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Intro to Mariner Write

Welcome

Mariner Write is a powerful yet streamlined word processor solution for the 
masses. Boasting an elegant interface, as well as hundreds of intuitive 
features such as the ability to read Microsoft Word documents and cus-
tomizable headers, footers, endnotes, and footnotes, you will require little 
need for the documentation. Just sit down and write.

Requirements

To use Mariner Write you need:

• At least 512 megabytes memory (RAM), 50 MB free hard disk space

• Mac OS X 10.6.x -10.5 = Mariner Write 3.9 (Intel Processor)

• Free 30 day demo: Download it here.

In this chapter:

• Welcome
• Hardware & Software Requirements
• Technical Support
• Help
• About this Manual
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Technical Support

If you have a question about using Mariner Write:

1 Try to find the answers you need in this documentation.

2 Find your answer in the FAQ (Frequently Asked Questions) / knowledge base page on our web site. It answers 
many frequently asked questions.

View it at http://marinersoftware.com/kb

3 If you still canʼt find the information you need, try looking through the online discussion forums here:

http://www.marinersoftware.com/forum/

4 If none of the other options allow you to find the answer to your question, E-mail: ! support@marinersoftware.com

For Mariner Write software updates, tips and tricks, information about other Mariner products, user group discount information, and 
articles for user group newsletter publication, visit our Web site: 

http://www.marinersoftware.com
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Help

Mariner Write supports Tool Tips in Mac OS X. HTML-based Mac help is also available.

About Tool Tips - Mac OS X

Displays Tool Tips when you move the cursor over screen elements. 

About Mariner Write Help

Both the Help files and this PDF User Guide are 
listed in the Help menu. 

If these files are not listed in the Help menu, you 
may need to reinstall the application.

To use Mariner Write help files:

1 From the Help menu choose Write Help.

2 Click on a chapter topic to start, links to addi-
tional information appear as  blue underlined text.

3 Buttons - “Contents” - links to a list of chapter topics. Index - Displays a list of Mariner Write key words ,“Next” and 
“Previous” buttons link to the previous / next chapter.
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About This Manual

Conventions

Before using Mariner Write, you should have a basic knowledge of Mac operation.

You should understand pointing, clicking, double-clicking, dragging, and how to choose menu commands. You should also 
know how to operate dialog boxes, resize windows, and use the Clipboard for cut, copy, and paste.

If you arenʼt familiar with these or other basic operations or terminology, refer to the Mac® documentation included with 
your computer.

Mariner Write uses the following keyboard shortcuts when dialog boxes are displayed:

• Return or Enter to press the OK button.

• Command-period or Escape to press the Cancel button.

• Donʼt Save can be enacted in the save dialog by pressing Command-D.
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Working With Documents

Creating New Documents

To create a new Mariner Write document:

1 Launch Mariner Write, choose New (Command-N) from the File menu 
or press the New Document button in the tool bar (if you’ve customized 
your toolbar to add the New Document item).

! To display the tool bar, choose Show Toolbar from the Show|Hide menu.

A new untitled document appears. 

Note: New documents are titled Untitled 1, Untitled 2, etc.

Each new document is a duplicate of a special Mariner Write document stored in the Mariner Preferences folder. This de-
fault document provides the default settings and content for new documents.

To create a new document using factory defaults, choose New Empty Document from the Preferences sub-menu. The 
Preferences sub-menu is located in the Edit menu.

For detailed information about changing the default document, see the Preferences section later in this chapter.

In this chapter:

• Create new documents and open, 
close, save, and manage existing 
documents

• View your document as pages or 
without page margins

• Set and save application preferences
• Change the magnification and con-

trol document and text appearance
• Set page margins and page setup
• Preview and print documents
• User other related document fea-

tures
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Creating a Default Document

A default document is a document which contains

To create a default Mariner Write document:

1 Choose New (Command-N) from the File menu.

A new untitled document appears.

2 Edit the document, set font, size, tables, even add a header or footer, etc.

3 From the File menu choose Save as Default File

The file is saved and anytime you create a “new” document in Mariner Write it will have the settings of the file you saved 
as default

Note: for more information about default document settings and overriding them, see the preferences chapterʼs page 37
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Opening Files

To open a Mariner Write document:

1 Choose Open (Command-O) from the File menu or press the Open button in the tool bar.

To display the toolbar, choose Show Toolbar from the Show|Hide menu.

1 Select and open the Mariner Write document in the open dialog.

You can also double-click a Mariner Write document icon to open the file.

Note: you can open multiple files at the same time by command-clicking on more than one file from the open dialog.
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Opening Recent Documents

The Open Recent sub-
menu lists the last eight 
files you opened.

Simply click on a file to 
open it again.

Note: If the file has moved to 
a different place on your hard 
drive, the document may not 
be found to be opened. In 
such a case an error message 
will appear.
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Opening Other File Types

Choosing the Open command displays a 
dialog to choose files to open. You can 
open multiple files by holding the com-
mand key down and clicking on additional 
selections.

You can open and view the contents of 
any file. Mariner Write allows you to open 
any document it doesnʼt recognize, as 
text.

Open documents saved in the following 
formats:

Text (.txt)
! Files exported from word 
processor programs in text (ASCII) 
format. For example, XML, plists, 
csv, .tab, .html, etc..

Word (.doc)

! Files exported from Microsoft® Word version 6 and later.

Rich Text Format (.rtf)
! Documents exported from word processor programs in RTF (Rich Text Format).

PICT, EPS, GIF, JPEG, BMP, TIFF, PNG
! Graphic format files.
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Inserting Files (Importing)

You can insert a graphic or the contents of another file into the current document.

To insert a document into the current document:

1 Position the insertion point where you want to insert the document.

2 Choose File/Graphic from the Insert menu.

Note: When inserting a Mariner Write file into the current document:

• The contents of the header and footer are ignored when inserting a file.

• Graphic-based objects are ignored.
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Inserting Graphics

To import a graphic into your document, choose File/graphic from the Insert Menu.

Once the file is selected in the dialog, a second 
dialog prompts you to insert the graphic as in-
line or as an object.

In-line graphics are inserted in-line with the 
document text and can be selected in the same 
manner as a text character (See Example Be-
low)

In-line Graphic! Object Graphic

Object-based graphics float above, but donʼt obscure document text. Instead, the document text “wraps” around the 
graphic (See example above). For detailed information about editing graphics, see the Working with Graphics section in 
Chapter 3, Entering and Editing.
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Closing Documents

To close a Mariner Write document:

• Choose Close Window from the Window menu.

-or-

• Click the close box in the upper left-hand corner of the document window.

If you close your document but have made changes since it was last saved, an alert dialog asks if you want to save your 
changes. 

Click the Save button to save your changes. Click the Donʼt Save button to close the document without saving changes. 
Click the Cancel button to return to your document without closing.

Note: Closing the Header, Footer, Footnote does not close the document. To close the entire document, close the main document 
window or use the Close command in the File menu.
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Saving Documents

To save a Mariner Write document:

1 Choose Save (Command-S) from the File menu or press the Save button in the tool bar.

A dialog appears if the document hasnʼt been 
previously saved.

2 Select the location where you want to save 
your file and enter a name for it.

3 Click the Save button when you are finished.

Once you save a document, choosing Save from 
the File menu saves your changes without dis-
playing the Save dialog.

See the following two sections, The Save As Com-
mand and The Save a Copy As Command for infor-
mation on saving your document with a different 
name, to a different location, or in a different format.
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Save As...

The Save As command lets you save your document with a different name, to a different location, or in a different format. 
The file created using the Save As command becomes the current document.

To use the Save As command:

1 Choose Save As from the File menu. 

2 Enter a different name for the file, and/or, choose a dif-
ferent location to save the file.

3 To save the file in a different format, make the appropri-
ate selection from the file format pop-up menu.

4 Click the Save button to save the file or the Cancel button 
to return to the document without saving.
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Save a Copy As...

The Save a Copy As command also lets you save your current document with a different name, or to a different location, 
or in a different format.

Note: When you use the Save a Copy As command, youʼre still working with the original document-the file name doesnʼt change.

Use the Save a Copy As command when youʼre finished working with the current document and want to save it under a 
different name. Use the Save As command when you want to save the current document under a new name and continue 
working with that document.

To save a copy of the current file:

1 Choose Save a Copy As from the File menu.

2 Enter a different name for the file, and/or, choose a dif-
ferent location to save the file. Enter a new name for the 
file in the space provided.

3 If you want to save the file in a different format, make 
the appropriate selection from the pop-up menu.

4 Click the Save button to save the file or the Cancel button to return to the file without saving.
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Exporting Files

To save files in formats other applications can read, choose a file format other than Mariner Write in the Use Format pop-
up in the Save, Save As, or Save a Copy As dialogs.

See the previous sections for detailed information about using the Save, Save As, or Save a Copy As commands.

Note: Graphics existing as objects in Mariner Write documents are not exported. The graphic must be re-inserted as a character. For 
detailed information about importing graphics, see the Importing Graphics section earlier in this chapter.

Reverting

Choose Revert from the File menu to open the last saved copy of the current document. 
Any changes since the document was last saved are lost.

Saving a Default Document

Each new Mariner Write document you create is actually a duplicate of a special Mariner Write document stored in the 
Mariner folder in the Systemʼs Preferences Folder. This default document provides the default settings and content for 
new documents.

Note: Other applications perform a similar function by use of a “stationery note” feature. You can bypass this feature by checking the 
Apply To New Documents checkbox in the Preference dialog. In this case, new documents use the default setting.

To save the current document as the new default document, choose Save As Default File from the  File menu. To create a 
new document with default settings, choose New Empty File from the File menu.

Quitting 

To quit the Mariner Write application, choose Quit from the Write menu. If there are any changes to your documents since 
you last saved, you will be prompted to save your changes for each document.

25 of 161



Preferences

Preferences control many aspects of the Mariner Write application. 

To change the preferences:

1 Choose Preferences under the Write menu item.

A dialog appears.

2 Click on the tabs listed across the top of the dialog to change the cate-
gory. 

3 Press OK to accept the changes youʼve made or Cancel to nullify any 
changes youʼve made.

In this chapter:

• Display Preferences
• Edit Preferences
• Default Document preferences
• Ruler Preferences
• Language Preferences
• Files Preferences
• Keyboard Shortcut Preferences
• Open Options Preferences
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Display

Fields:

Frame Text Fields
Selecting Frame 
Text Fields draws 
a small rectangle 
around non-
editable text 
fields (such as 
footnote index 
numbers, page 
numbers and up-
dating date en-
tries). This makes 
them easier to 
see when quickly 
scanning a page. 
With a small font 
size, the text may 
not be easily 
readable with this 
option on.

Show Merge For-
mulas
Enable to display merge formulas in the document fields, otherwise the fields display as “Merge Field”.
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Color:

Invisible Characters Color
Selecting Show Invisible Characters in the Show|Hide menu to displays non-printing characters such as Tab, Re-
turn, Linefeed, page break, space, etc...

To make invisible characters easier to see, change their color with the Invisibles pop-up menu. The default color is 
dark blue.

Ribbon Color
Changes the color  of the text and icons displayed in the style ribbon.

Back Color
This sets the color of the background behind the page. The default color is a medium blue

Gray Header Text
Enable the Gray Header Text check box to display headers, footers, footnotes and endnotes using gray text.

Note: Text Smoothing and Fractional Widths - are now document attributes, see Document Options in Chapter 4 for details.

General:

Bold Cursor
Small graphics, such as the cursor and text insertion points, are sometimes difficult to see. Select the Bold Cursors 
check box to display thicker versions of the Mariner Write cursor and insertion point.

