a different style. For example, a
typical document might have title, subhead, and indented quote styles
associated with the various paragraphs that make up the document.
Styles are created and edited through the use of a Ruler which allows
you to change a variety of settings including line spacing, margins, jus-
tification and tab stops. Once a style is defined using the Ruler, the style
can be applied to existing paragraphs or to new paragraphs.
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1. HANDLING INTERWORD DOCUMENTS

The methods for creating, opening, closing and saving InterWord
documents are simple to learn and are the same for all other
applications in the IRIS Intermedia system. If you learn to handle
InterWord documents, you also will have learned hoew to handle any
other type of IRIS Intermedia document you may encounter.

A. Opening Existing InterWord Documents

Existing text documents are represented in folder and Web View
windows by special InterWord document icons.

1. Select an InterWord document icon from a folder window.

To select, place the pointer directly over the icon and click the mouse button. A
selected InterWord icon in a folder or Web View window will be highlighted in
black (as on the right, below).

B e
Position the pointer Click once
2 Pick "Open" from the File menu.

A window containing the InterWord document wiil open. (Double-clicking on an
InterWord document icon in a folder window will produce the same result as steps
1. and 2.)
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B. Opening a New InterWord Document

Selecting "New" from the File menu provides easy access to opening

each of the various types of documents in IRIS Intermedia, including
InterWord documents.

1. Pick "New" from the File menu.

The "New" window will open.

2 Select the InterWord application icon.

e Newe—ry————>—
@ 9 [
Web Folder Yal Draw

The icon will be highlighted in black.

3. Choose "Open"” from the Flle menu.

The InterWord application will start up, opening a new window. The window will
contain both a Ruler and a Style Palette (see Section 3. for details on using styles).
Initially the document will be called "Untitled." (Double-clicking on the

InterWord icon in the "New" window will produce the same result as steps 2. and
3)
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C. Saving an InterWord Document

It is a good idea to save your work periodically as a protection against a
system failure. You may also want to save a copy of the text document
you are working on. Saving a copy is a useful way to back up your work

or to freeze a version of the document to which you can return at a
later time.

Saving the Current Document

1. Pick "Save" from the File menu.

The "Save" command will only be available if you have made changes to the
InterWord document. Be sure that the window containing the InterWord document
you wish to save is active (the Title Bar should contain horizontal black stripes).
The "Save" command will save all the changes you have made. The arrow cursor
will turn into a wristwatch while the document is being saved. If you are saving
the document for the first time, you will be prompted to type in a name for the
document after which you must click on the "Save" button. (See illustration of
"Save As" Dialog below.)

2. Wait for the arrow cursor to return before continuing to work.

If your document is long, it may take several seconds for the system to save it.
Wait until you see the arrow cursor before trying to edit the document.

Saving a Copy of the Current Document

1. Pick "Save As" from the Flle menu.

Be sure that the window containing the InterWord document you wish to save is
active (the Title Bar should contain horizontal black stripes). Choosing the "Save

As" command will bring up a dialog box asking you to type in a name for the copy
of the current document.

Save this document as:

Note: If you have made changes to your current document since it was last saved,
the changes will only be saved in the copy of the document and not in the original.

Save the document before choosing "Save As" if you want the changes saved in
both versions.

3. Using InterWord Handling InterWord Documents 115



2 Type in a name for the copy.

The title of the document will be selected when the dialog box appears. Any typing
you enter will replace the selected text. If you wish to use part of the title (as in the

example shown), do not type immediately. Instead, use the editing techniques
described in Section 2. Editing Text.

Save this document as:
|doyce Works Backup

(_sewe ] [ cancel )

3. Click on the "Save” button.

The "Save As" dialog box will close, a new InterWord icon with the name just
entered will appear in your current folder, and the copy will appear in the open
InterWord window. The original document will close.

D. Closing an InterWord Document

After you are finished examining or editing a document, it is a good
idea to save it and put it away. When you close an InterWord
document, it will return to its icon representation.

1. Pick "Close" from the File menu or click in the window's Close Box.

Be sure the text document you wish to close is in the active window. Closing the
document will close the window and return the document to its icon
representation. If you have made changes to the document before closing it, you
will be asked if you would like to save those changes.
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2. EDITING TEXT

The methods and techniques described in this section for text editing

can be applied in any other IRIS Intermedia application that allows
you to edit text.

A. Entering Text

Before typing in text, you must set an insertion point. This vertical line
indicates the location at which you will add new text.

1. Position the pointer at the location at which you want to enter new text.

Text will always be inserted to the right of the insertion point.

2. Click the mouse button once.

This will set an insertion point, which is a thin blinking vertical line. If you
click in a new location, the insertion point will move to that location.

3. Type in characters using the keyboard.

The characters you type will appear at the insertion point. All the characters to the
right of the insertion point will be shifted right to accomodate the new text. To add
text at a different point in the document, simply move the pointer to the desired
location in the text and create a new insertion point.

m=—————— QI
James Joyce

Al of Joyce's work is ¥elated to his life. Each casusl
friendship, inddent or fragrmalt of his reading was grist to his
artste mill. His whole life seemed one long artistic project and,
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B. Selecting Text

In order to change text in any way, it must first be selected. For
example, if you would like to change an existing word into boldface or
italics, or if you simply wish to correct a spelling error, you must first
select the text. The simplest method of selection is by dragging, which
allows you to select any number of characters. The sections following

this one detail all the operations you can perform on text once you have
selected it.

Selection by Dragging

118

1. Press and hold down the mouse button to set an Em| Joyce

insertion point. James Jayce

This position marks the beginning or end All of Joyce’s work is intimately

of a set of characters you wish to select. related to his life Fach casual
friendship, inddent oSfragment of
his reading was grist to his artistc
mill. His whole life seemed one long
ardstc  project and, elthough

Set an insertion point
2. Without releasing the mouse button, drag the mouse to S0=—— Joyce =——
highlight the desirad text

James Joyce

When you drag the mouse, the text between
the insertion point and the moving cursor
will become highlighted in black. As you
drag the mouse, the extent of the selected text
changes.

AN af Topce’s wod. i hntdiately
elited 1o Liz life ENEEON.
friendship, incddent or fragment of |
his reading was grist to his ertistic
mill. His whole life seemed one long
artistic  project and, slthough

Note: You can also select a whole word by
double-clicking on it.

Drag up

3. Release the mouse button, E0=—— Joyce

James Joyce

Releasing the mouse button sets a selection.

3 ' (+h o
The text encompassed in the selection (the

text which is highlighted in black) can now
be changed in a number of ways. You can
always change the selection by pressing the

mouse button and dragging to a new
location.

All of Joyce’s work is intimatel

st o fas arms
is whole life seemed one long
artisic  project and, although

o

i<

Drag down
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