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Infroducing Calendar

Calendar helps you keep track of appoint-

ments, meetings, and cvents. Note these fea-

turcs:

o Each user has a personal calendar, and can
create additional calendars as needed.

* You can schedule events for yourself and
withother users.

+ You can search for common froe time for a
group of people, and schedule a meeting.

+ You can add “To 0" items, which are
events without spedfic times.

o You can schedule repeating events thata-
pear automatically on your calendar.

* You can craate calendars to schedule roons
and cquipment.

o You can view or printdaily, weekly, or
monthly calendars.

SR

Starting Calendar

You can start Calendar from the desktop or
from another application.

From the desklop

1. Fromthe Portfoliodcsktop menu, select
Application

2. From the applications list, select Calendar.

From another appfication
1. Use (ShifY (19) to display a list of applica-
tions.

2. Select Calendar.

The opening screen of Calendar shows the
Calendar menu and the current day'’s events.

When you are through with Calendar, press
(F2) to'exit Calendar. If you use (Shift) 5‘1)
and sclect another application Instead, Calen-
daris left running in the background.

Cclorndar 31
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Introducing SCO Porifolio

SCO Portfolio is an easy-to-use control center
that puts the power of full-featured business
software at your fingertips. With it, you can:

e organize your schedule and arrange meet-
ings without picking up your telephone,

e communicate quickly and effectively with
your co-workers,

o run several programs at once, and flip
among them with a single keystroke,

¢ exchange data between applications, and
e add any applications you want to run.

It’s easy to use

Portfolio is simple to operate:
e You select commands from a menu.

o You select items such as filenames from a
point-and-pick list.

¢ You can edit anything you type with editing
keys.

¢ You provide information and select options
in an application by filling in a screen form
that prompts you for data.

¢ You can call up helpful functions with the
function keys.

e You can switch applications with hot keys.
¢ You can usually cancel what you are doing
by pressing the (Esc) key.

These features are detailed starting on page 5.

Introducing SCO Portfolio 2

The Porifolio package

TheSCO Portfolio package includes the fol-

lowing:

o Desktop—the control center that lets you
start up the following desktop accessories,
other programs, and utility programs that
perform specific tasks.

e Mail—lets you send electronic messages
and files to other people on your system.

e Calendar—lets you schedule your appoint-
ments and arrange meeting times with
other people on your system.

e Directory—lets you keep track of names for
sending mail or scheduling meetings.

e Intercom—lets you exchange typed mes-
sages in real time with another personon
the system.

e Calculator—lets you perform addition, sub-
traction, multiplication, division, and per-
centages.
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SCO Portfolio Suite™

SCO Portfolio Suite is a family of applications
that provide a total environment for doing
your work with a computer. Portfolio Suite
consists of SCO Portfolio and a selection of
SCO™ applications, including a word proces-
sor, spreadsheet, and database. You can in-
stall as many Portfolio Suite applications as
you need. Thus, you have all the advantages
of an integrated system, but you can choose
whichapplications you want to buy.

Although Portfolio can run any application,

those in Portfolio Suite have these advantages:

¢ You have consistent-looking menus,
screens, and online help.

® You are using consistent keystroke com-
mands.

e You can copy and paste data from one ap-
plication to another, using the intelligent
clipboard.

-

SCO
Porifolio
Suite
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SCO Lyrix
word processor

5CO Professlonal
spreadshest

Z

C O Integra
database

Other

applications
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Diractory Utilities
Operating
System
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Menu line
Description line

Applications window

Porifolio Desktop Screen

-

TR alal File Print Utility Options Quit
l» Select an application.

besicoph

26 27 28

Cantextindicator

Event window

/u/robert Friday February 10, 1989 10:42
Mail Electronic Mail 8:00- 9:00 Performance review
Calendar Event Scheduler 9:00- 9:30 Staff meeting hi
Directory Name/Address List *12:00- 1:00 Lunch at Ristorante
Calculator Math: + \- * / % 3:30- 4:45 Interface design mtg
Intercom Contact Another User
Lyrix Word Processor February
Professional Spreadsheet S MTu WTh F S
Integra SQL Database 1 2 3 4

s 6 7 8 o +
12 13 14 15 16 17 18
19 20 21 22 23 24 25

=/

Calendar window
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Starting Portfolio

Before starting Portfolio, you must first log
into your system. See your system ad-
ministrator for help with logging in.

For most users, Portfolio starts automatically
after you log in. If not, you have to start it
manually.

To start Portfolio manually:

1. Be sure you have the system prompt dis-
played.

2. Type op (for Office Portfolio) and press
(Return).

Selecting from a menu

Menus appear at the top of the screen. (See

the Portfolio Desktop Screen on page 4.)

¢ A menu lists the options that are currently
available to you.

e Thedescription line explains the high-
lighted option.

o The (Right Arrow) and (Left Arrow) keys
move the highlight. Press the (Return) key
to select that option.

o Shortcut: Type the first letter of an option
to select it immediately.

e A menu option can lead to another menu.
The context indicator tells you what menu
you are on.

o The (Esc) key lets you exit a menu without
making a selection.

Basic concepts
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Selecting from a
point-and-pick list
While using Portfolio, you often have to select

from a list of options, called a point-and-pick
list. For example:

HigII1Iighled item

¥

. Calendar - Event Scheduler

_IJSt ~H Directory - Name/Address List

items Calculator - Math: + - * / %
Intercom - Contact another user

To make a selection from a point-and-pick list:

e Use the (Up Arrow) and (Down Arrow)
keys to move the highlight.

e Press (Return) to select the highlighted item.
e To exit without selecting, press (Esc).

Select more than one item

In some lists, you can select more than one
item.

1. Move the highlight to the first item you
want and press (Space).

2. Repeat for as many items as you need.
3. Unmark an item by pressing (Space) again.
4. Press (Return) to select marked items.

If you press (Space) even once, (Return) no
longer selects the item the highlight is current-
ly on; it only selects the marked items.

Basic concepts

Search the list

To search for a string of characters in a point-
and-pick list:

1. Press (F5) while in the list.

2. Type a string of characters to search for,
then press (Return).

3. To search forward for the next instance of
those characters, type a semicolon. To
search backward, type a colon.

6
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Using a screen form

A screen form typically has several lines, each
of which lets you select an option or fillin a
field (a space for typing information). Here is
ascreen form used in Mail:

Highlighted option
|

+
Include: File

Message number: [1 ]
Indent message? [Yes] No
Name: [ \ ]

AN Selected
option

/'
Fietd

o Use the (Return) key to move down, or the
(Up Arrow) and (Down Arrow) keys to
move in either direction.

o The description line at the top of the screen
explains each line as you move down.

o If a line has options, the default option is
marked. Use the (Right Arrow) and (Left
Arrow) keys to change the selection. The
(Space) bar also changes the selection. Then
press (Return).

If a line has a field, type the information re-
quested and press (Return).

e Some fields let you pick from a list of
choices.Press (F3) for a point-and-pick list.
If a field already has text and you begin
typing, the old text disappears.

o Edit existing text by moving the cursor
right one character to prevent the old text
from disappearing. New characters that
you type are inserted at the cursor position.
See the inside back cover for more choices.
Execute the screen form by pressing
(Return) when on the last line. If you are
not on the last line, (Ctrl)x also executes the
form.

o If you need to cancel the form, press (Esc).