 

 Bold Insertion Point
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Accelerated Scrolling
In many word processors, pressing one of the scroll arrows changes the docu-
ment view at one steady speed.

If you select the Accelerated Scrolling check box, your document scrolls faster 
and faster as you hold down the scroll arrow.

Hot Help
To see help message tags, enable the Hot Help check box.

Font Menu:

WYSIWYG Font Menu
When the WYSIWYG Font Menu 
check box is selected, fonts are dis-
played using the actual typeface.

Hierarchical Font Menu
When the Hierarchical Font Menu 
check box is selected, fonts are sepa-
rated and displayed by font family.

Only Roman Fonts
When the Only Roman Fonts check 
box is selected, non Roman fonts are 
removed from the font menu.
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Edit
Drag and Drop
You can move or 
copy text by drag-
ging and dropping 
text instead of cut-
ting, copying, and 
pasting. Select the 
Drag and Drop con-
trol to enable Drag 
and Drop. For 
complete details 
about dragging and 
dropping, see the 
Drag and Drop sec-
tion in Chapter 3.

Curly Quotes
When you press 
the quote key, a 
"straight" quote is 
typed. Most type-
faces also support 
a more elegant an-
gled or “curly” quote.

“Curly Quotes” vs. "Standard Quotes"
Note: Selecting Curly Quotes doesnʼt change the style of existing quotes – only the quotes you type after enabling Curly Quotes. Use 
the commands in the Modify menu to change existing quotes.
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Select the “Curly Quotes” check box to automatically type a curly quote instead of a regular quote. Mariner Write knows to 
type a leading quote at the beginning of a word and a trailing curly quote at the end of a word. See Power User note in 
Chapter 6 - Custom Menus.

Tip! ! You can create a left curly quote by typing Option + Left Bracket, and a right curly quote by typing Option - Shift - Left Bracket.

Example:

Then Lou says, “Whatʼs the name of the guy on third base?”

Smart Cut and Paste
Smart Cut and Paste keeps track of the spaces between words so you donʼt have to worry about inserting or deleting ex-
tra spaces when you cut/paste or Drag & Drop. See Power User note in Chapter 6 - Custom Menus.

1 Copy

2 Select

3 Paste

The extra space is automatically inserted afterwards and intelligently not added before “Smart Cut and Paste”.
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Diamond Keys
Diamond keys let you use the Control Key for advanced navigating and editing keyboard shortcuts. 

Mariner Write supports the following diamond keys:

Control E Moves Cursor Up

Control X Moves cursor Down

Control S Moves cursor to the Left

Control D Moves cursor to the Right

Control A Moves cursor to the top of the document

Control F Moves cursor to the bottom of the document

Control C Moves cursor to the top of the next page

Control R Moves cursor to the bottom of the previous page

Control Q Moves cursor to the beginning of the next line

Control Z Moves cursor to the beginning of the previous line

Control T Scrolls to the top of the document

Control V Scrolls to the bottom of the document

Control I Types a tab character

Control M Types a carriage return

Note: Turn off Diamond keys if you wish to type characters requiring the Control key.
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Inline Graphics Only
When importing or pasting a graphic, Mariner Write normally displays a dialog allowing you to choose between an object 
or character element. Select this check box control to always enter graphics as inline characters (graphic flows with text).

Drag Selects ¶
Select this control to select control characters (CR, Soft Return, Page Break, etc) when you drag the mouse past them. 

Number of Undos
The Undo Levels pop-up lets you select the number of undo levels–up to 10.

For detailed information about using Undo and Redo, see the Undo section in Chapter 3, Entering and Editing.

Date
Use the Date pop up menu to specify which format to use when using the “Date” menu command in the Insert menu.

Indent In/Out
Use the edit field to specify how much space to offset the paragraph left and first indent when using the Indent In and In-
dent Out commands. The Indent commands are located in the Justify menu (style ribbon), and also as buttons in the tool 
bar.

Bullet In
Use the edit field to specify how much space to move the paragraph left indent when using the Bullet command. The Bul-
let command is located in the Justify menu (style ribbon), the Format menu and also as a button in the tool bar.

Superscript and Subscript Offset
Use this field to specify how many points of offset to apply when using the script commands in the Style menu. Custom 
offsets can be applied by using the Character command in the Format menu.
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Show Style Change Dialog
Enabling this checkbox presents a dialog when applying a style to a character range or paragraph that previously was as-
signed a style.

When you attempt to Apply the new style over 
an existing style the Apply Style sheet dialog 
appears.

The name of the style is displayed next to 
Style Name:

The options are:

Reapply the style to the selection

Apply style saving user changes

Donʼt show this dialog - Sets the default 
behavior to Reapply the style to the selection 
without displaying this dialog.

Click OK to apply the style.

Note: If you apply a style over an existing style, or modify a text range with a style, the name of the style will appear with a “+” plus 
symbol to denote that it is the assigned style ʻplusʼ some other change(s).
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Default

For New Documents

Select either Use 
These Settings to ap-
ply the settings of this 
pane to New Docu-
ments or Use Default 
Document to use a 
copy of your default 
document for a new 
document.

For more information on 
making a Default Docu-
ment, see Chapter 
Working with Documents 

Attributes

The remaining items 
on the Default Panel 
are document attrib-
utes, used when im-
porting text docu-
ments, creating a New 
Empty Document, or 
for all new documents (see Apply to New Documents above).

Font, Size, Units, Show Ribbon, Page Layout View, Show Ruler,  Show Page Guides, Margins (Left, Top, Right, Bottom)
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Ruler

Ruler Zero Mark

The rulerʼs zero mark can be 
aligned with the left edge of 
the printable area. But this 
can make it difficult to posi-
tion a tab or margin relative 
to the page edge. Align the 
ruler zero mark to the page 
edge or left edge of the 
printable area. To align the 
ruler zero mark to the page 
edge, select the Paper Edge 
radio button. To align the 
ruler zero mark to the left 
page margin, select the Print 
Edge radio button.

Snap To Grid

Forces ruler elements (tabs 
or indents) to 1/8 inch increments when dragging.

Click Sound During Drag

Select the “Click Sound During Drag” check box to play a click sound when dragging a ruler element (tab or indent).
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Language

Text Services

(Non-English Languages Only)

With Text Services enabled, users 
with non-English languages can 
enter text directly into the docu-
ment window in place of using the 
Text Services conversion window.

Synch Script to Font

With Synch Script to Font enabled, 
users with non-English system 
software can enter text in English 
or any other language scripts in-
stalled with the system software. 
The current language script 
changes to reflect the location of 
the insertion point. For example, 
clicking in a paragraph written in Kanji automatically changes the current language script to Kanji.

Regardless of the setting of the Synch Script to Font control, choosing an English font from the Font menu automatically 
changes the script to English.

Note: International language scripts also contain a Roman character set. As a result, placing the intersection point within text that ap-
pears to be Roman may not change the script to English. Instead, the script changes to the language script used to create the text.
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Synch Font to Script

Mariner Write saves the last font and text size used when the current International language script changes. To restore the 
last font and size used when the script is re-selected, enable the Synch Font to Script command.

The following defaults are used when the language script is selected for the first time:

! Script! ! ! Font

! Roman! ! Geneva

! Kanji (Japanese)! Osaka

! Simplified Chinese! Beijing

! Traditional Chinese!Taipei

The default font for scripts not listed is the first default application font of the script. The default font size is the last size 
selected by the user or the default system font.

Note: With Synch Font to Script enabled, you cannot enter Roman characters using a non-Roman script. Upon typing English char-
acters, the font and size will change to Geneva or the last font and size settings selected.
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Files

Automatic Save

Mariner Write will 
save files automati-
cally at the interval 
specified in the 
Minutes edit field.

Note: the file must be 
previously saved, 
Untitled new files are 
not auto-saved.
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Make Backup Copy

When saving an existing file, Make Backup Copy retains a copy appending the time and date 
on the end of the file name. Click the Backup Folder... button to specify a folder location to 
place backup copies, or click In Same Folder to place copies located in the same folder as the 
original file.

Specify how many backup copies you want to keep in the edit field.

Warning: if you choose to place backups in a single folder, documents using identical names will 
overwrite each other and backup copies may be lost.

Save Using Original Format

Mariner Write normally will prompt you with the save dialog when you save an imported 
file. This action verifies that the format and location are correct. Choose Save Using Origi-
nal Format to save imported files (for example TEXT or RTF) in their original format, with-
out displaying the save dialog.

Save RTF as TEXT

Mariner Write normally will save rtf format files using the system defined RTF filetype. Older programs may not recognize 
this filetype, choose this option to save rtf files as TEXT documents.

Note - Mariner Write reads rtf files using either filetype.

Translate Text Documents

Choose this option to open TEXT files using Macintosh Easy Open translation services. This is useful if you need to trans-
late DOS/PC word processing documents (which often are text).
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Keyboard 
shortcuts

Allows custom 
command keys to 
be set. 

To set a custom 
keyboard short-
cut:

1 Double-click 
an item in the list.

A sheet appears.

2 Type a key-
board shortcut.

3 Click OK.

Note: Each key-
board shortcut 
must contain the 
command key.
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Open

Allows the startup 
action to be speci-
fied.

Choose one of the 
following options:

• Do nothing

• Open new file

• Display open 
dialog

• Open files from 
previous ses-
sion

Click OK.
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Document Display Options

Line Numbers

Line numbers let you easily reference important portions of your 
document.

To display lines numbers, choose Line Numbers from the Show|Hide 
menu. Line numbers are shown for each line containing a character, in-
cluding non-printing characters such as Tab and Return.

Line numbers display to the left of the left page margin in 9-point Geneva 
text and automatically print if there is enough space between the page 
margin and the left side of the page.

Note: Line numbers donʼt display in header, footer, or footnote windows.

To see if there is enough room to print line numbers, choose Print Preview 
from the File menu. If line numbers are not visible in Print Preview, in-
crease the printable page area by:

• Increasing the page margins through the Margins command.

• Increase the printable page area through the Page Setup dialog.

Note: The Printer and Page Setup dialogs are specific to the output device 
and may not contain controls for changing the printable page area.

• Move the left margin through the Ruler or Paragraph command.

For detailed information about the Print Preview feature, see the Print Preview section later in this chapter.

For detailed information about Line Number Options, see the Document Options section in Chapter 4 (Formatting Text).

In this chapter:

• Line Numbers
• Background Color
• Page Margins
• Page Guides
• Document View Modes
• Split Pane View
• Selecting Documents
• Arranging Windows
• Document Scale
• Re-sizing Windows
• Go to Page
• Keyboard Navigation
• Show Selection
• Invisible Characters
• Document Information
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Background Color

Most of the time, youʼll type black text on a white background. To change the background color of your document choose 
Document Options in the Format menu. Choose one of 80 preset colors in the Color pop-up menu, or choose Other to 
create a custom page color.

Note: To change text color, use the Text Color command in the Style menu.
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Page Margins

Because of common printer limitations, the area where you can enter type is usually not the same as the full page size. 
The distances from the page edges to the respective edges of the printable area are called the page margins.

Since the page margin can be only as large as the maximum printable 
area, the values you can enter for each margin depend on the printer 
selected in the Chooser. The size and orientation of the printable area 
are controlled by the Page Setup command.

To set the page margins:

1. Choose the Margins command from the Format menu.

2. Enter values for the top, left, bottom, and right margins. If you want 
the area where you can type to be the same as the maximum print-
able area, click the Maximum Print Area button.

Page Guides

The page guide is the non-printing box that defines the document area. 
The page guide appears as a light blue box.

To show or hide the page guide, choose Show Page Guides from the Show|Hide sub-menu (View menu).
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Document View Modes

Mariner Write provides two ways to view your documents while you work.

