
Outline 
• Enter or Return adds a new row after the cur­ 
rent row. 

• Shift-Enter (or Shift-Return) adds a new row 
before the current row 

• Option-Return or Shift-Return creates a return 
in the cell. 

• Tab indents a row one level, Sh 巾-Tab ou 卜
dents the row 

• Command-arrow moves between rows and 
columns ~1-='.tlJJ::d 

Table 
• Click the Add Column button on the 
Commands palette to add a new column 

• Drag columns to re-arrange. 

• Drag column margins to change the size. 

• Choose Column Setup to format columns. 
Double-click above a column title to see this 
dialog 

• Click above the column title to select the 
entire column. 

• Click to the left of the symbol to select the 
entire row. 
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Drow with Chalk to change color 
and thickness of table grid lines 

Chalkboard Layouts 
• Drag to place outline rows anywhere on the 
screen. 

• Draw with the chalk to connect items. 

• Add background pictures and colors in 
Design 

• Press·Rows'and drag rows to the chalkboard 
to display them on the chalkboard 

Timeline 
• Timeline displays date columns that are cur­ 
rently showing. 

• Drag markers to change dates 

• Choose Design to change the color of date 
markers 

Double-cl,ck above the 
-•- column t,tle for Column 2/7 /94·2/20/94·2'weeks ,' 

Setup 2/24/94 

、Press the pop·up menu 
lo update the column's 
current cell 

Drag to change the 
s,ze of the heodlme 
and column t,tle areo 

~2. The Post Go,ette 
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• Choose Add ... in the Layouts menu to add a 
layout. Check all of the options you want to 
include with the layout. 

• Change a layout on the screen, then choose 
Modify ... in the Layout menu. Click Update 
to globally update all characteristics. 0 「,

check individual characteristics to update 
those selections 

• To base a layout on another layout, click the 
selection button in the Layout Setup dialog 
Drag a layout to a sub-level to base it on the 
higher level layout. 

配

List columns 丘l 
• Type a list in tl1e list editor to create a text hs1.­ 
(Choose List in Column Setup dialog to access 
the list editor.) 

• Row lists update columns using rows in the 
outline. The updated cell displays the row, but 
it cannot be edited in that cell. Change the row 
and the cell is automatically updated. 

• Update the current cell by choosing a list item 
from the pop-up menu in the column title. 

Date columns 
• Type a date in a cell for a single date. 

• Separate start date, end date, duration with 
semi-colons 

• Press Return to add more than one date m a 
cell for an item 

Number columns 
• Type a number lo update the column 
Numbers are forn 田lled as indicated in the 
Column Setup dialog 

• Type a formula after the title of the column lo 
hold the total. Press Return, type'=', type the 
fonnula. 

jTax Due 
[=(Unit 壬 Cost) 壬.06 \ 、.............................................................,

'Unit" and'Cost'are column names,'.06'1s a 
constant. 

• Type a column formula in the cell for the 
higher level row to calculate sub-levels. (Or 
choose the formula from the Glossary!) 

Style sheets 
• Style sheets apply to the entire screen. 

• Add styles to different outline levels by click­ 
ing more choices ... in the Style Sheet dialog 
box. Type outline levels and choose formats 
for each 

• Overwrite a style sheet by explicitly changing 
the text format. Columns overwrite tables, 
rows overwrite columns, cells overwrite rows 

• To base one style on another style, click the 
selection button in the Style Sheet Setup dia­ 
log. Drag a style sheet to a sub-level to base it 
on the higher level style sheet. 



QUICK REFERENCE 
Form 
• Choose Design to create a custom form. Press 

·Columns·and drag the columns you want to 
display. 

• Tum-off Design to 11se a fo1111 

• Page to see all cun 它ntly show111g rows 

• Press the Go To button to jump to a particular 
row or expand or contract the outline rows 
you see on the form 

Design 
• When you see rulers, you are in Design 
Choose the columns to di 习play on the form 
, md position them on the screen 

• Add color, draw with the chalk, paste a picture 
in the background. The things you can design 
depend on the item you are designing 

• Click the close box on the rulers to leave the 
design mode. 

Tablet 
• Type to enter text 

• Draw with the chalk 

• Drag items to documents. 

Chalk 
• Chalk has specific uses in different views. 

• Draw lines and shapes while designing the 
background of forms. chalkboard. and cate- 
0oncs. 
亡

• Draw on the Tablet 、draw borders~round cells 
in tables 

• Change the line thickness and color of table 
grids (in Design) 

• Press Option-Shift and draw to erase Chalk 

The Palettes 
Double 劲ck to update the current 
cell w 仆h a glossary item 

Drago row or 
column from o 
document to odd 
1/ lo the glossary 

Cid to see 
the columns 
included on 
the glossary 
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Click to go to 
another row or 
expand or con· 
tract the outline 

Calendar 

• Drag an ttem on 
the calendar to 
change the date. 

• Choose Design to 
change the start of 
the week and the 
font of month and 
days 

Edrt Point C onnectron 
Chalk Checkmork Color 

~ 
叩 如

C 阮k'Columns'and drag columns to the 
form to display them an the form. Remove 
columns by dragging them back to the 
Columns button 

• Double-click a date on the calendar to update 
the cu1Tent cell. 

Font menu Pla,n Italic Style sheet menu 
Size menu Bold Underline 

Click in Free space to select a poleffe, then choose 
Design to des,gn the palettes 

Editor Rothfeld 
Play 丘l ,. 

Deadline 
Story 

Click and the palette 
jumps to !he menu 
如r 

Tab lo move from field lo 
field Tab order follows 
column order from lhe loble 

Rulers md,cate Design 
Click the close buffon on the 
rul 妇s lo leave Design 
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Select a column title and choose 
Hide 一it does not display 

Selecting/ sorting 
•Adda new row m the select window to per­ 
fom1 multi-criteria selections 

• Indicate selection criteria and choose Hide or 
Hide Unselected in the View menu to hide 
selected items or hide unselected items 

田 •Add a new row in the sort window to perform 
multi-level sorts. 

• Drag a date column to the calendar to display 
it. Each open document can display one date 
column at a time. 

罩 1 Scripts and stuff 
• Forget syntax? Here's a sample that grabs a 
thumbnail of a picture file 

tell appl;cat;an "lnlaDepot" 
copy ,ow numbe, of select;on of w;ndow I to aRow 
copy column aumbe 『of select;on al w;ndaw I ta aCalumn 
copy (choase p 咕 ;ewJ laaf 忐
copy p,e,;ew al f,le aFde to oThumbna;I 
set ,alue af ,ow aRaw of column aCalumn to aThumbna;I 
make cannechon ,n <aw aRow of column aCaluma w;th pmpert,es 

奾as afde} 
end tell 

• Press Command and choose from the 
Additions menu to edit a script or to [E] 
change the Apple events target application. 

• Command-click to se/ecr a script or sound 
badge to delete it 

Out/me Form View setup Add ser,es layout menu 
Tobie T,melme Add column 

Add row 

Popular Badges 
匡-Fo1mula in the column 

令 -Script attached. Click to run. 

厄~-Password protected column 

~-This document is shared. 

巨'.)-Page to see more in the cell 