(L T T T

Using your keyboard

Certain keys on your keyboard provide spe-
cial functions to help you use Portfolio.

o The arrow keys, also called the cursor keys,
move the cursor as needed.

o In addition, a complete set of editing func-
tions is available through the Control key,
(Ctrl). To use the (Ctrl) key, hold it down
while you press a letter key, then release
both keys.

e Your keyboard may have special keys such
as (PgUp), (PgDn), (Home), (End), (Ins),
and (Del). These duplicate some of the
(Ctrl) keys and may be more convenient to
use.

o The function keys provide easy access to
special functions. See the next two sections
for more information.

The special keys are listed on the inside back
cover.

Basic concepts
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Using function keys

Most keyboards have special function keys,

which are usually labeled (F1), (F2), and so

on. Portfolio assigns these function keys:

(F1) Help. Displays a help screen explaining
your current situation.

(F2) Exit. Exits the current application. If
necessary, it prompts you to save your
work.

(F3) List. Displays a point-and-pick list for
your current situation.

(F4) Spell. Checks the spelling of the word
the cursor is on (if Lyrix is installed).

(F5) Search. Locates a string of characters
within the current file or list.

If your keyboard does not have function keys,
you can still access these functions using the
(Ctrl) key. For (F5), type (CtrD)f, then 5.

Using hot keys

You can switch directly to another application
with a hot key. To use a hot key, you hold
down (Shift) while pressing a function key.
The default hot keys are:

(Shift) (F1) Desktop
(Shift) (F2) Mail
(Shift) (F3) Calendar
(Shift) (F4) Directory
(Shift) (F5)
(Shift) (F6)
(Shift) (F9)

Calculator

Intercom

Point-and-pick list of available
applications

(Shift) (F10) Point-and-pick list of running
applications

Hot keys 2 through 8 may be reassigned by
you or your system administrator. Use
(Shift) (F9) to see a current list.

Basic concepts 8

If a key does not work

If a key does not perform the action described
in this book:

¢ It may not be configured for your particular
terminal.

¢ Your system administrator may have con-
figured the key to perform a different func-
tion.

You can configure a Portfolio keyboard com-
mand to any unused key or keystroke se-
quence. Follow the procedure for terminal
configuration described in the SCO Portfolio
Configuration Guide.
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Getting online help

To get help with what you are currently doing:

1. Press the Help key, (F1). A pop-up help
screen appears.

2. Press (F1) again for more detailed help and
access to the help menu.

Use the Help system

o To select a menu item, type the first letter of
the desired command.

o A help topic can end with a list of related
topics. To see help on one of these topics,
choose Related.

o To view help on any part of Portfolio, select
Index for help topics.

¢ To select a menu topic from the Index or Re-

lated window, use the arrow keys to high-
light the desired topic, then press (Return).

The operating system

Underlying Portfolio is the operating system.
This controls the internal workings of the com-
puter. It is possible to use the operating sys-
tem directly, but when doing so, you must
type out each command. If you accidentally
land in the operating system, you can type
exit to return to Portfolio.

You can issue single operating system com-
mands from any menu in Portfolio. To do so,
type an exclamation point (! ) and then type
the command. When the command finishes,
you are returned to Portfolio.

T T T e B e e T T B e B W B B D S T g B B

Quitting Portfolio

1. If you are running applications, exit each
one in turn, using its exit command. Use
(Shift) (F10) to see what is running.

2. After all applications are closed, select Quit
from the Portfolio desktop menu.

3. If you get the operating system prompt after

you exit Portfolio, type logout to leave
your account.

You cannot exit Portfolio if an application is
still running.

Basic concepts 9
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Introducing the desktop

The desktop is the first screen you see when
you start Portfolio. (See next page.) It serves
as your home base for running accessories
and applications, and lets you perform miscel-
laneous tasks to keep track of your informa-
tion.

The desktop screen shows the desktop menu

and up to four windows that display informa-

tion:

o Applications—a list of accessories and ap-
plications that you can run.

o Calendar—a monthly calendar with the cur-
rent date highlighted.

e Events—a daily schedule showing any ap-
pointments you have scheduled through
the Calendar accessory.

e File list—a list of files and directories con-
tained in the current directory.

Nl ol ol ol ol o B ol o B e e o T B T B B T e B e s B T B

The default desktop screen displays the Ap-
plications, Calendar, and Events windows.
The fourth window, File list, pops up as
needed for selecting filenames. You can
change the size and location of the four win-
dows on your desktop. (See “Changing your
desktop display” on page 16.)

Using the Portfolio desktop 11



Using the Portfolio desktop 12

Portfolio Desktop Screen Contextindicator Running applications

Description line Menu line l Torun an application from the desktop:

1. Select the Application option from the
he App P rom
File Print /Utility Options OQuit Portfolio desktop menu. The highlight

Select an application. moves to the Applications window.

2. Use the arrow keys to move the highlight to

r the application you want to run.
Mail - Electronic Mail 8:00- 9:00 Performance review 3. Press (Return) to start the application.
Calendar - Event Scheduler 9:00- 9:30 Staff meeting
Directory - Name/Address List *12:00- 1:00 Lunch at Ristorante If the application you want to run is not on
Calculator - Math: + \- * / & 3:30- 4:45 Interface design mtg the Applications list, see the section “Chang-
Intercom - Contact Another User £ ing your applications list” on page 16.
Lyrix - Word Processor February
Professional - Spreadsheet S MTu WTh F S Shortcut: Use a hot key to run an application.
Integra - SQL Database 1 2 3 4 See “Using hot keys” on page 13.

5 6 7 8 9pugIi1l

12 13 14 15 16 17 18

I " 19 20 21 22 23 24 25
Display windows e 26 27 28

- ~/
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Exiting applications

You should exit an application when you are
through working with it. In any case, you
haveto exit all applications before you can
log out.

Important: With Portfolio, you can move
between applications without exiting them.
This eliminates the startup time when exiting
and restarting applications. See “Starting a
second application” on page 14 for more infor-
mation.

Each application has its own exit procedure
that usually includes saving your work.
Check your application’s guide for the exact
procedure. Applications that are part of the
SCO Portfolio Suite use (F2) to exit.

Using hot keys

Any application on your list can be activated
with a hot key. A hot key is a shifted function
key assigned to an application. Such a key
switches you directly to that application.

Run an application

Hold down the (Shift) key and press the func-
tion key assigned to that application (for ex-
ample, (Shift) (F2)).

The default hot key assignments are listed on
the inside back cover.

See the key assignments

Use (Shift) (F9) to display thelist of applica-
tions and their hot keys. You can select an ap-
plication directly from this list.

e B B e B B e B e B W B B M B B B B B B

Change the key assignments
1. Select Options from the Portfolio desktop
menu.

2. Select Applist. The third column of the dis-
play shows the hot key assignments.

3. Select Edit to change the hot keys.

Using the Portfolio desktop 13



Starting a second application

With Portfolio, you can run up to four applica-

tions at once. This is useful when you want to:

e Check your calendar or mail quickly.

¢ Copy and paste data among applications.

¢ Run a long batch program unattended in
the background while you do something
else.

When you return from switching applica-

tions, you are exactly where you left off.

To run multiple applications at once:
1. Start the first application from the desktop.

2. Use the appropriate hot key to start the
second application directly from within the
first application.

If you forget your hot key assignments, use
(Shift) (F9) to display the hot key list. Then
select another application from the list.

Switching applications

You have several options for switching

among running applications:

o Use the appropriate hot key to select an ap-
plication.

e Use (Shift) (F10) to show a point-and-pick
list of running applications. You can use
(Shift) (F9) to get a full list of applications.

e Use (Shift) (F1) to get back to the desktop,
and then select from the applications list.