• Page Layout View, or “WYSIWYG” (What You See Is What You Get) view, displays your document as it will be printed.

• Condensed View. Page margins, object graphics, headers, and footers do not display on-screen but appear in print.

To switch between views, select either mode form the View menu.

!!
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Split Pane View

Mariner Write lets you view different parts of a document at 
the same time by splitting the document window horizon-
tally. Once split, you can scroll each window part inde-
pendently. 

To split a window, drag the pane control located above the 
topmost vertical scroll arrow.
-or-
Double-click the pane control to divide the window in half

.

To un-split the window either:

! - Drag the pane control back above the upper scroll 
arrow.

! - Double-click the pane control.
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Selecting Documents

To bring a document to the front, click any visible portion of the document or choose the document name from the Window 
menu.

The frontmost, sometimes called the active, document is marked with a check. Other documents are listed in the order in 
which they were opened or created. The most recently opened document appears at the bottom of the list.
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Arranging Windows

The arrange commands automatically move and resize your Mariner Write documents so a portion of each document is 
always visible. The arrange commands donʼt move the tool bar.

The Clean Up Windows sub-menu (View) contains four arrange commands: Stack, Cascade, Tile Horizontal, and Tile Ver-
tical.
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Stack

The Stack command arranges all windows so you can 
view the window titles at the same time. In addition, the 
right sides of the document windows are aligned.

Cascade

The Cascade command is similar to Stack except the 
right side document edges are offset.

50 of 161



Tile Horizontal

Tile Horizontal arranges windows lengthwise 
so that each window is fully visible. The 
frontmost window is positioned at the top of 
the main monitor.
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Tile Vertical

Tile Vertical arranges windows by height so that each window is fully visible. The frontmost window is positioned at the left 
size of the main monitor.
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Document Scale

Use the Zoom pop-up menu at the bottom of each document window to view your document at different magnifications. 
You can choose from seven different magnification levels ranging from 25% to 400%.

Changing the magnification automatically scrolls the document to 
display the insertion point or selected text range. If the entire se-
lected text range canʼt be displayed, the document is scrolled to dis-
play the beginning of the selected text range.
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Resizing Windows

To automatically size a document to show the page guides, choose the Size to Page command in the View menu.
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Go To page...

Navigates between pages without scrolling.

To change the current page:

1 Click anywhere in the Page Number area located on the bottom-left corner of the document window, or use the Go To 
Page command in the View menu.

2 Enter a page number and click OK or click the Cancel button to return to the document without changing the current 
page.

Keyboard Navigation

On an extended keyboard, press the Home and End keys to 
scroll to the top and bottom of the current document. Use the 
Page Up and Page Down keys to scroll one page forward or 
backward.

You can also use the arrow keys to move the insertion point. 

For detailed information on using the arrow keys, see the Entering 
Text section in Entering and Editing Text.
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Show Selection

As you scroll, the insertion point or range of 
text youʼve selected may move out of view. 

Choose Show Selection from the View menu to 
have Mariner Write automatically scroll the 
document to display the insertion point or 
range of selected text.

Tip! Typing a character also scrolls the document to 
display the insertion point. Mariner Write does not 
insert a character when the enter key is pressed, so 
will scroll to the insertion point without entering a 
character
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Invisible Characters

To view non-printing characters such as tab, space, and return, check the Show Invisible Characters in the Show|Hide 
menu or press the Invisible Characters button in the tool bar.

 To display the tool bar, choose Show Toolbar from the Show|Hide menu.

Mariner Write uses the following symbols to represent invisible characters.

Note: You can hide regular characters by using the Hidden text style. For detailed information about using text styles, see Chapter 4, 
Formatting Text.

Tip! You can set the color of invisibles in the preferences under Display.
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Document Information

Use the Count command to find 
out how many paragraphs, 
lines, words, characters, pic-
tures, and date/time or page 
number fields are contained in 
your document. Separate val-
ues are shown for the main 
body, Header, Footer, and 
Footnote.

Note: The Roman Words field 
displays the number of standard 
English words. Some languages 
use a different criteria for defining 
a word. The Bytes field is pro-
vided for 2 and 3-byte languages. 
The Fields item counts page 
number and date/time fields.

To view information about your 
document or selected text:

1 From the menu. choose File> Count

A dialog appears.

2 Click the Selected Text or Document button to view information about selected text or about your entire document.

3 Choose the Done button to return to the document.
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Printing Documents

Page Setup

The Page Setup command lets you change the page orientation, size, and 
scale. As the Page Setup options are device specific, refer to your printer 
documentation for specific Page Setup information.

In this chapter:

• Page Setup
• Print Preview
• Printing
• Print Options
• Print One Copy
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Print Preview

Choose Print Preview from the File menu to see how your document will look when printed.

To view the next page, click the Next button. To view the previous page, click the Previous button.

If you know the number of the page you want to view, click the page number indicator at the bottom-left corner of the Print 
Preview window. A Go to Page Number dialog appears. Enter the number of the page you wish to view. Press OK.

To make changes to the page setup dialog while in print preview mode, click the Setup button.

An alternative way to see a print preview is to use Mac OS X's built in Preview command when Printing. Select Print from 
the Toolbar or from the File menu. A Print dialog appears. Press the Preview button. The Preview application appears and 
your document is displayed as a pdf.

Note: EPS Graphics will not appear int he pRint PReview Window, they will print, however.
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Printing

To print the current 
document:

1 If you want to 
change the size, ori-
entation, or scale of 
each page, choose 
Page Setup from the 
File menu.

2 If you want to see 
how your document 
will look when 
printed, choose Print 
Preview from the File 
menu, or press the 
Print Preview button 
in the tool bar.

3 Choose Print from 
the File menu or 
press the Print button in the tool bar.

4 Select the desired options and press the OK button to Print or press the Cancel button to return to the document with-
out printing.

The dialog box that appears when you select Print is printer specific. See your Macintosh or printer documentation for in-
formation on installing printer software and selecting printing options.
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Print Options

The following print features are available in the Print dialog.

Print: All Pages / Odd Pages/Even Pages -Prints only odd or even numbered pages. This simplifies printing on 
both sides of a page (duplex).

Note: Print Odd Pages/Print Even Pages uses the actual page numbers, not page numbers inserted using the “Insert Page 
Number” command.

Print Background Color - Enable to print the document background color.

Note: The control is only active when a document background color is not white.

Collate Copies - Printing multiple copies of a document usually results in several copies of page one followed by 
several copies of page two, which you must collate by hand. Instead, choose Collate to print one copy of the 
document in its entirety, then a second copy, etc. 

Note: Collated printing takes longer as the document must be re-processed for each copy requested.

Page Order: Forward/Reverse - Forward prints pages in 1, 2, 3 order while reverse prints pages in 3, 2, 1 order.

Print One Copy

Choose Print One Copy from the File menu to print one copy of your document. This is a shortcut to choosing the Print 
command and pressing the Print button.
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Entering Text and Editing

Entering Text

To enter text in a new document, simply type. The insertion point, a blink-
ing vertical bar, marks where the next characters appear as you type. The 
insertion point also marks where pasted text or a graphic is inserted.

The insertion point

To change where you want to type, simply click where you want to position 
the insertion point. 

Note: You can position the insertion point only to the left or right of an existing character. As such, you may need to repeatedly press 
the Return or Enter key to move the insertion point to a location that doesnʼt already contain text.

You can also move the insertion point one character to the left or right by pressing the left or right arrow key. Pressing the 
up arrow key moves the insertion point to the line above. Pressing the down arrow key moves it to the line below.

Word Wrap

As you type, words automatically flow, or “break”, to the next line when you reach the right margin marker. This is called 
word wrap.

In this chapter:

• Enter and select text
• Control word wrap
• Cut, copy, Drag and Drop, and paste 

plain and styled text
• Insert a Date/Time or Page Number 

stamp
• Use other related entering and edit-

ing features
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Note: For detailed information about using and setting margins, see the Changing Margins section in Chapter 4, Formatting Text.

In addition to the space character, lines also wrap on the Soft Hyphen character. For detailed information about using the 
Soft Hyphen, see the Soft Hyphens section that follows.

If you donʼt want a line to break between words, type a non-breaking space between them. To type a non-breaking space, 
hold down the Option key and press the space bar.

Using Soft Returns

The left and right margin markers let you adjust the horizontal position of each paragraph. To move the text insertion point 
to the next line without starting a new paragraph, press Shift + Return key. This is called a Soft Return or Line Feed.

Example: Using a soft return aligns the next line with the Left Indent, instead of starting a new paragraph and moving the text to the 
First Indent location.
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Soft Hyphens

There may be situations where you want the option of having a line break within a word instead of between words. 

The Soft Hyphen character lets you split a word across lines.

Note: Soft Hyphens are visible only when a word splits or when 
showing invisibles.

To insert a Soft Hyphen, position the cursor where you want 
the word to split and either:

• Choose Soft Hyphen from the Insert menu.

• Type Command-Shift-Dash (or Command-Shift-
Minus).

To remove a Soft Hyphen, position the cursor to the right of the 
Soft Hyphen and press the Delete key.

Selecting Text

You must select text before you can edit it or change its appear-
ance.

Selected Text

You can use the mouse, keyboard, or a combination of both to select a continuous range of text. The simplest method is 
to drag across, or highlight the text you want to select.
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Selecting by Dragging

To select text by dragging:

1 Position the I-Beam cursor in front of the first character you want to select.

I-Beam Cursor

Position the I-Beam in
front of first character.

2 Drag over the text, including the last character you want to select.

Drag to include
the last character.

Dragging past the edge of the document window automatically scrolls the document in that direction.

Selecting by Keyboard

To select text by using the keyboard:

1 Position the I-beam cursor in front of the first character you want to select.

2 Hold down the Shift key.

3 Press the Left or Right Arrow key to extend your selection by one character to the left or right.
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4 Press the Up or Down Arrow to extend your selection to the nearest character in the line above or below your insertion 
point.

(1) Insertion point placed

(2) Shift-Left Arrow

(3) Shift-Right Arrow

(4) Shift-Down Arrow

When dragging is inconvenient, such as when you want to select all the text on multiple pages, use the Shift-click tech-
nique.

To select text by Shift-clicking:

1 Position the I-Beam cursor in front of the first character you want to select.

2 Hold down the Shift key and click behind the last character you want to select. 

If the last character isnʼt visible, use the scroll bars or Go To feature to change the visible page. For detailed information 
about using the Go To feature, see the Go To section in Chapter 2, Working with Documents.

To increase or decrease the size of your selection, repeat step 2 above or any of the selection techniques previously de-
scribed.
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Multiple Text Selections

To select multiple text ranges:

1 Select the first text range using one of the previously described methods.

2 Press the Shift and Option keys and select a second text range. 

Discontiguous Text Selections

To select a discontiguous text range, Press the shift and option 
key and drag select. This is particularly useful for selecting single 
column of tabbed data arranged into columns.

Text Selection Shortcuts

Use the following shortcuts to select a word, sentence, or 
paragraph.

•! Double-click to select a word.

•! Triple-click to select a sentence.

• Quadruple-click to select a paragraph.

Multiple text selections

Discontiguous text selection
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Editing Text

Use the standard Macintosh Edit menu commands to cut, copy, paste, or clear selected text.

Cutting

Choose Cut (Command-X) from the Edit menu, or press the Cut button in the command bar, to remove your selection 
from the document and place it on the Macintoshʼs built-in Clipboard. The selection cut replaces the previous Clipboard 
contents.

Once on the Clipboard, you can paste the selection into another Mariner Write document or into another applicationʼs 
document.

To delete a selection without placing it on the Clipboard, choose Clear from the Edit menu or press the Delete key or 
Backspace key.