Using the Portfolio desktop 14

Getting back to the desktop

You can get back to the desktop without exit-
ing a running application. This enables you to
perform miscellaneous tasks and then return
to your work.

To switch back to the desktop:
1. Press (Shift) (F1).
2. Use the desktop as needed.

3. Return to your application by selecting it
from the applications list, or use the hot
key for that application.

L b hew b b b G b b b e ey e bay e e e e ) eed el ) el el



ol ol ol o o ol ol el

Activating the Event and
Calendar windows

You can activate the display in the Event win-
dow that shows your appointments and in
the Calendar window that shows a monthly
calendar. When the window is active, you can
use the cursor keys to display different dates.

Event window
1. From the Portfolio desktop, press (F7).

2. Use the (Right Arrow) and (Left Arrow)
keys to change the day, and use the (Up
Arrow) and (Down Arrow) keys to scroll
your events.

3. Press (Esc) to get back to the menu.

Calendar window

1. From the Portfolio desktop, press (F6).

2. Use the cursor keys to change the month.
3. Press (Esc) to get back to the menu.

ol B T e B e B B T B e B By

Running a utility

Utilities provide you with information about
your system and let you perform simple
tasks, such as searching for a file.

1. Select Utility from the Portfolio desktop
menu.

2. Select the utility you want to run.
Below is a partial display of utilities:

List Users - Who is Logged on
Compare - Compare Files
Find - Locate A File
Search - Text Search
Usage - Disk Usage

Disk Free - Space Available
Kill - Kill A Program
Processes - List My Processes

Utilities are further described in the SCO
Portfolio User’s Guide, Chapter 7.

Turning reminders on and off

You can have Portfolio pop up reminders that
a scheduled appointment is approaching or
that new mail has arrived. The reminders pop
up over the desktop, an accessory, or any ap-
plication you are running.

1. Select Options from the Portfolio desktop
menu.

2. Select Reminders.
3. Change the settings on the Reminders form.
4. Press (Ctrl)x to execute the form.

Using the Portfolio desktop 15



Changing your desktop
display

You can change the size and location of any of
the four windows that appear on the desktop.
If you change one window, you may also

have to change others to prevent overlaps.
The four windows are:

e Applications
e Calendar

e Events

o Filelist

The window size options are:

o Full — full screen

e Top — top half of screen

¢ Bottom — bottom half of screen
o Left — left half of screen

¢ Right — right half of screen

o Quarter 1 — upper left quarter

e Quarter 2 — upper right quarter

e Quarter 3 — lower left quarter

e Quarter 4 — lower right quarter

e Off — window not displayed until needed

To change a window:

1. Select Options from the Portfolio desktop
menu.

2. Select Display.
3. Select the window you want to change.

4. Select any new options for that window on
the display form. Use (Ctrl)x to execute the
form.

5. To save the settings for future sessions,
select Save from the Display menu.

Using the Portfolio desktop 16

Crt\cmging your applications
lis

You can add or delete the names of applica-
tions that appear in your Applications win-
dow on the desktop. This is useful when new
applications are installed or you want to cus-
tomize your desktop.

This example adds the System option for ad-
vanced users. See the next section for more in-
formation about System.

Add System to your applications list

1. Select Options from the Portfolio desktop
menu.

2. Select Applist from the Options menu.

3. Select Add.

4. Select System from the list of available ap-

plications. If System is not on your list, see
your system administrator.

D Loy low  hew e lesl G e b bed tes b bl bl e e by o) ke b e bed

]



A U A N

Change hot key assignments

1. Select Options from the Portfolio desktop
menu.

. Select Applist.

. Select Edit.

. Select the application you want to change.

. Change the function key assignment on the
form, and press(Ctrl)x to execute the form.

g WON

Running a system shell

Important: This section is for advanced users
only. The next section begins on page 19.

A system shell is an environment for typing
operating system commands. You are ex-
pected to know the commands you want to
run; there are no menus or point-and-pick
lists. Refer to your operating system documen-
tation for more information.

Before you can run a system shell, the Systern
option must be added to your applications
list. See the previous section.

Start a system shell

1. Select Applications from the Portfolio
desktop menu.

2. Select System from the applications list. The
system shell starts up and displays a sys-
tem prompt.

3. Type any operating system commands you
want to run.

Exit a system shell

1. First exit any applications you started while
in the shell.

2. When you have the system prompt, type
exit. You are returned to the desktop.

Run a system command

You can issue single operating system com-
mands from any menu in Portfolio. To do so,
type an exclamation point (!) and then type
the command. When the command finishes,
you are returned to Portfolio.

Using the Portfolio desktop 17
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Electronic mail

Introducing Mail
Mail opening screen ...............

StartingMail .....................
Readingmail .....................
Speed-reading mail ...............
Creatingamessage ...............

Options while reading mail
Replying toamessage .............

Saving amessage .................
Creating a mail folder .............
Reading from mail folders .........
Forwarding amessage ............
Printingamessage ................

Options for creating mail
Changing theheader ..............

Editingamessage.................
Checkingthespelling .............
Holdingamessage ................

Cancelingamessage ..............
Including a file or message .........
Clipping from another application ..
Using attachments ................
Verifying that a messageisread ....
Saving outgoingmail .............
Settingupanalias ................
Changing thelistformat ...........

Introducing Mail

The Mail program lets you exchange mes-
sages with other people on your computer
system. You can write messages, or you can
send complete files, spreadsheets and graphs.
You can save received messages for future ref-
erence, either in a single mail folder orin a
separate mail folder for each subject area.
Some useful terms:

o A messageis one piece of electronic mail.
o A folder is afile that holds several messages.

e A header appears at the beginning of each
message and lists the address and subject
information.

o A login is the name with which a user logs
onto the system. It is used to address mes-
sages.

o Analias is a single name that represents a
list of users, such as a distribution list.

Electronic mail 19



Mail Opening Screen

- o))
Create Save Delete Undelete Print Options Quit
Read the contents of mailbox.

Folder: robert Friday February 10, 1989 9:28
[11] Messages
1 grace 8 Feb 89 3 ’projections spreadsheet’
2 alice 8 Feb 89 14 'Performance review on Friday’
3 isabel 8 Feb 89 30 'Re: graphics package specs’
4 lucie 9 Feb 89 61 'Re: graphics package specs’
5 calvin 9 Feb 89 213 'specifications for user interface’
6 mary 9 Feb 89 111 'budget report’
7 lenore 10 Feb 89 75 'Information on the interface’
8 walter 10 Feb 89 6 'Tour of Engineering services’
9 eliot 10 Feb 89 9 'Question re: user interface’
10 jeff 10 Feb 89 15 ‘Lunch at Ristorante’
11 isabel 10 Feb 89 197 ’'New spec for the graphics package’
3 l‘~_—-'_\f—--_-) 1 ’

= /

Message :
nummber From Subject

Datesent  Number of lines
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Starting Mail

You can start Mail from the desktop or from
another application.

From the desktop

1. From the Portfolio desktop menu, select
Application.

2. From the applications list, select Mail.

From another application

1. Use (Shift) (F9) to display a list of applica-
tions.

2. Select Mail.

The opening screen of Mail shows the Mail
menu and a list of incoming messages.