Clearing

To delete a selected range of text:

•! Press the Delete, Backspace, or Forward Delete key.

Note: The Forward Delete is available on extended style keyboards only. It is located below the Help key and to the left of the End 
key.

To delete the character to the left of the insertion point:

•! Press the Delete key

To delete the character to the right of the insertion point:

•! Press the Forward Delete key. The Forward Delete key is located below the help key on an extended keyboard.
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Copying

Choose Copy (Command-C) from the Edit menu, or press the Copy button in the command bar to place a copy of the se-
lection on the Macintoshʼs built-in Clipboard. The copied selection replaces the previous Clipboard contents.

When you use the Copy command, the document doesnʼt change. When you use the Cut command, the selection is re-
moved from the document.

Once on the Clipboard, you can paste the selection into another Mariner Write document or into another applicationʼs 
document.

Pasting

Choose Paste (Command-V) from the Edit menu, or press the Paste button in the command bar, to replace the current 
selection with a copy of the Clipboard contents, or to insert the contents of the Clipboard at the insertion point.

Pasting at the insertion point After paste

Pasting into a selection After paste

When you paste Mariner Write text into another Mariner Write document, the text maintains the same paragraph format-
ting and text style when it was cut or copied. Text formatting may be lost when Mariner Write is pasted into another appli-
cationʼs document.

Pasting Plain Text
When you copy or cut text, both the characters and character styles are placed on the Clipboard. 

To ignore all text styling and paste plain text only: 
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1 Choose Paste Special from the Edit menu.

2 Select the Plain Text radio button in the dialog that appears.

Pasting Text Attributes
When you copy or cut text, both the text characters and styles are copied to the Clipboard.

To paste only the attributes of the Clipboard text:

1 Select the text having the attributes you want to apply to another text selection. If a range of text is selected, only the 
attributes of the first character in the selection is pasted.

2 Choose Cut or Copy from the File menu, whichever is appropriate.

3 Select the text to which you want to apply the attributes. If no text is selected, the attributes are applied to text entered 
at the insertion point. 

4 Choose Paste Special from the Edit menu. Select the Attributes Only radio button.

Styled text selected
and copied

New text selection

Paste Special,
Apply Style option
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Drag and Drop

You can Drag and Drop text instead of cutting, copying, and pasting.

To activate Drag and Drop, select Drag and Drop in the Application Preferences dialog. To display the Application Prefer-
ences dialog, choose Options from the Preferences sub-menu. The Preferences sub-menu is located in the File menu.

To move text using Drag and Drop:

1 Select the text you want to move.

2 Position the cursor over the text selection.

3 Drag the text to the new location. As you drag, the text insertion point marks where the 
text will be inserted when you release the mouse. 

4 Release the mouse button.

To copy text using Drag and Drop, follow the same steps as above while holding down the 
Option key.

You can also Drag and Drop text between Mariner Write windows – even from an inactive to an active window.
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Desktop Drag & Drop
Want to easily insert a text file or graphic into a document? Just drag the icon into the document window from the Finder 
to insert the item at the insertion point.

To drag-insert a graphic as an object, hold the command key while you drag the graphic icon into the document window.

Undo

The Undo command reverses the last action that changed the document contents or formatting. 

Some of the actions you can undo include:

Typing Cutting and pasting

Changing text font, size, or style Changing paragraph alignment

Changing margins or tabs Changing columns

Find and replace Spell check

Examples of actions you canʼt undo include: 

Moving or arranging windows Showing invisible characters

Zooming Hiding the tool bar or ruler

Changing ruler units Saving, opening, or printing

To undo an action, choose Undo (Command-Z) from the Edit menu or click the Undo button in the tool bar.

You can change the number of actions you can undo, up to ten, by choosing Options from the Preferences sub-menu. The 
Preferences sub-menu is located in the File menu.
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If you find that you preferred how the document looked before you selected the Undo command, choose Redo 
(Command-Y) from the Edit menu or click the Redo button in the tool bar.

Make a word bold Undo Redo

Inserting Dates and Times

The Date/Time command lets you easily insert the current date or time, as editable text or as an updating field, in your 
document.

To insert the date or time:

1 Position the insertion point where you want to insert the date or time.

2 Select Date/Time from the Insert menu.

3 Select the Date or Time radio button and the format of the date or time from the pop-up menu.

4 Select either the Text or Updating Field radio button.

The Updating Field option inserts the date or time as a non-editable field. While the field appears as a string of text, it be-
haves as though it were a single character. Each time you open your document, the field updates to the current date or 
time. 

The Text option inserts the current date or time as editable text using the current style. Dates and times inserted as text 
donʼt update when the document is re-opened.

Note: some date formats may be duplicated, the bottom 3 examples in the pop-up menu follow the Date & Time control panel set-
tings. Mariner Write may offer a duplicate in an unchanging format above.
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Inserting Page Numbers

For simple repeating page numbers, see Document Options (page 61).

The Page Number command in the Insert menu pastes the current page number, or number of document pages, as a 
non-editable field. The field automatically updates if moved to a different page or if the number of pages change. Enter the 
page number field in a header or footer to display it on all pages.

Most often, Page Numbers are inserted into a header or footer so that they may automatically repeat on each page.

To insert a page number or total pages field:

1 Create a header or Footer for your document, select Format>Header/Footer... from the menu.

2 Choose Page Number from the Insert menu.

3 Choose page number, or total pages, in Arabic or Roman styles from the Format pop-up menu.

! Arabic (1, 2, 3,…9, 10,…)

! Lowercase Roman (i, ii, iii,…x, xi,…)

! UPPERCASE Roman (I, II, III,…X, XI,…)

! If your document contains a cover page, table of contents, or other pages preceding the main text, you may want 
your page number fields to begin with a different value.

To assign a custom page number:

1. Choose Page Setup from the File menu.

2. Enter an integer in the Starting Page Number field.

The custom page number starts with the first occurrence of a page number field.
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Inserting Symbols

Use the Symbol command to display all the keyboard characters of the current font. The Symbol command is located in 
the Insert menu.

• Select a character in the Insert Symbol dialog by clicking on it. The selection is displayed in large scale in the lower left 
corner of the dialog.

• Click the Insert button to input the selected character into the current document.

• Click on the Done button to exit the dialog.
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Headers and Footers

A header contains text or graphics you want to repeat at the 
top of each page, such as a document title. A footer con-
tains text or graphics you want to position at the bottom of 
each page, such as the page number, Date or Time. Some 
fields added can be static text or can update each time you 
open the document.

There are several types/options for headers. 

Main headers/footers will appear on all pages unless the 
Different First Page or Different Left/Right options are ap-
plied.

Left headers/footers appear on odd page numbers, right 
headers/footers appear on even page numbers.

Different First Page. Use this option to use a different 
header/footer on the first page or  to leave the first page 
blank (no header/footer).
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Creating a Header or Footer
To insert a header or footer:

1 Select Headers/Footers from the Format menu.

A dialog appears.

2 Choose the Header/Footer you wish to create or edit 
from the Dialog.

3 Click OK

A separate window, titled <document name>:Header or 
<document name>:Footer is displayed.
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4 Enter the header or footer text or graphic.

Initially, the header or footer is set up to hold one line of text. The size of the header and footer areas grow as you type or 
paste in text and graphics.

Note: Only inline graphics can be inserted or pasted into a header or footer. See the Working with Graphics section later in this chap-
ter for detailed information about object-and inline graphics.

5 Edit and format the header or footer text any way you please – the header and footer windows are just smaller ver-
sions of the document window.

Note: You can insert the current date or time or page number by choosing Insert Date/Time or Insert Page Number from the Format 
menu.

6 Close the header or footer window.

The header and footer text appear at the top or bottom of each document page.

Editing a Header or Footer
To change a header or footer, double-click the respective header or footer area or select Headers/Footers from the Format 
menu.. Changes are not visible until the header or footer window is closed.

Deleting a Header or Footer
To remove a header or footer, choose Delete Headers/Footers from the Format menu.
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Footnotes and Endnotes

Footnotes and endnotes are numbered references providing an easy way to cite information sources within your docu-
ment. 

Each footnote has two parts: the index and the content. The index, the actual footnote number, is inserted in the main 
body text. The text style of the index is the text style at the insertion point plus the Superior text style. The Superior text 
style raises the footnote index above the body text.

The content of the footnote is positioned at the bottom of the page and separated from the body text by a short horizontal 
line. Mariner Write will always try to position the footnote content on the same page as the index. As a result, pages may 
repaginate as you add information to the footnote.

Endnotes are positioned at the end of the document. Footnotes and endnotes are numbered separately, different number 
styles can be specified in the Document Options dialog.

To insert a footnote:

1 Position the cursor where you want to insert a footnote.

2 Select Insert Footnote from the Insert menu.

! A separate window, titled <document name>:Footnote, is displayed.
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3 Enter the footnote text or graphic.

! The default text style for footnotes is single-spaced, plain, 9-point Geneva text.

Note: Only character-based graphics can be inserted or pasted into a footnote. See the Working with Graphics section 
earlier in this chapter for detailed information about character-based and object-based graphics.

4 Edit and format the footnote text any way you please–the footnote window is a smaller version of the main document 
window.

5 Close the footnote window. 

Editing a Footnote or Endnote
To change a note, double-click the content or the reference number within the document text. The edit window appears. 
Changes are not visible until the edit window is closed.

Deleting a Footnote or Endnote
To remove the footnote content, but not the footnote index, open the footnote and delete the footnote text. To remove both 
the footnote content and the footnote index, delete the footnote index.
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Working with Graphics

You can embellish documents with graphics by importing or pasting graphics into a document.

Mariner Write can import PNG, PICT, EPS, JPEG, TIF, and GIF files as well as several other graphic formats.

To import a graphic:

•! Choose Insert File/Graphic from the Insert menu or, paste the graphic from the Clipboard.

Select a file in the open dialog, a second dialog prompts you to insert the graphic as inline or as a floating object.

Note: Only inline graphics can be pasted into header, footer, or footnote windows. As such, the Picture Paste dialog is ignored when 
importing graphics into those windows.

Inline Graphics

Inline graphics are inserted anchored within text.

The vertical distance between lines adjusts to accommodate an in-
line graphic just as it would a large sized character. 

To select an object graphic:

•! Drag over it as you would a text character.

•! Click it.

You can raise or lower a PICT graphic by selecting superscript or subscript from the Style menu.

If the character is wider than a page or column margin, the portion wider than the margin is hidden.

Graphic inserted as a character

The distance between text baselines changes to
accomodate in-line graphics.

Subscripted graphic
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Object Graphics

A graphic inserted as an object “floats” above the document text and cannot cover existing document text. Instead, docu-
ment text automatically “wraps” around the graphic.

You can drag an object outside the page margin, or across pages, to cre-
ate interesting text wrap effects.

Click an object-based graphic to select it. Selecting a PICT object dese-
lects document text. 
As a result, selecting a PICT object disables all text editing commands.

Scaling Graphics

To scale a graphic, select it so the selection handles are visible and either:

Double-click the graphic to display the graphic scale dialog.
-or-
Interactively scale the object by dragging one of the eight selection handles.

Showing/Hiding Graphics

To hide graphics placed into the document as an object, choose Show Graphic from the Show|Hide menu. This may im-
prove screen redraw speed if the graphic is large.

Graphics displayed Hidden graphics

Text wraps around PICT objects
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Modify

The Modify menu contains commands to 
quickly clean up text.