When you are through with Mail, press (F2)
to exit Mail. If you use (Shift) (F9) and select
another application instead, Mail is left run-
ning in the background. -
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Reading mail

To read your incoming mail:

1. Select Read from the Mail menu.

2. Move the highlight to the message you want
toread and press (Return). The text of the
message is displayed.

3. Use these options to read mail:

« Select Continue from the Read menu to
see more of the selected message.

* Select Next to read the next message.

« Select Back to read the previous message.

» Select Goto to choose a particular mes-
sage from your message list.
4. Select Delete if you are through with the cur-
rent message and do not need to reply to
or save the message.

Speed-reading mail

After starting up Mail, just keep pressing
(Return) to read all your messages. Mail is set
up so the default menu selections let you read
all your mail easily.

To delete all messages:

When you are through reading, you may
want to delete all your messages.

1. Select Delete from the Mail menu.

2. Press (Ctrl)v to select all messages. Use
(Space) to unselect any messages you want
to keep.

3. Press (Return) to delete the messages.

(oo P o e e ] )

Creating a message

To create and send a new message, you enter
the header information (subject and
recipients), and then type the body of the mes-
sage.

1. Select Create from the Mail menu.

2. Fillin the subject line with a brief title.

3. Enter the login names of the recipients on
the To line. You can press (F3) for a point-
and-pick list of users. Use the cursor keys
to point and (Space) to pick. You can use
(F5) to search for a name. Aliases must be
entered by hand unless they have been
added to your User Directory. See “Setting
up an alias” on page 39 for information on
aliases.

4. Enter names of secondary recipients who
should receive identical “carbon copies on
the Cc line.”
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5. Press (Ctrl)x to execute the header form.
You get a blank screen on which to type
your message.

6. Type your message. You can use the editing
keys listed on the inside back cover to cor-
rect mistakes.

7. When you are done, press (Esc) and select
the Deliver option to send the message.

If you decide not to send the message now,
select Quit instead of Deliver. You are asked
whether you want to hold the message. If you
do, then you are reminded of the Hold mes-
sage each time you create another message.

Options while reading mail
These options help you handle your incoming
mail:

e Reply to a message

e Save a message

e Create a mail folder

e Read from a mail folder

¢ Forward a message

e Print a message

Electronic mail 22

Replying to a message

To reply to a message you have just read:

1. Select Reply from the Read menu.

2. Alter the Reply form as needed. You can:

« Send the reply to the message writer
only, or to the writer and everyone who
received the message.

¢ Include the original message for refer-
ence or editing.

« Indent the original message to distin-
guish it from your new text.

3. After selecting your options, you are put in

Create mail mode. Type your reply.

4. Press (Esc) to get the Create menu, and
select Deliver to send the reply.

Also see the “Creating a message” section on
page 21 for more information on creating mail.

Lt
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Saving a message

You can save a message to its own fileortoa
mail folder that can hold several messages.

1. Select Save from the Read menu.
2. Select either Mailfolder or File.

3. Enter a name for the file or mail folder on
the Name line, or press (F3) to display a
point-and-pick list. If you pick an existing
file or folder, messages are appended to it.

4. If youaresaving to a file, you can choose to
delete the header information.

5. Press (Ctrl)x to save the message with the
given options.

To save multiple messages to one file or mail
folder, use (Esc) to go back up to the Mail
menu and select the Save option. Then you
can use (Space) to select multiple messages.

Creating a mail folder

Mail folders are typically set up to save mes-
sages about one topic or from a particular
user. To create a mail folder for a new topic:

1. While reading mail, select a message you
want to put in the new mail folder.

2. Select Save from the Read menu.
3. Select Mailfolder.

4. Enter a new name for the mail folder on the
Name line. The name must be one word
and should clearly identify the topic.

5. Press (Ctrl)x to save the current message to
the new mail folder.

Reading from mail folders

You can read the mail saved in mail folders
just as you read your incoming mail.

1. Select Options from the Mail menu.
2. Select Switch.
3. Select Folder.
4. Select one of the listed mail folders.

After selecting a folder name, you return to
the Mail menu with the messages in the

selected folder displayed on the message list.

As with incoming mail, you can read, for-
ward, delete, print, and reply to any of the
messages.

To get back to your normal system mail
folder, select Options, Switch, then System.

Electronic mail
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Forwarding a message Priniing a message 4. You are prompted to select one or more mes-
sages. Use the arrow keys to point and
You can forward a copy of the current mes- You have two options for printing messages: (Space) to pick. Press (Return) to send the
sage to one or more users on your system: you can print the message you are currently chosen messages to the default printer.
1. Select Forward from the Read menu. reading, or you can select several messages to ) )
2. Enter the login names of the people who are send to the printer at once. Tosend the messages to a different printer,
- t(?receive p lﬁe e PressIZF3})jto ot choose the Select option before using the Go
&e- & Print while reading mail option.

point-and-pick list. Use the cursor keys to

point and (Space) to pick. You can use (F5) 1. Select the Print option from the Read menu.

to search for a name. 2. Select the Go option to send the current mes-
3. Enteradditional names on the Cc line for sage to the default printer.

secondary recipients who should be sent

identical “carbon copies.”

4. If you want to edit the copy before it goes out,
select Yes for Edit Message. You are put in
Create mode with the message displayed for .
editing. When you are done editing, press Print several messages
(Esc) to get the menu, then select Deliver. 1. Use (Esc) to return to the Mail menu, if

necessary.
See “Creating a message” on page 21 for more

information about options while in Create 2. Select the Print option.
mode. 3. Select the Go option.

To send the message to a different printer,
choose the Select option before using the Go
option.
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Options for creating mail

These options can help you while sending
mail:

o Change the header

o Edit a message

e Check the spelling

¢ Hold a message

o Cancel a message

e Include a file or message

¢ Clip from another application

¢ Useattachments

o Verify that a message has been read
o Save outgoing mail

¢ Setup aliases

Changing the header

The header includes the subject, the list of
recipients, and values for certain delivery op-
tions. You can alter the header any time
before you send off the message.

1. Press (Esc) while in Create mode for the Cre-
ate menu.

2. Select Header.
3. Edit any of the lines of the header.

4. Press (Ctrl)x to execute the header and go
back to composing your message.

Editing a message

You can invoke a word processing program to
edit a message any time you are in Create
mode.

Use an editor

1. Press (Esc) while in Create mode to display
the Create menu.

2. Select Edit.

3. The editor program configured for your ac-
count starts up. Edit your message using
any commands available in that editor.

4. Exit the editor when you are done with the
normal quit command for that editor. For
example, if you use the Lyrix editor, exit
back to mail with (Esc) Q. If you use the vi
editor, exit with (Esc) :wq (that is, press
(Esc), type a colon and wq, then press
(Return)).
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You are returned to the Mail program. Press
(Esc) to get the Create menu and select
Deliver to send the message.

Change the editor

To switch the editor program used in the Edit

option:

1. Select Options from the Mail menu.

2. Select Preferences.

3. Move down to the Mail Editor line and
enter the pathname for the editor program

you want to use. See your system ad-
ministrator for the pathname.

Checking the spelling

If the Lyrix word processor is installed, you
can check and correct the spelling in your mes-
sage. This works whenever you are in Create
mode (when the top of the screensays “Cur-
rently editing text of message”).

1. Press (Esc) for the Create menu, then select
the Spell option.

2. The Lyrix spell checker starts up and checks
your message. If spelling errors are en-
countered, the spell checker prompts with
a menu and suggested corrections. When
done, you are returned to Create mode.

Electronic mail 26

Holding a message

You canhold a message you are creating for
further work or later delivery.