To modify text:

1 Highlight the text you want to change. If 
no text is highlighted, the commands are not available.

! For detailed information on selecting text, see Chapter: Entering Text and Editing

2 Choose the desired modify command from the Modify menu.

Form Paragraphs - Removes single return characters. Return characters runs are ignored.
For example:

Remove Returns - Removes all return characters.
Remove Linefeeds - Removes all linefeed characters.
Add Linefeeds - Adds a linefeed character after each return character.
Straight to Curly Quotes - Changes straight quote characters to curly quotes.
Curly to Straight Quotes - Changes curly quote characters to straight quotes.
Space Runs to Space -  Changes multiple space characters to a single space character.
Space Runs to Tab - Changes multiple space characters to a single tab character.
Spaces to Tab - Changes each space character to a tab character.
Tabs to Spaces - Changes each tab character to a space character.
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Change Case

The Change Case menu contains commands to change the case of document text. Unlike the uppercase, lowercase and 
small cap styles (see Chapter 4: Formatting), the actual document text is changed.

To modify text case:

1 Highlight the text you want to change. If no text is highlighted, the commands are not available.

! For detailed information on selecting text, see Chapter 3, Selecting and Entering.

2 Choose the desired modify command from the Change Case menu.

Sentence Case - Capitalizes the first letter at the beginning of a sentence.
Force Sentence Case - performs the lowercase command, then the Sentence Case command.
UPPERCASE - forces text to CAPITAL letters.
lowercase -  forces text to small or lowercase letters.
Title Case - Capitalizes the first letter of each word.
Force Title Case - performs the lowercase command, then the Title Case command.
Toggle Case - reverses each characters case, for example “Toggle Case” becomes “tOGGLE cASE”.
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Formatting Text

The Ruler

Use the ruler to:

• Position text

• Change paragraph margins

• Adjust tabs

To display the ruler, choose Show Ruler from the Show|Hide menu. To 
hide the ruler, choose Show Ruler a second time.

The rulerʼs default measurement unit is inches. To 
change the measurement unit, choose a new 
measurement unit from the Ruler Units sub-menu 
in the View menu.

The gray ruler areas mark the documentʼs left and 
right page margins.

Note: The area where you can type is controlled 
through the Margins command. For detailed information 
about changing margins, see the Page Margins section 
in Working with Documents.

In this chapter:

• Use the ruler to set margins, indents, 
and tabs

• Use the style ribbon and menus to 
change text font, size, and style

• Adjust alignment, line spacing, and 
kerning

• Use style sheets
• Create multiple columns
• Adjust orphan and widow values
• Use other related formatting features
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The Style Ribbon

Use the style ribbon to:

• Create tabs in conjunction with the ruler

• Set font, size, and style

• Set paragraph alignment

• Create and set style sheets.

• Create and modify Tables.

Each style ribbon feature is described in its respective section.

To display the style ribbon, choose Show Style Ribbon from the Show|Hide menu.

To hide the style ribbon, choose Show Style Ribbon a second time.
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Working with Margins

Three ruler controls, the left and right margin markers and the first-line indent marker, let you adjust the horizontal position 
of each paragraph.

Left Only-click and drag
here to move the left
indent without moving
the first indent

First Indent Marker

Left Indent Marker

As you type, text flows to the right. When the text reaches the right margin, it moves to the next line. This is called word 
wrap.

To change a paragraphʼs left or right margin, click anywhere in the paragraph to display the margins for that paragraph. 
Then drag the left or right margin to a new position.

As you drag the left margin its distance from the ruler zero mark is displayed in the tool bar.
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Indenting Paragraphs

Just above the left margin marker is the first-line indent marker. The first-line indent lets you create an indented or “hang-
ing” paragraph by offsetting the paragraphʼs first line to the right or left of the left 
margin.

Dragging the left margin marker moves the first-line marker by the same distance. As 
a result, the same indentation is maintained when you change the left margin. To 
move only the left margin marker, drag the Left Only marker. (See example in “Work-
ing with Margins”)

Each time you press the Return key, you create a new paragraph. The margins of the 
new paragraph are the same as the previous paragraph.

You can also change paragraph margins and first-line indent settings through the Para-
graph dialog.
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To change ruler margins through the Paragraph dialog:

1 Position the insertion point within the 
paragraph you want to change.

2 Choose Paragraph from the Format 
menu.

A dialog appears.

3 Enter values for Left, Right, and 
First-Line spacing in the Paragraph 
Spacing section of the Paragraph dia-
log.
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Space Before and After a Paragraph

Instead of pressing the Return key repeatedly to increase the 
space between paragraphs, use the Paragraph command to 
digitally control the vertical spacing between paragraphs.

To change paragraph spacing:

1 Position the cursor within the paragraph you want to 
change.

2 Choose Paragraph from the Format menu.

3 Enter values for Before Paragraph and After Paragraph spacing in the Paragraph Spacing section of the Paragraph 
dialog.

Changing Margins for Paragraphs

To see the margin settings for a single paragraph, simply click anywhere in the paragraph. You donʼt have to select the 
entire paragraph.

If your selection includes text from paragraphs having different margins, the ruler displays the margin markers and tabs for 
the top-most paragraph of the selection.

! • Changing a margin marker aligns the left or right sides of all the paragraphs in the selection.
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Tabs

A tab is a non-printing character thatʼs typed each time you press the Tab key. Pressing tab 
moves the insertion point to the next tab stop. 

Note: To see tabs and all other invisible characters, choose Show Invisible Characters from the 
Document window or press the Show Invisible Characters button in the tool bar.

There are four kinds of tabs: left, center, right, and decimal. 

When you move the insertion point to a left tab and type, text aligns on the left and flows to 
the right.

When you move the insertion point to a right tab and type, 
text aligns on the right and flows to the left.

When you move the insertion point to a center tab and 
type, the center of the text aligns with the tab and text 
flows to the left and right.

When you move the insertion point to a decimal tab and 
type, text flows to the left until you type a decimal, period, or soft hyphen. 
Then text flows to the right. Decimal tabs are particularly useful for aligning 
currency or other decimal numbers.

Text aligned to the left tabText aligned to the right tab
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Aligning Specific Characters

You can use the soft hyphen character or the decimal tab to align paragraphs on any character. Simply insert a soft hy-
phen after each character you want to align with the decimal tab.

Text aligned to the center tab Text aligned to the decimal tab

Each time you press the Return key to create a new paragraph, the tabs of the new paragraph are the same as the previ-
ous paragraph.

Creating Tabs

By default, left tab stops are set about every half inch but arenʼt displayed in the ruler. 
You can override the default tab stops by setting your own tabs.

When you set your own tabs, default tabs to the left of the tab you set are ignored. As a result, pressing the Tab key once 
moves the insertion point to your first custom tab. Pressing the Tab key again either moves the cursor to the next default 
tab or custom tab.

You can create your own tabs interactively or via the Tab dialog box.
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Creating Tabs by Dragging

To interactively create a custom tab, drag the tab from the style ribbon into 
the ruler area.

Note: To set tabs by dragging, both the ruler and style ribbon must be visible. To dis-
play the ruler and style ribbon, select Show Ruler and Show Style Ribbon from the 
Document window respectively.

Moving Tabs

To move a tab, simply drag it to the new position. 

Deleting Tabs

To remove a tab, drag the tab toward the document area until the cursor changes to a little trash can. Then release the 
mouse and the tab is deleted.
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Tabs Dialog

Instead of dragging a tab from the style ribbon into the ruler area, you can create, change, and remove tabs using the 
Tabs dialog. The Tabs dialog is useful when creating or changing a tab via the mouse is cumbersome, such as, adjusting 
the position of a tab thatʼs close to other tabs, remov-
ing a tab without having to scroll, or removing all tabs.

To create a new tab using the Tabs dialog:

1 Select the paragraph(s) for which you want to cre-
ate a tab stop.

2 Select Format>Tabs...

The Tabs dialog appears.

3 Click the New Tab radio button.

4 In the Position field, enter the ruler location where 
you want to insert the new tab.

5 Optionally, enter a tab leader character in the 
Leader field.
! A tab leader is a single character that repeats itself between the location where you typed a Tab and the tab itself.

6 Choose a tab alignment: right, left, center, or decimal.

7 Click the Insert button. The new tab is added to the list of current tab stops.

Create additional tabs by repeating steps 4 through 7

9 Press OK to insert the new tabs in your document. Press Cancel to return to the document without inserting new tabs.
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Changing Tabs

1 Place the insertion point within the paragraph(s) containing the tabs you want to edit.

2 Choose Tabs from the Format menu.

3 Click the Edit Tab radio button.

4 Select the tab you want to edit from the list of current tabs.

5 Enter a new position for the tab.

6 Change the tab alignment (right, left, center, or decimal) or enter a tab leader if desired.

7 Click the Change button. The tab is added to the list of current tabs.

8 Edit other tabs by repeating steps 4 through 7

9 Press OK to accept the any changes youʼve made. Press Cancel to return to the document without changing any tabs.
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Removing Tabs with the Tabs Dialog

1 Place the insertion point within the paragraph(s) containing the tabs you want to remove.

2 Choose Tabs from the Format menu.

3 Select the tab you want to edit from the list of current tabs

4 Click the Delete button to remove the tab from the tab list.

Note: To remove all tabs, press the Delete All button and skip to step 5

5 Repeat steps 3 and 4 to remove additional tabs from the list.

6 Press OK to remove the tabs from your document. Press Cancel to return to the document without removing any tabs.
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Copying and Pasting Rulers

Use the Copy Ruler and Paste Ruler commands to apply one paragraphʼs ruler settings (first-line indent, margins, and 
tabs) to another paragraph.

To copy a ruler setting:

1 Position the insertion point within the paragraph containing the attributes you want to 
copy.

2 Select Copy Ruler from the Format menu.

To paste a ruler setting:

1 Position the insertion point within the paragraph for which you want to apply the copied ruler setting.

2 Select Paste Ruler from the Format menu.
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Paragraph Alignment

The alignment controls let you align selected paragraphs with respect to the right and left margins.

Left alignment aligns the text with the left margin.

Right alignment aligns the text with the right margin.

Center alignment centers the text between the left and right margin.

Justified text is aligned to both the left and right margins. This is done by 
increasing the spacing between words. The last line of the paragraph is 
forced to the left.

Justified All text is aligned to both the left and right margins the same as 
Justified, including the last line.
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Changing Paragraph Alignment

You can change alignment via the keyboard, 
Paragraph dialog box, or style ribbon. Each re-
spective method follows.

By Keyboard
Select the paragraphs for which you want to 
change the alignment and:

• Type Command-Shift-L for left alignment
• Type Command-Shift-C for center alignment
• Type Command-Shift-R for right alignment
Paragraph Dialog Box Method
1 Select the paragraphs for which you want to 
change the alignment.

2 Choose Paragraph from the Format menu.

3 Choose Left, Right, Center, Justify or Justify All from the Alignment pop-up menu.

Style Ribbon Method
Select the paragraphs for which you want to change the alignment and select an alignment option 
from the Justification pop-up menu.

To display the style ribbon, select Show Style Ribbon from the Show|Hide menu.
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Line Spacing

Use the line spacing pop-up menu in the style ribbon to control the vertical line spacing of the se-
lected paragraphs.

Selecting “1” from the line spacing pop-up applies single line spacing to the selected paragraphs. 
Single line spacing is typically 120% of the font size.

Selecting “1.5” from the line spacing pop-up applies one and one-half times the spacing as single 
line spacing to the selected paragraphs.

Selecting “2” from the line spacing pop-up applies twice the spacing as single line spacing to the 
selected paragraphs.

To enter a custom line spacing, in points, choose Other from the pop-up menu. 
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Bullets

The Bullet paragraph style displays a decorative character on the first line of a paragraph. The style does not insert extra 
characters into the text of the document.

To apply the bullet style to the selected para-
graphs, click the Bullet button in the tool bar or 
use the Bullets command in the Format menu.