1. Press (Esc) while in Create mode for the Cre-
ate menu.

2. Select Quit.

3. You are prompted to hold the message.
Select Yes, and give a Hold Name, which
helps you identify this message among
several holds.

You are reminded of your held messages each
time you enter Create.
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Canceling a message

1. While in Create mode, press (Esc) for the
Create menu.

2. Select Quit.

3. You are prompted to hold the message.
Press (Return) to select the default No. Any
text you have entered up to this point is

discarded. You can select Yes to hold the
message for further work.

=

Including a file or message
You can insert a text file or another mail mes-
sage in mail that you create.

1. Press (Esc) while in Create mode to display
the Create menu.

2. Select Include.

w

. Use the cursor keys to select Message or File.

4. Type a message number or filename, or
press (F3) for a point-and-pick list, when
prompted. Use the cursor keys to point,
and press (Return) to pick. You can use
(F5) to search.

5. You have the option of indenting an in-

cluded message to distinguish it from the
new text.

Clipping from another
application

You can insert information from other
programs that support the Portfolio Suite clip-
board (Transfer option). To put something on

the clipboard from another application, see
that application’s documentation.

1. Press(Esc) while in Create mode, to display
the Create menu.

2. Selectthe Transfer option.

3. Select the Paste option.

4. Select an item from the clipboard.

Note that a non-text item like a spreadsheet is
automatically converted to text. To retain the

original file format, send it as an attachment.
(See next section.)
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!
i



Using attachments

You can attach a file or a clipboard item to an
outgoing message. The attachmentretainsits
original file format. This means the recipient
can load it back into the application that
created it. This enables you to send spread-
sheets and graphics through the mail. How-
ever, the recipient cannot read the attachment
using Mail.

Send an attachment

1. Press (Esc) while in Create mode for the
Create menu.

2. Select Attach.

3. Select File or Clipboard. A clipboard item
must already be on the clipboard.

4. Fill in the name of the item. Press (F3) for a
point-and-pick list. Use cursor keys to

point and (Return) to pick. You can use
(F5) to search.

Receive an attachment

The header of a message indicates that the
message has an attachment.

1. Select the message with the attachment
while in Read mode.

2. Select Save from the Read menu.

3. After you save the message, you are
prompted to save the attachment.
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Verifying that a message is
read

You can instruct the mail system to send you
mail (verification receipts) when a message
you sent has been read.

1. Press (Esc) while in Create mode for the Cre-
ate menu.

2. Select Header.

3. Edit the last three header options. You can
have Mail send you verification receipts for
any or all of these:
 when the message is delivered
+ when the message is read
- if the message is not read within the

given number of days

4. Press(Ctrl)x to execute the header and go
back to composing your message.
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Saving outgoing mail

You can tell Mail to save a copy of all mes-
sages you send, including replies and for-
wards.

1. Select Options from the Mail menu.
2. Select Preferences.

3. Cursor down to the Save Outgoing line, and

press (Space) to turn on the feature. An
asterisk indicates the feature is turned on.

4. Press (Ctrl)x to execute the change.

The copies of outgoing mail are saved in a
mail folder named Outgoing. You can access

this folder by selecting Options from the Mail

menu, then Switch.

If you send a lot of mail, this mail folder can

become quite large. You may want to archive

the folder periodically and start over. See
your system administrator for help.

Sefting up an alias

You can assign a single name to a list of login
names. Such a name is called an aligs. This is
useful if you regularly send mail to the same
group of people.

Create an dlias

1. Select Options from the Mail menu.
2. Select Alias.

3. Select Add.
4

. Type a one-word name to identify the alias,
and a brief comment for future reference.

5. Enter the login names to be included in the
alias. Press (F3) for a point-and-pick list.
Use cursor keys to point and (Space) to
pick. You can press (F5) to search for a par-
ticular name.

6. Press (Ctrl)x to execute the alias.

L L R e R R

Use an alias

You can type the alias name at any point in
Mail where you would enter a login name.
When you move off that line, the alias name
expands into the full list of names. You can
then add or delete names as needed.

Note that the point-and-pick list displayed
with (F3) does not automatically include your
alias names. However, if you add the alias to
your User Directory, then the alias name also
appears in the (F3) lists in Mail and Calendar.

Electronic mail 29



Electronic mail 30

Changing the list format Notes:

You can change the format of thelist of incom-
ing mail messages.

1. SelectOptions from the Mail menu.

2. Select Preferences.

3. To display the messages with the most

recent first, cursor down to the Reverse
List line and press (Space).

4. To select a different list style, cursor down
to the Header List Format line and select a
different format.
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Intfroducing Calendar

Calendar helps you keep track of appoint-
ments, meetings, and events. Note these fea-
tures:

e Each user has a personal calendar and can
createadditional calendars as needed.

¢ You canschedule events for yourself and
with other users.

e You can search for common free time for a
group of people and schedule a meeting.

¢ You can add “To Do” items, which are
events without specific times.

¢ You can schedule repeating events that ap-
pear automatically on your calendar.

¢ You can create calendars to schedulerooms
and equipment.

¢ You can view or print daily, weekly, or
monthly calendars.

Starting Calendar

You can start Calendar from the desktop or
from another application.

From the desktop

1. From the Portfolio desktop menu, select
Application.

2. From the applications list, select Calendar.

From another application

1. Use (Shift) (F9) to display a list of applica-
tions.

2. Select Calendar.

The opening screen of Calendar shows the
Calendar menu and the current day’s events.

When you are through with Calendar, press
(F2) to exit Calendar. If you use (Shift) (F9)
and select another application instead, Calen-
dar is left running in the background.
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Calendar Opening Screen Viewing your calendar
- \ Day view
Back Goto Add Edit Delete View Print Transfer Options Quit 1. Select Next from the Calendar menu to
Move to the next day move forward one day at a time.

2. Select Back to move backward a day.
Friday February 10, 1989

Jump to a specific date

8:00- 9:00 Performance review Alice'’s office

9:00- 9:30 Staff meeting Upstairs conf room 1. Select Goto from the Calendar menu.
10:00 2. Use the cursor keys to selectanother date.
11:00-12:00 With Goto, you can also type a specific
12:00- 1:00 Lunch Ristorante Barale date.

1:00 3. Press (Return).

2:00

3:00 Weekly or monthly view

3:30-4:45 Interface design mtg Downstairs conf room

5:00 e 1. Select View from the Calendar menu.

2. Select Week or Month.

W L/\l’_‘) L_,—\|,~\/l 3. Use the cursor keys to scroll the view.
/

When What Where
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You are informed of any time conflicts. In-
vitees who have not given you permission to
write on their calendars receive electronic
mail informing them of the meeting.

Adding an event for yourself Scheduling a meeting

See the next section, “Scheduling a meeting,” You can schedule a meeting on any calendars
for more information on including others in you have permission to write on. To schedule

anevent. Toschedule an event for yourself: a meeting at a particular time:
If youregularly schedule the same people,

1. Use Next, Back, or Goto on the Calendar 1. Use Next, Back, or Goto to select the day of ¢ lias t 3 trv. S
menu to select the day for the event. the meeting. Xgu cansetupana '}as 0 Speec up entry. oee
etting up an alias” on page 39 for more in-
2. Select Add, then choose Event. 2. Select Add from the Calendar menu, then formation.
3. Move the highlight to the hour of the event chooseEvent.
and press (Return). 3. Move the highlight to the meeting time and

. Fillin the resulting Add form. See “Using a
screen form” on page 7 for more informa-

press (Return).