Bullet Dialog Details:

• Hanging Indent. Offsets the left para-
graph indent the amount of the bullet 
space.

• Bullet Space. - The amount of space 
before paragraph text begins.

Bullet Space in a “Hanging” indent

• Bullet Character. The character used with the bullet style. The default character is • (option * on the keyboard).

• Left, Center and Right radio controls specify the justification of the bullet character within the bullet space.

• Custom Font and Text Size. Mariner Write uses the text size and font of the first character of the paragraph 
when drawing the bullet character. Use the Custom Font and Text Size controls to modify.

102 of 161



Borders and Fill

Use the Border and Fill dialog to apply background 
color and patterns to paragraphs, and decorative 
frames (outlines) to graphics and paragraphs.

To apply the borders to selected paragraphs or 
graphics, use the Border and Fill command in the 
Format menu.

Border and Fill options:

• Paragraphs. Shading and borders are applied left 
and right to the paragraph indents. Space Outside 
settings inset the text horizontally and add extra 
space vertically.

• Graphics. Shading controls are dimmed, borders are applied around the outside of a graphic element (both floating ob-
jects and character graphics). Space outside settings will increase the overall size of a graphic element, but the actual 
graphic remains the same size.
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Fonts

The Font menu lists all typefaces currently installed in your 
Macintosh.

To change the font of selected text:

1 Highlight the text you want to change. If no text is high-
lighted, the new font is used for the next text you type from 
the insertion point.

2 Choose the desired font from the Font menu or from the 
font pop-up in the style ribbon. 

To display the style ribbon, select Show Style Ribbon from 
the Show|Hide menu.

Font menu options:

Show Font Panel - 
displays the Mac OS X 
Font Panel.

WYSIWYG Display - 
Shows the font list in 

each font-face.

Hierarchical Display - groups fonts families together

Only Roman Fonts - hides non-roman (English) fonts.
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Text Size

The Size menu lists commonly used text sizes. Sizes that are shown in outline such as  are currently installed in the sys-
tem and display more clearly than sizes not listed in outline form.

To change text size:

1 Highlight the text you want to change. If no text is highlighted, the new size is used for the next text you type from the 
insertion point.
! For detailed information on selecting text, see Chapter 3, Selecting and Entering.
2 Choose the size from the Size menu or from the size pop-up in the style ribbon. 

Tip: To increase or decrease the text size to the next listed size, choose Larger (Command-]) or Smaller (Command-[) from the Size 
menu. For example, selecting 14 point text and choosing the Larger menu command changes the text to 18 points.To enter a text 
size not listed in the Size menu:

1 Choose Other from the Size menu. 

The custom text size dialog appears.

2 Enter the text size, in points.

3 Click the OK button.
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Text Styles

Mariner Write offers powerful character 
styling options through the Style menu 
commands, the Character Style dialog 
and the style pop-up menu in the style 
ribbon.

To style text:

1 Highlight the text you want to 
change. If no text is highlighted, the new 
size is used for the next text you type 
from the insertion point.

For detailed information on selecting text, 
see Chapter 3, Selecting and Entering.

2 Choose the desired style from the 
Style menu, the size pop-up in the style 
ribbon or Character command in the Format menu.
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Text Style Shortcuts

The most common type styles have keyboard shortcuts:

! • Type Command-B for Bold

! • Type Command-I for Italic

! • Type Command-U for Underline

! • Type Command-T for Plain

Other Text Styles

In addition to the standard Bold, Italic, Underline, Outline, Shadow, and Strike Thru 
styles, Mariner Write offers a number of useful text styles not found in many word 
processors.

Use the Underline sub-menu to choose:

The Hidden Text style lets you easily add invisible notes or comments to a docu-
ment. To hide/show text styled with the Hidden text style, choose Show Hidden 
Text in the Show|Hide menu.

The Box style places a box around the selected text. The height of the box is 
determined by the tallest character in the selection.

Box style
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Changing Case

Use the UPPERCASE style in the Charac-
ter Style dialog to change selected text to 
capital letters.

Note: Applying the UPPERCASE style is not 
the same as typing with the Shift key pressed. 
For example, applying the UPPERCASE style 
to “234” does not change it to “@#$”.

Use the lowercase style in the Character 
Style dialog to change selected text from 
capital letters to small letters.

Use the small caps style in the Character 
Style dialog to capitalize lowercase char-
acters and reduce the appearance by ap-
proximately 30%, depending on the text 
size.
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Kerning

The Kerning style lets you control the horizontal distance between characters.

To kern text:

1 Select, or place the insertion cursor between, the characters you want to kern.

! For detailed information on selecting text, see Chapter 3, Entering and Editing Text.

2 Choose Character... from the Format menu.

3 Enter a value, in points, for the kerning.

A positive value increases the spacing be-
tween characters. A negative value de-
creases the spacing.

4 Click the Apply button to see your 
changes without dismissing the Character 
Style dialog box.

5 Repeat steps 2 and 4 as needed.

6 Click the OK button to accept your 
changes. Click the Cancel button to ignore 
your changes.
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Superscripts and Subscripts

Text formatted as superscript is raised above the text baseline. Subscripted text is 
lowered below the text baseline.

Use the Superscript or Subscript menu commands to quickly apply the style. The 
amount of offset applied is set in the Application Preferences. Selecting the command again increases the offset.

To apply a custom superscript or 
subscript amount:

1 Select the characters you want to 
superscript or subscript.

2 Choose Character... from the 
Format menu.

3 Click the Superscript or Subscript 
check box.

4 Enter a value, in points.

5 Click the Apply button to see 
your changes without dismissing the 
Character Style dialog box.

6 Repeat steps 3 through 5 as 
needed.

7 Click the OK button to accept your changes. Click the Cancel button to ignore your changes.

Subscript Superscript
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Superior and Inferior Text

Use the Superior and Inferior styles as an alternative to Superscript and Subscript.

Whereas Superscript raises the selection above the baseline by an amount you enter, Superior raises the text to the top of 
the font ascender and also reduces the text size by about 25%.

The Inferior style lowers the text below the baseline while reducing the 
point size. 

To make text superior or inferior:

1 Select the characters you want to stylize.

2 Choose Character... from the Format menu, and select the Superior or Inferior check 
box from the Character Style dialog.

SuperscriptSuperior

SubscriptInferior
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Columns

The columns feature lets you divide document pages into vertical sections. You can also add a vertical line between each 
column.

Text automatically flows from the bottom of one column to the next.

To add columns:

1 Choose Columns from the Format menu.

2 Enter the number of columns desired, up to ten.

3 To display a one-point, solid, vertical line between each column, 
select the Lines Between Columns check box.

4 To adjust the space between each column, enter a new value in the Space Between field.

Pages with Columns

Single Column Two Columns Three Columns
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Column Breaks

The column break character is a non-printing character that moves the insertion point, and any text that follows it, to the 
top of the next column.

To insert a column break character at the insertion point, choose Col-
umn Break from the Insert menu. 

To view the column break character, choose Show Invisible Characters 
from the Show|Hide menu.

If the insertion point is already in the rightmost column, choosing Col-
umn Break moves the insertion point to the top of the leftmost column 
on the next page.

Before Column Break After Column Break
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Page Breaks

The page break character is a non-printing character that moves the in-
sertion point, and any text that follows it, to the top of the next page.

To insert a page break character at the insertion point, choose Page 
Break from the Insert menu. 

To see the page break character, choose Show Invisible Characters from the Show|Hide menu.

Keep on Same Page

Choosing Keep on Same Page from the Format menu moves selected paragraphs to the next page if they donʼt fit com-
pletely on the current page.

If the selection is taller than a page, choosing Keep on Same Page has no effect.

To reverse the effect, choose the Keep on Same Page command a second time.
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Style Sheets

A style sheet is a collection of text attributes you can apply to selected 
paragraphs by choosing a single menu command.

For example, to change the font, size, and style of several paragraphs, 
you would ordinarily select each paragraph and make the appropriate se-
lections from the Font, Size, and Style menus.

Instead, you can create one style sheet containing the same formatting 
information and apply that style sheet to selected paragraphs.

Each style sheet can include the following information:

• Font
• Size
• Styles (bold, italic, underline, etc.)
• Line spacing
• Paragraph Alignment
• Text color
• Ruler margins (first-line indent, left margin, and right margin)
• Tabs

Once paragraphs are formatted with a style sheet, editing the style sheet automatically changes all text formatted with that 
style.

In this chapter:

• Display Preferences
• Edit Preferences
• Default Document preferences
• Ruler Preferences
• Language Preferences
• Files Preferences
• Spelling Preferences
• Keys Preferences
• Open Preferences
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Creating a Style Sheet

To create a new style sheet:

1 Select some text that has the style you want to use for the style sheet. 

Note: This step is optional. As detailed in step 3, you can also customize a style sheet 
using the Style Sheet dialog.

2 Choose New Paragraph Style... from the Style pop-up menu in the Ribbon.

A dialog appears.

3 Change any attribute by choosing new attributes from the menus, ruler, or 
style ribbon.

Or, select a style in the Base Style On: 
pop-up to see an existing style sheetʼs 
attributes. This makes it easy to create a 
new style sheet thatʼs only slightly differ-
ent than an existing style sheet.

4 Enter a name for the new style sheet.

Tip! Name the style sheet to indicate its us-
age; “Heading”, “Body”, or “Footer Style”.

5 Optionally, specify a command key 
shortcut so you can apply the style using 
the keyboard.

6 Click the OK button to accept your changes. Click the Cancel button to ignore your changes.
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Applying a Style Sheet
To apply a style sheet:

1 Select any text, or place the insertion point within, the paragraphs you want to style.

2 Choose the style sheet from the style sheet pop-up menu located at the bottom of the document window. The current 
style sheet is displayed in the style sheet pop-up menu.

Changing text formatting after youʼve applied a style sheet doesnʼt change the style sheet. To change the attributes repre-
sented by a style sheet, see the Editing a Style Sheet section that follows.

Editing a Style Sheet
To change the name or attributes assigned to a style sheet:

1 Choose Edit/Delete Style (Command-E) from the Style pop-up menu located at the bottom of the document window.

2 Choose the style you want to edit and press the Edit button.

3 Edit the style sheet by choosing new formatting attributes from the menus, ruler, or style ribbon. 

Deleting a Style Sheet
To delete a style sheet:

1 Choose Edit/Delete Style (Command-E) from the Style pop-up menu located at the bottom of the document window.

2 Choose the style you want to delete and press the Delete button.

Deleting a style sheet doesnʼt change the attributes assigned to those paragraphs when the style sheet was applied. 
However, once the style sheet is deleted, the style sheet assigned to the paragraphs is “No Style”.
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Importing Style Sheets
To use style sheets from another Mariner Write document in your current document:

1 Choose Import Styles from the Style pop-up menu located at the bottom of the document window.

2 Select a Mariner Write document from the Open dialog.

3 The styles are added to the current documentʼs style menu. 

Note: After youʼve imported styles from the source document, changing the styles in the source document doesnʼt change the styles 
in the current document.

Adding Style Sheets to the Default Document
Each time you create a new document, youʼre actually opening an untitled copy of a special default Mariner Write docu-
ment stored in the System Folder.

To add style sheets to the default document:

1 Create a new document by choosing New (Command-N) from the File menu.

2 Choose Import Styles from the Style pop-up menu located at the bottom of the document window.

3 Select the Mariner Write document from the Open dialog containing the styles you want to add to the default docu-
ment.

4 Choose Save as Default Document from the Preferences sub-menu in the File menu.
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Document Options

Document Options are preferences that only apply to the current docu-
ment rather than the application as a whole. Any settings you make here 
are saved into the document and therefore are restored whenever the 
document is opened.

In this chapter:

• Display
• Lines (text lines)
• Line Numbers
• Page Frames
• Notes (Footnotes & Endnotes)
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Display:

Show Hidden Text

Hidden Text is a character style.found in the 
character styles dialog. this setting allows it to 
be displayed.

Vertical Text

Vertical text is used in Japanese, Chinese 
and Korean.languages. Text runs top to bot-
tom, right to left.

Background Color

The default is a white background. Choose a 
background color in the Color pop-up menu, 
or choose Other for a custom color.

Page Number

To add page numbers to the bottom of the page, select a page number format in the pop up menu.

Starting Page Number

Determines the first page number displayed.

Fractional Character Widths

Some fonts contain information for the placement of characters next to each other. Usually this results in closer spacing 
between characters, allowing more characters on a line. Not applicable when Text Smoothing is used.

Text Smoothing

Uses the Quartz imaging model to display anti-aliased text.
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Lines:

Widow / Orphan - Paragraphs often become straddled across 
pages. A Widow is the last line of a paragraph displayed by 
itself at the top of a page.

Setting the documentʼs Widow / Orphan preference moves an 
additional line to the top of the next page. To set the Widow / Or-
phan preference for a document, choose Document Options from 
the Format menu, and click on the Widow / Orphan control to 
check it.

Note: A paragraph containing a single line will not be moved. An Or-
phan is the first line of a paragraph displayed by itself at the bottom of a 
page.

Setting the documentʼs Widow / Orphan preference moves the 
paragraph to the top of the next page. 

Note: A paragraph containing a single line will not be 
moved.
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Characters Per Line

Allows you to specify how many characters are allowed on a line of text.

To set the maximum number of characters displayed on each line:

1 Choose Document Options from the Format menu.

2 Select the Characters per Line check box.

3 Enter the maximum number of characters per line.

Characters Per Line OFF

Characters Per Line set to 25

Note: this feature is normally used with double byte languages, Ro-
man words may be broken into 2 lines.
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Line Numbers

Line numbering options include:

Restart Count at Top of Page. Restart the line number count on each new page.

Start Display at Line. The first line to be numbered.

Display Increment. The number of lines before the next line number display.

Starting Line Number. The line number that begins the count.

Count Increment. The increment of the count.

Example 1: Number every odd line of text.

Enter these values into the dialog, Start Display at Line: 1, Display Increment: 2, Starting Line 
Number: 1, Count Increment: 2.

Example 2: Number every even line of text.

Enter these values into the dialog, Start Display at Line: 2, Display Increment: 2, Starting Line 
Number: 2, Count Increment: 2.
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Page Frames

Use the Page Frame Options to apply a decorative bor-
der around a page. The frame will enclose the entire 
page, including headers and footers.

Note: Show Page Guides display option will be disabled if 
Page Frames are applied.
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Notes

The settings in the Notes Tab determine the look 
and style of Footnotes and Endnotes. 

Footnote Marker

Format
Choose from 5 different styles for your footnotes. 
Numerals, Roman uppercase numerals, Roman 
lowercase numerals, Alphabetical uppercase, or 
alphabetical lowercase.

Separator
Choose from None, 1” Line, or Line Across Page.

Endnote Marker

Format
Choose from 5 different styles for your endnotes. Numerals, Roman uppercase numerals, Roman lowercase numerals, 
Alphabetical uppercase, or alphabetical lowercase.

Separator
Choose from None, 1” Line, or Line Across Page.

Click OK when you are finished.
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Tables

Tables allow you to organize text into neat columns and rows. Tables can 
be used for Page layout-like effects and can also be used to display tabu-
lar data.

Create a Table

1 Choose New Table from the Table sub-menu in the Format menu, or use 
the pop-up control in the style ribbon.

2 Enter the appropriate number of rows and columns in the In-
sert Table dialog.

3 Mariner Write calculates the width of the columns to fit 
evenly across the document, disable the Auto Fit control and en-
ter a different column width if needed.

4 Click OK to insert the table.

In this chapter:

• Create Tables
• Size, Delete and Clear Table Cells
• Add Borders
• Add Patterns
• Add Colors
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Convert Text into a 
Table:

1 Select the document text to be 
placed into a table.

2 Choose Text To Table from the Ta-
ble menu.

3 Select the conversion character  
from the Convert Using radio buttons, 
the conversion character is used to 
separate the text into different cells.

4 Enter the number of columns needed in the table. Mariner Write will calculate and display how many rows will be cre-
ated in the Number of Rows field.

Note: this value will change when different conversion characters are specified.

5 Mariner Write calculates the width of the columns to fit evenly across the document, disable the Auto Fit control and 
enter a different column width if needed.

6 Click OK to convert into a table.
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Merging Cells of a Table

Use the Merge Cells menu command to combine several cells into a single cell.

! before merging cells

! after merging cells

Cells may be merged with other cells to the left or right on the same horizontal row. Cells may not be merged vertically.

Splitting Cells of a Table

Use the Split Cells menu command to divide table cells into multiple cells.

! before splitting cells

! after splitting cells
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Splitting a Table

Use the Split Table menu command to split a table into 2 smaller tables, or  to add a paragraph before a table that begins 
a document.

• The table is divided at the row boundary above the selection.

before splitting the table ! after splitting the table
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Deleting a Table

Use the Delete menu command to remove columns or rows from a 
table.

• Delete Selected Columns.

!  to !

• Delete Selected Rows.

!  to !
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Clearing Data from a Table

To remove data from a tableʼs cells while keeping the table struc-
ture intact.

1 From the menu select Format>Table>Clear...
A dialog appears.
2 Choose an option:
Clear - Selected Cells.

→
• Clear - Shift Cells Left.

→
• Clear - Shift Cells Up.

→
3 Click OK to clear the cells.
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Inserting a Table

To insert rows or columns into your table:

1 From the menu, select Format>Table>Insert...

A dialog appears.

2 Choose columns or rows and specify the number to add.

When inserting a row, the new row is added above the selection.

 →
When inserting a column, the new column is added before (to the left) the selection.

→
Note: to add a new row to the bottom of a table, select the last cell and use the tab key. See Table navigation for more information.

3 Click OK to add the rows or columns.
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Table Format

Use the Format Cells menu command to modify bor-
ders, cell dimensions, color and shading.

The Cell Layout dialog uses a tabbed interface, se-
lect different format options by clicking on the tab ti-
tles listed across the top of the dialog.

Size

Column Width - width of the selected table 
cells.

Space Between - horizontal margin of the se-
lected cells.

Row Height Options:

Auto Fit - the text and graphics contents of 
the cell determine the height.

At Least - when the contents (text and graphics) exceed the specified height the cell will expand vertically.

Exactly - the cell height is exactly the specified amount, contents (text and graphics) will be clipped (not displayed) 
if they exceed the cell height.

133 of 161



Borders

Borders make your table stand out.

1 Select the border type

2 Select a border color to apply.

3 Uncheck “Set All”  to apply different borders to each 
side.

Outline - applies a different grid around the se-
lected table cells.

Left - Controls the lower line of the border.

Top - Controls the lower line of the border.

Right - Controls the lower line of the border.

Bottom - Controls the lower line of the border.

4 Click Apply to see the border in action.

5 Click OK when you are finished.
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Shading Panel

Select the pattern, foreground and background colors 
to apply. 

To add shading, click the Custom Fill control 

Shading makes your table contents stand out.

1 Select the foreground color.

2 Select the background color.

3 Select a Pattern.

4 Click Apply to see the border in action.

5 Click OK when you are finished.
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Resizing a Table

To resize a table column:

1 Move the cursor over the cell edge or the cell edge marker in the ruler.

The cursor changes to a double headed arrow 

2 Click, and drag.

• To resize a singe cell width, select the cell and resize.

• To resize a table row, move the cursor over the cell bottom. The cursor changes to a double-headed arrow. Click, and 
drag.

Navigation Within a Table

1 Press the tab key to move forward cell to cell.

Note: to enter a tab character in a table cell press option + tab.

2 Press shift + tab key to move backward cell to cell.

When in the last cell of a table, press the tab key to create a new row and move the caret to the first cell of the new row.

!

Cell Edge Marker
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Customizing Menus

Custom Key Commands

You can assign custom keyboard shortcuts to any menu item except items 
in the Font menu. Every key command MUST include the Command key 
as one of the keystrokes.

Option, Control and Shift key modifiers are supported.

In this chapter:

• Assign a keyboard shortcut to a 
menu item.

• Use contextual menus
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Adding a Keyboard Shortcut

1 Choose Preferences from the Write menu.

2 Click on the Keys tab to display the correct 
pane, and choose “Document Scale” from the 
menu pop-up.

3 Select “100% Actual Size” from the list of 
Document Scale commands.

4 Double click the selection to display a dialog 
where you can type a custom key.

5 For this example type Command - Shift - A, 
then click OK.

6 The new command is listed in the dialog.

7 Click OK to exit the dialog.

The new keyboard shortcut is now available in the Document Scale 
menu.
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Contextual menus

In the ruler area, a hidden menu contains commands to change several preference 
items without using the application preferences.

HInt: Keyboard shortcuts can be assigned to these menu items, choose “Commands” in Cus-
tom Key dialog pop-up menu.

Contextual Menu Items

Mariner Write uses contextual menus in the document window. To activate 
them:

1 Right-click or click and hold the control key down.

The contextual menu appears.

2 Click, and choose the appropriate command.
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Proofing Your Documents

Finding and Replacing Text

Use the Find command to search for, and optionally replace, text in your 
document. To use the Find window:

1 Activate the document where you want to find, and optionally replace, 
text.

2 Choose Find/Replace from the Edit menu (Command-F) or press the Find button in the tool bar.

3 Enter or paste the text you want to find into the 
Find field.

Because the Tab and Return keys are also used to 
operate the Find dialog, you canʼt type a Tab or Re-
turn character in the Find or Replace fields. Instead, 
choose the Tab, Return, or Page Break characters 
from the Special pop-up menu or:

To search for text with a specific font or style, choose 
Style... from the pop-up below the Find field., or click 
on the find format box. Select the formats you want 
from the Character Style dialog, and click OK. The 
active search formats appear below the Find text.

4 Select the appropriate search options.

In this chapter:

• Find and replace text, font, and size
• Check your spelling
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• To search for an entire word only, select the Entire Word control. For example, 
searching for “and” with Entire Word selected would find the “and” in “Jobs 
and Wozniak” but not the “and” in “candy”.

• To find where the text occurs, regardless of case, select the Ignore Case 
checkbox control. The small caps text style does not affect the Ignore Case 
feature.

• To search all the text in the current document, (including headers/footers and 
footnotes) select “All” in the Search pop-up menu. To ignore headers/footers 
and footnote text, select “Main Text Only” in the Search pop-up menu.

5 If you want to replace found text with new text, enter or paste text into the Replace field.

To change the style or font of the found text, choose Style... from the pop-up below the Replace field., or click on the re-
place format box. Select the formats you want from the Character Style dialog, and click OK. The active replace formats 
appear below the Replace text.

Tip!! To delete found text, leave the Replace With field blank. 

6 Click Next or the Return or Enter keys, to begin searching at the insertion point.

If the text is found, itʼs displayed and selected.

Click the Find button again to find the next occurrence.

If the text is found, press Replace to replace the selection with the text in the Replace field.

Use Replace & Find as a shortcut to successively clicking the Replace, then the Find, buttons.

Click Replace All to replace every occurrence of the “find” text with the “Replace” text.

NOTE: Replace All works within the text selection, if no text is selected the entire document is searched.
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Find Again

After you close the Find dialog, you can continue to search for the last text entered in the Find dialog by choosing Find 
Again from the Edit menu (Command-G) or pressing the Find Again button in the tool bar. The Find Again command uses 
the current Find dialog settings.