. Fill in the resulting Add form.

tion on forms. You can edit the date and
time if you need to.

5. Press (Ctrl)x to register the event.

If youmark an event as “private,” then others

viewing your calendar see those times
marked as “private.”

5. Enter the calendar names of people who
must attend on the Who line. Press (F3) for
a point-and-pick list of calendar names.
Point with the cursor keys and pick with
(Space). Use (F5) to search the list. Press
{Return) to enter the selected names on the
form.

6. Complete the Add form and register the
meeting by pressing (Ctrl)x.
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Finding common free time

There are two ways of finding when several
peopleare available:

Visualdisplay, 1-hour time blocks
1. Select View from the Calendar menu.
2. Select Free.

3. Enter the names of invitees. You can press
(F3) to get a point-and-pick list of names.
Use cursor keys to point, and (Space) to
pick. Use (F5) to search the list. Press
(Return) when done.

4. Select one of the available times.

5. Fillin the Add form. Use (Ctrl)x to execute
the form.

List of free times
1. Select Add from the Calendar menu.
2. Select Search.

3. Fill in the Search form. You can specify who
to invite and how long the meeting is to
last. Use (Ctrl)x to execute the form and
begin the search.

4. Select from the resulting point-and-pick list
of free times. If you entered Optional in-
vitees, their conflicts are displayed but the
times can still be selected.

5. Fill in the Add form. Use (Ctrl)x to execute
the form.
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Changing an event

1. Use Next, Back, or Goto to select the day of
the event.

2. Select Edit.

3. Move the highlight to the event and press
(Return).

4. Edit the items you want to change.
5. Press (Ctrl)x to execute the changes.
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Canceling an event

1. Use Next, Back, or Goto to select the day of
the event.

2. Select Delete from the Calendar menu.

3. Move the highlight to the event and press
(Return).

4. Typey to confirm.

When the event is a meeting, then you can
cancel it only if you called it.

Adding a repeating event

A repeating event is one that occurs at some

regular interval, such as a staff meeting. This

option is also useful for blocking out multiple

days, such as for a trip or vacation.

1. Use Next, Back, or Goto to select the first
day of the repeating event.

. Select Add from the Calendar menu.
. Select Repeat.
. Selecta time.

. Fillin the Repeat form. The default period is
weekly. Cursor up to change the period.
You can select multiple days of the week
with (Space).

6. Press (Ctrl)x to execute the form.

a e W

Changing a repeating event

You can change one or allinstances of a
repeating event.

1. Use Next, Back, or Goto to select the day of
the repeating event.

2. Select Edit from the Calendar menu.
3. Select the repeating event.

4. Select Every to change all occurences, or
select Today’s to change only this oc-
curence.

5. Edit the information on the Event form,
then press (Ctrl)x to execute the form.
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Canceling a repeating event
You can delete one or all instances of a repeat-
ing event.

1. Use Next, Back, or Goto to select the day of
the repeating event.

2. Select Delete from the Calendar menu.
3. Selecttherepeating event.
4. Select Every to delete all occurences, or

select Today’s to delete only this occurence.

When the repeating event is a meeting, you
can cancel it only if you called it.

Adding a “To Do” reminder

A “To Do” reminder is an event without a
time. It appears at the top of the daily calen-
dar.

1. Use Next, Back, or Goto to select the day of
the “To Do” reminder.

2. Select Add from the Calendar menu, then
choose Event.

3. When prompted to select a time, select any
time.

4. Movethe cursor to thetime field on the
Add form, and use (Ctrl)y to delete the

time. Then fill in the rest of the form and
use (Ctrl)x to execute it.
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Adding a repeating “To Do”

You may want to make a “To Do” item repeat

until it is completed.

1. Use Next, Back, or Goto to select the day of
the “To Do” reminder.

2. Select Add from the Calendar menu, then
choose Repeat.

3. When prompted to select a time, selectany
time.

4. Move the cursor up on the Add form to
select Continuous if you want the
reminder to appear every day, or choose
another period.

5. Cursor to the time field and use (Ctrl)y to
delete the time.

6. Fill in the rest of the form and use (Ctrl)xto
execute it.
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Canceling a repeating “To Do”

1. Use Next, Back, or Goto to select a day of
the repeating “To Do”.

2. Select Delete from the Calendar menu.

3. Choose the “To Do” item.

4. Select Every to delete the item.

Using other calendars

You can switch to other calendars that you
created or for which you have permission.
This is useful when:

o scheduling events for other people,

e scheduling rooms or equipment, and

e viewing someone else’s calendar.

To switch calendars:

1. Select Options from the Calendar menu.
2. Select Switch.

3. Enter a calendar name, or press (F3) to dis-
play a point-and-pick list of calendar
names. You can use(F5) to search for a par-
ticular name.

4. Use the calendar as needed.

5. Return to your own calendar by selecting
Options, Switch, and then your own calen-
dar.

i I T B T M s B By

Creating another calendar

You can create additional calendars besides
your standard login calendar. Additional
calendars might be for other people not on the
system, a working group, a different set of ac-
cess permissions, or rooms and equipment.

1. Select Options from the Calendar menu.
2. Select Make.

3. Type a one-word name for the new calen-
dar. You are placed in the new calendar.

4. Return to your login calendar by selecting
Options, then Switch, and then your own
calendar.
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Scheduling rooms and
equipment

You can create a calendar for each room or
piece of equipment you need to keep track of.
For rooms, this is useful when you want to:

e schedulea room for a meeting,

e search for meeting rooms that are free at a
given time, and

e printaroomschedule and post it outside
the room.

Forequipment, this is useful when you want

to:

e keep track of who has equipment,

e prevent conflicts over the use of equipment,
and

e print out a history of usage.

Create aroom or equipment calendar

1. Create a calendar for each room or piece of
equipment, and name it accordingly. See
“Creating another calendar” on page 37.

2. Alter the permissions as needed to give
others access to the calendars. See the next
section for more information.

Schedule a room or piece of equipment

If the room or equipment is part of an event,
you can include the calendar name of the
room or equipment on the Who line of the
Add form for the event.

To schedule the room or equipment by itself,
switch to the room or equipment calendar.
See “Using other calendars” on page 37.
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Granting permissions

You control the following permissions on
your own calendar and any calendars you cre-
ate:

e View — who can see the calendar.

e Schedule —who can add events.

e Full Access — who can edit or delete events.

To examine or change permissions on your
calendar:

1. Select Optionsfrom the Calendar menu.
2. SelectConfigure.

3. Move the cursor down to the threelines of
permissions. Enter login names of people
who should have the appropriate permis-
sions. (Use (F3) to get a point-and-pick
list.) If you enter “everyone,” then all users
have that access.

By default, all users are given View permis-
sion when a calendar is created.
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Printing a calendar

You can print out all or part of your calendar
to take with you when you leave the office.

1. Select Print from the Calendar menu.
2. Select one of the following:
» Day, Week, or Month — to get one of
these current time periods.

 Range — to pick a range of dates. On
the Range form, entering characters on
the Pattern line restricts the events to
those that contain the sequence of charac-

ters.
» Event— to select one or more events for
detailed printing.

Before printing, you can change to a different
printer by choosing Select from the Print
menu.

Changing the display

Youcan alter the appearance of the daily
calendar display.

1. Select Options from the Calendar menu.
2. Choose Preferences.

3. Use the (Up Arrow) and (Down Arrow)
keys to choose a line, and (Right Arrow)
and (Left Arrow) keys to select an item.
“Granularity” means display hourly or
half-hourly intervals. “Save as default”
keeps the settings for future sessions.

4. Press (Ctrl)x to execute the form.

Sefting up an alias

Youcan assign a singlename to a list of login
names. Such a name is called an alias. This is
useful if you regularly schedule the same
group of people.

Create an alias

1. Select Options from the Calendar menu.
2. Select Alias.

3. Select Add.
4

. Typea one-word name to identify the alias,
and a brief comment for future reference.

5. Enter the calendar names to be included in
the alias. Press (F3) for a point-and-pick
list. Use cursor keys to point and (Space) to
pick. You can press (F5) to search for a par-
ticular name.

6. Press (Ctrl)x to execute the form.
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Use an alias Notes:

You can type the alias name at any point in
Calendar where you would enter a login
name. When you move off that line, the alias
name expands into the full list of names. You
can then add or delete names as needed.

Note that the point-and-pick list displayed
with (F3) does not automatically include your
alias names. However, if you add the alias to
your User Directory, then the alias name will
also appear in the (F3) list in Mail and Calen-
dar.
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Introducing Directory

The Directory is an online name-and-address
file. It has two parts: the system directory and
personal directory.

o The system directory lists all the people who
have computer accounts on your system.
This is useful forlooking up login names to
send mail or schedulemeetings. The system
administrator maintains this directory, so
individual users cannot edit it.

e Eachuser can alsohave a personal directory.
You can add names to your personal direc-
tory, and only you have access to it.

Each directory can be displayed as a short list
or a full list. The short list includes just the
name, login, phone number, and company of
each person. A full listing adds a title, ad-
dress, and notes.
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Starting Directory

You can start Directory from the desktop or
fromanother application.

From the desktop

1. From the Portfolio desktop menu, select
Application.

2. From the applications list, select Directory.

From another application

1. Use (Shift) (F9) to display alist of applications.
2. Select Directory.

The opening screen of Directory shows the
Directory menu and the first part of the sys-
tem directory.

When you are through with Directory, press
(F2) to exit Directory. If you use (Shift) (F9)
and select another application instead, Direc-
tory is left running in the background.
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Directory Opening Screen

-

Login
alice
allan
calvin
edward
eliot
grace
herbert
isabel
james
jeff
jessica
joseph

\.

Find Add Print
Select an entry to view, edit,

Name
Stein
Moore
Hobbes
Eslin
Crust
Hopper
Bundy
Archer
Huston
Akbar
Baker
Strauss

Display Order Transfer Quit

User Directbry\\

delete or print.

Phone Company

W 02 Engineering
W 13 Enginnering
K 06 Accounting

N 07 Production

T 31 Engineering
K 20 Engineering
K 33 Engineering
H 18 Engineering
J 18 Engineering
T 80 Production

M 22 Accounting

F 02 Sales

/
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Adding an entry

To add a person to your personal directory:
1. Select Add from the Directory menu.

2. Fillin the resulting Add form. See “Using a
screen form” on page 7 for more informa-
tion on forms. Not all the fields need to be
filled in. For example, the login field may
not be useful for personal entries.

3. Press (Ctrl)x to execute the form and add
the entry.

1 a4
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Editing an entry

To alter an entry in your personal directory:
1. Select Find from the Directory menu.

2. Type a few characters of the name, login
name, phone number, or company. Press
(Return) to search for that string of charac-
ters.

3. Press (Return) when the highlight is on the
entry to be edited. A menu appears at the
top.

4. Select Edit.

5. Changeany of the fields.

6. Press (Ctrl)x to execute the changes.

Note that you cannot edit entries in the sys-
tem directory.

Finding an entry

To locate an entry for viewing or editing:
1. Select Find from the Directory menu.

2. Type a few characters of the name, login
name, phone, or company. Press (Return)
to search for that string of characters.
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Printing a directory

1. Select Print from the Directory menu.

2. If you need to change printers, choose the
Select option from the Print menu and pick
a new printer.

3. Choose the List option to print the login,
name, phone, and company for each entry
in your directory; select Detailed for full in-
formation on each entry.
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Printing one entry Notes:

To print the fullinformation on one entry in

the directory:

1. Select Find from the Directory menu.

2. Typea few characters of thelogin, name,
phone, or company for the entry you want
to print. Press (Return) to searchfor the
entry.

3. Press (Return) when the highlight is on the
entry to be printed. A menu appears at the
top.

4. Select Print.

L
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Introducing Intercom

Intercom lets you call up another user and ex-
change typed messages that appear immedi-

ately on the screen. This facility can be used to:

e respond immediately to a mail message,

e call someone to get some information that
is needed immediately,

e remind someone of a meeting or an ap-
pointment, and

e check if someoneis in the office.

For Intercom to work, both users must be
logged onto the system and using Portfolio.
When you call someone, a small window
pops up over whatever application the
recipient is running from Portfolio. This win-
dow tells who is calling and why, and gives
the recipient a menu with which to respond.
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After contact is made, the two users can ex-
change messages simultaneously in two win-
dows on the screen. When the conversation is
over, both users are returned to their places in
the applications they were running.
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Intercom Screen Starting Intercom

You can start Intercom from the desktop or
\ from another application.

/
M Disable Quit
Call another user From the desktop

Intercom for robert Friday February 10, 1989 1. From the Portfoliodesktop menu, select

Application.
2. From the applications list, select Intercom.

Hello robert. Do you have those budget projections?

From another application

1. Use (Shift) (F9) to display a list of applica-
tions.

2. Select Intercom.

Yes I do. I will email them to you right now. WhenyouarethroughwithIntercom,press

(F2) to exit Intercom. If you use (Shift) (F9)
and select another application instead, Inter-
com is left running in the background.

- _/
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Calling someone

To initiate a conversation with another user:

1
2

Select Send from the Intercom menu.

Select a user name from the point-and-pick
list. If the person you want is not on the
list, then that individual is not using
Portfolio currently and cannot be called.

. Type a reason for the call and press

(Return). This reason is displayed on the
recipient’s screen.

. If contact is made, the two message win-

dows become active and you can exchange
typed messages. You can both type at the
same time.

Answering a call

1. If you get a call from another user, a small
window pops up over whatever applica-
tion you are running from Portfolio.

2. Select Reply to have a conversation.

3. Intercom starts up with two message win-
dows active so you can exchange typed
messages.

3. When the conversation is over, press (Esc)
to get back to the Intercom menu, and
select Quit.

When Intercom ends, you arereturned to
your place in the application that you were
running.

Not answering a call

You have two options for not replying to an

Intercom call. When the Intercom window

pops up, indicating you have a call, you can

select:

e Busy — informs the caller that you cannot

talk right now.
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e Disable — turns off the Intercom to incom-

ing calls so you cannot be bothered.
Either message is relayed to the caller.

To re-enable Intercom:
1. Select Disable from the Intercom menu.
2. Select No.

Intercom
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Notes:
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Calculator Introducing Calculator Starting Calculator
. Calculator mimics the operation and ap- You can start Calculator from the desktop or
Introducing Calculator ............ 49 pearance of a four-function electronic cal- from another application.
Starting Calculator ................ 49 culator. It can:
CalculatorScreen ................. 50 e add, subtract, multiply, and divide, From the desktop
Key‘ SUMIMATY ...vowveinenennes 50 e determine percentages, 1. From the Portfolio desktop menu, select
Basicarithmetic................... 51 o store and recall four numbers in memory, Application.
Percentage .................. ... 51 and 2. From the applications list, select Calculator.