Find Selection

As an alternative to using the Find dialog, 
choose Find Selection (Command-H) from the 
Edit menu, or press the Find Selection button in 
the tool bar, to find the next occurrence of se-
lected text.

Find Selection works with text selections up to 255 characters long and uses the current Find dialog settings, but will only 
search the main document text.

Selected text After Find Selection
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Find and Replace Formatting

Instead of finding, and 
optionally replacing, 
text, use the Find 
Format feature to find 
and optionally a re-
place font and size 
format. You could, for 
example, change all 
13-point Geneva text 
to 12-point Palatino 
text.

To find, and optionally 
replace formatting 
only:

1 Click the  check 
box on. The Find/
Replace text fields will be hidden from view.

2 Choose Style... from the find pop-up, or click on the find format box. Select the formats you want from the Character 
Style dialog, and click OK.

You may optionally specify a replace format, Choose Style... from the replace pop-up, or click on the replace format box. 
Select the formats you want from the Character Style dialog, and click OK.

3 Select the appropriate search options. To search all the text in the current document, (including headers/footers and 
footnotes) select “All” in the Search pop-up menu. To ignore headers/footers and footnote text, select “Main Text Only” in 
the Search pop-up menu.
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4 Press one of the following buttons:

• Press Next  or the Return or Enter keys, to begin searching at the insertion point.

If the format is found, itʼs displayed and selected. Clicking the Find button again finds the next occurrence.

• If the format is found, press  to replace it with the format specified in the Replace Format box.

• Use  as a shortcut to successively clicking the Replace, then the Find, buttons.

• Use  to replace all occurrences of the format specified in the Find Format box with the format speci-
fied in the Replace Format box..

NOTE: Replace All works within the text selection, if no text is selected the entire document is searched.
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Spell Checking

To begin spell checking at the text 
insertion point:

1 Choose Edit>Spelling>Check 
Spelling (Command-L) or press the 
Spell Check button in the toolbar.

A dialog appears.

2 Click the Change button to accept 
the suggested word.

Note: If a word is spelled correctly, but you donʼt want to add it to the user dictionary click Ignore The spell checker will ignore all 
other occurrences of that word in the current session.
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Spell Checking a Single Word

The easiest way to spell check a single word, is to right-click the word and choose a 
suggested word from the pop-up menu.

Spell Checking Hidden Words

The spell check feature will check visible text only. To display hidden text, choose 
Show Hidden Text command from the Show|Hide menu.

Learning New Words

Not all correctly spelled words, such as some Proper nouns, are stored in the diction-
ary. The dictionary is used across all of Mac OS X ,words you “learn” here retain that 
status across all applications.

Click the Learn button to add the word to the system dictionary.

Learned words are stored in the file here:

~/Library/Spelling/en

Note: example is for English dictionary., each language is named for itʼs ISO equivalent.
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Looking up Words in the dictionary

To lookup a word, right-click on the word and choose “Lookup in Dictionary” from the 
pop-up menu or from the spell checking dialog, click the Define button.

The system dictionary opens.
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Thesaurus

Use the Thesaurus command to look up synonyms and antonyms in the onscreen thesaurus. If a word is selected in your 
document, it will be looked up when the Thesaurus dialog opens. Selecting a word in the Synonym list enters it into the 
“Word” edit field. Double clicking on a word in the Synonym list enters activates the Replace/Insert button.
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Tool Bar

The tool bar is an easy way to access commonly used commands.

• The tool bar may be positioned anywhere on screen.

• The tool bar may be oriented horizontally or vertically, see Chapter 2: 
Preferences for details.

• Create sets of buttons for different editing tasks.

Toolbars

A Toolbar appears above each document window. The toolbar contains icons for commonly used actions.

Here is the default toolbar:

In this chapter:

• Toolbars
• Customizing the Toolbar
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Customizing the Toolbar

To customize the toolbar:

1 Choose Customize Toolbar from the View menu or right-click well over the 
toolbar.

The toolbar sheet is displayed.

2 Command-click and drag the button to the desired location.

or

From the Customize Toolbar sheet, click and drag the button to the new location, the tool bar display is updated immedi-
ately allowing you to see the change.
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Mail Merge

Mariner Write's Merge feature lets you merge the data from one document 
(for example: a list of names, and addresses) with another (a form letter) 
and save or print the results.

You must create at least two documents to use the Merge feature.

• A data document (the list of names and addresses in a tab delimited 
text file format).

• A document template (usually a letter)

With these documents created, use the Merge command in the File menu to combine the information from the data 
document with the merge template. The result is a separate document addressed to each person in the data list.

Note: You must use a tab delimited text file for the data document fro the merge to work.

In this chapter:

• Create a data document
• Create template document
• Create a merge field
• Merge the documents
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Data Documents

A data document is a text file containing information arranged in a special format. Mariner Write can then retrieve individ-
ual items to include in the template document.

The first line of the data document is the names record. It gives names to all the pieces in the document. These pieces of 
information are divided into categories (called fields) and the items in the names record are the names for each of these 
categories. "LastName" and "Address" are examples of field names. Field names are separated by tabs, and the name 
record ends with a return character.
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The remainder of the data document contains lines of data called data records. The information in each data record is di-
vided into the categories just as in the names record. The items are also separated by tabs, and each data record ends 
with a return character.

Note: The structure of the data document is very important. If you have a field named "City", for example, and it is the forth item in the 
names record, the city must be the fourth item in every data record - because Mariner Write will always insert the fourth item when 
"City" is requested in the template document.

Hint: Since commas can be used to separate fields, if you have data in a field that requires a comma, surround the entire field in flat 
quotation marks. To enter flat quotations using Mariner Write you may need to disable the smart quote feature or enter them using 
the Symbol dialog.
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Merge Document

The merge document is a template, it is the document you want to print again and again-each time including different 
pieces of similar information from the data document.

To create a merge document:

• Specify the name and location of the data 
document.

• Include the data fields to be merged, using 
the Insert Merge Field command in the In-
sert menu.

Note: the Merge template must be saved to disk 
before you can insert Merge Fields or youʼll get an 
error, prompting you to save the file.

• Type the rest of the form letter as you would any other form letter in Mariner Write.
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See the next section on Merge Fields for details about entering data fields and specifying the location of the data 
document.

To toggle the display between Merge formulas or a plain label in 
the template document, use the Show Merge Formulas prefer-

ence.

To visually distinguish between Merge Fields and document text, 
you can choose to frame them with a gray rectangle. Use the 
Frame Text Fields in the Display preference tab.

155 of 161



Merge Fields

The Insert Merge Field command allows you to enter merge data and commands into your document. Merge fields tell 
which information is to be merged with your document, and where it should be placed. See About Merge for more informa-
tion on creating merge documents.

1 To create a merge field, choose Merge Field from the Insert menu.

Note: The location of the Data document is stored relative to the Template, so the file must be saved to continue.

2 To specify a Data document, click on the Data File button and select a file. Once the Data document is known to Write, 
the elements in the Names Records appear in the Merge Fields pop up menu.

3 Enter a simple Data field entry 
into a Template document by select-
ing a Merge Field from the popup 
menu and click OK.

4 Enter a conditional merge or 
command by selecting a function 
from the Functions popup. 

See Merge functions for more informa-
tion.
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Conditional Merge Fields

If you insert conditional statements in your template document, you will be able to selectively merge desired information.

To create a conditional merge, enter a formula in the Merge Field to evaluate data and make decisions using Boolean 
logic.

See the next 2 sections for details about entering a conditional formula.

Merge Formulas

Formulas perform calculations and comparisons on numbers, text and data, the result of the formula is then merged into 
the Template document.

Within a formula you can combine:

• Numbers - entered directly into formula such as 1 or 10.5

• Text - entered directly into formula such "Apple", text must be enclosed within double quotes.

• Operators - numerical operators such as plus (+) or multiply (*), text joining (&)

• Functions - such as IF or AND

• Commands - such as ADVANCE or OMIT

To enter a formula, open the Merge Field dialog, type an equals sign "=" and enter a formula.
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Merge Functions And Commands

Write's functions evaluate data and issue instructions within Merge formulas. To enter a function or 
command, choose a command from the Functions popup menu or type it manually.

ADVANCE - a command to advance to the next Data Record, this would be used if you need want 
multiple Data records in a Template document (label templates for example).

Example: =ADVANCE()

AND - a function that returns 1 (true), if all of the logical conditions are true, if not it returns 0 
(false). Normally used in conjunction with the IF Function to evaluate multiple conditions.

Format: =AND(condition 1, condition 2, 
...)

! Example Data:

=AND(First="James", Last="Paar") equals 1

Explanation - field First equals James and field Last equals Paar, all conditions are true and the function returns 1 
(true)

=AND(First="Bill", Last="Paar") equals 0

explanation - field First does not equal Bill and field Last equals Paar, all conditions are not true, the function re-
turns 0

=IF(AND(First="Bill", Last="Paar"),"",OMIT())

explanation - the IF function uses the AND result to determine if this Data record will be included in the merge. The 
AND function (our second example) returns 0 (false), the IF function returns the false value which omits this record 
from the merge.
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ERROR - a function command that stops the merge process immediately.

Format: =ERROR()

See the OR example below.

FILE - a function command that inserts an external file into the Template document.

Format: =FILE("relative path to the file to insert in quotes")

Example: =FILE("myFile")

IF - a function that returns one value if the condition is true, and another value if the condition is false.

Format: =IF(value, true_value, false_value)

Example Data

=IF(First="James", "Jim",First)

explanation - field First equals James, conditions is true and the function returns "Jim" (true condition)

=IF(First="William", "Bill",First)

Explanation - field First does not equals William, condition is false and the function returns the vales in First, 
"James" (false condition)

OMIT - a function command to omit or ignore the Data record from the merge output.

Format: =OMIT()

See the AND example above.

OR - a function that returns 1 (true), if any of the logical conditions are true, if not it returns 0 (false). Normally used in con-
junction with the IF Function to test multiple conditions.
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Format: =OR(condition 1, condition 2, ...)

Example Data:

=OR(First="James", Last="Paar") equals 1

Explanation - field First equals James and field Last equals Paar, all conditions are true, the function returns 
1 (true)

=OR(First="Bill", Last="Paar") equals 1

Explanation - field First does not equal Bill and field Last equals Paar, one condition is true and the function 
returns 1 (true)

=OR(First="Bill", Last="Jones") equals 0

Explanation - field First does not equal Bill and field Last does not equal Jones, all conditions are false and 
the function returns 0 (false)

=OR(First="", Last="")

Explanation - field First does not equal "" and field Last does not equal "", all conditions are false and the 
function returns 0 (false)

=IF(OR(First="", Last=""),ERROR(),"")

Explanation - the IF function uses the OR result to determine if this Data record has valid names.

The OR function returns 0 (false), the IF function evaluates and returns the false value which does nothing 
("" is an empty placeholder).

If your data did not have a First or Last name, the IF function would return the ERROR function and stop the merge.
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Merging Documents

To perform a merge:

1 From the menu, select File>Merge.

The Merge dialog appears.

2 Enter the range of data records to merge (if 
needed). 

HInt: You can perform a merge test by specifying 1 
record, from 1 to 1.

3 Select a data file to use for the merge by 
clicking on the “Data...” button, then navi-
gate to the data fileʼs directory and select 
the data file.

4 Click on the New Doc button or Print button to begin the merge.

Send Merged Documents to options:

New Doc: Results are placed in a single document, a page break separates data records.

Printer: Results are sent to the printer for each data record.

Cancel: Discards any changes youʼve made in this dialog.
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