Memory registers ................. 52 e saveall ste imul
ps on a simulated paper tape. .
Scrolling thetape ................. 52 From another application

1. Use (Shift) (F9) todisplay a list of applications.
2. Select Calculator.

The opening screen displays a simulated
electroniccalculator.

When you are through with Calculator, press
(F2) to exit. You can also type o (for “off”). If
you use (Shift) (F9) and select another applica-
tion instead, Calculator is left running in the
background.

Calculator 49
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Calculator Screen Key summary

Number display Calculator operates like a normal calculator,

~ except you use your keyboard instead of
{ pressing calculator buttons. Use thesekeys to
perform the calculator functions:

0 Key Function )
+ addition
- (hyphen) subtraction
* multiplication
7 +
(7 Qe Nof +] -| / division

n E ﬂ “ = (or (Return))  equal
(1 J 2 f 3] s Jreg % percent

. (period) decimal point
. n - = c clear
s store
Paper lape — r recall
l n negative
K Functions Y, o off
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In addition, if you have a number keypad on
your keyboard, you may also be able to use
those keys when they are configured proper-
ly. Some keyboards require you to turn on
Numlock to get numbers.

Basic arithmetic

Enter numbers and functions just as you
would on a regular calculator. For example, to
multiply 42 times 6, enter:

42 * 6 =
The paper tape along the side shows the

steps, and the display at the top shows the
result: 252.

To add a string of numbers together, press the
equal key only after the last number:

21 + 38 + 14 + 8 =
The result is 81.

To make a number negative, press n after
entering the number. For example, to divide
500 by negative 20, enter:

500 / 20 n =
The result is -25.

Percentage

The percent key can be used to calculate
markups or discounts.

Markup

To determine the selling price of a $50 item
with a 40% markup, enter:

50 + 40 %

The result is 70. Note that % is used instead of
=. You can easily remember these steps with
the words: “50 plus 40 percent.”

Discount

To determine the selling price of a $120 item
with a 30% discount, enter:

120 - 30 %

The result is 84. This can be remembered as
“120 minus 30 percent.”
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Memory registers

You can save up to four numbers that you use
repeatedly in memory registers.

Save a number

1. Enter the number.

2. Presss tosave.

3. Select amemory register.

You can select the register by moving the
highlight and pressing (Return), or by just

pressing the letter (A-D) associated with the
register.

Recall a number

1. Pressr to recall.
2. Select the appropriate memory register.

The recalled number is entered in the cal-
culator.

Scrolling the tape

The “paper tape” lists all the steps performed
during the current session. You can rewind
and advance the tape to see any of your cal-
culations.

Key Function

(Up Arrow) Rewind one line.
(Down Arrow)  Advanceone line.
(Ctrlyu Up 5 lines.

(Ctrl)d Down 5 lines.
(Ctrlt Top of tape.
(Ctrl)e End of tape.

You may also be able to use keys like (PgUp)
and (PgDn) if your keyboard has them and
they are configured properly. You may have
to turn off Numlock for them to work.

Calculator
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Clipboard

Introduction ................ ... 53
Data Transfers among SCO Products 54
Using theclipboard ............... 54
SCO Professional data to Lyrix .. ... 55

SCO Professional graph to Lyrix .... 55
Integra data to SCO Professional . ... 56
Integra data to Lyrix Mail Merge. ... 57
IntegrareporttoLyrix ............. 57
Sending datawithMail ............ 58

Intfroduction

This section describes how to copy data from
one supported application to another. For ex-
ample, you can copy data and graphs from a
financial spreadsheet to a financial report that
mixes text, tables, and graphs.

SCO Portfolio is part of a family of programs
known as the SCO Portfolio Suite. Some other
programs in the family are:

e SCO Lyrix® word processor
e SCO Professional® spreadsheet
e SCOIntegra™ database manager

Programs in Portfolio Suite can exchange in-
formation using the built-inclipboard, and, in
some cases, using direct links. Some applica-
tions not from SCO are Portfolio Suite-com-
patible and can use the clipboard.
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Clipboard

The easiest way to move information is with
the clipboard. You select the information in
the first application and copy it to the clip-
board. Then you switch to the second applica-
tion and paste in the data. The clipboard has
these features:

o Each user has a private clipboard.

e You can store as many items as you need on
your clipboard, each under its own name.

¢ Clipboard items remain when you log out.

o Pasted data is automatically converted to
the right format for the receiving application.

Direct links

Some applications have direct links into other
applications. The links let one program draw
data directly from another application without
going through the clipboard. These links are
described in the guides for each application.
Many of the links are summarized here.

Clipboard 53
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Data Transfers Among SCO Products Using the clipboard
D = Direct support Thisis the general method for using the clip-
C = Clipboard board. Each application has slightly different
_ _ methods for copying and pasting data with
To | SCOProtemsonal | tovegre | | rorduio] | ey Sevrlspecitc oanples e
yrix Mail tion” to this chapter for a description of the
From data graph table report clipboard.
gig Professional D+C D C C C C Copy to clipboard
1. From the Portfolio Desktop, select the applica-
SCO Professional C C tion from which you are transferring data.
graph 2. Select the Transfer option from that
application’s menu.
Integra table D+C D+C D+C C C 3. Select Copy.
Integra report C C C C 4. Select the data to copy. Each application is
different, so refer to that application’s
Lyrix C C C D+C D+C documentation.
5. Type (Return) to name the item “temp,” or
Portfolio Mail C C C C D type an item name.
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Paste from clipboard

1

From the Portfolio Desktop, select the ap-
plication to which you are transferring
data.

. Postion the cursor where the pasted data is

to appear.

. Select the Transfer option from that

application’s menu.

. Select Paste.
. Select the clipboard item by name. If you

did not name the item, then select “temp.”

SCO Professional data to Lyrix

1

2.

Start up SCO Professional and load the
worksheet.

Position the cursor in the upper left corner
of the cells you want to copy.

. Select Transfer from the SCO Professional

menu, then select Copy.

. Use the cursor keys to highlight the block of

cells to copy, then press (Return) to select
them. You can optionally give the clip-
board item a name other than “temp.”

. Start up Lyrix and open the document.
. Position the cursor where you want the

spreadsheetdata.

. From the Lyrix menu, select Transfer and

then select Paste.

. Select the clipboard item to paste.

™
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SCO Professional graph to

Lyrix

1. Startup SCO Professional, load your spread-
sheet, and create the graph.

2. Choose Graph from the SCO Professional
menu, then select Graph-Transfer.

3. Select Copy. The current graph is copied to
the clipboard. You can optionally give the
clipboard item a name other than “temp.”

4. Start up Lyrix and open the document.

5. Position the cursor where you want the
graph to appear.

6. Select Transfer and then select Paste from
the Lyrix menu.

7. Choose the clipboard item to paste.

A marker for the graph appears in the Lyrix
document. You can re-size or offset the graph
as needed. The graph is inserted when the
document is previewed or printed.

Clipboard 55
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Integra data to SCO
Professional

You canusea direct link or the clipboard.

Direct link

SCO Professional lets you place an Integra
SQL select statement in a cell. When you load
the worksheet, the SQL statement is executed
and the selected data is inserted into the
worksheet. This ensures up-to-date data in
the worksheet. Refer to the Integra guide for
more information about SQL.

This example selects the Last_name and

Amount_due fields from the Payabletablein

the Accounting database.

1. Start up SCO Professional and load the
worksheet.

2. Position the cursor at the upper left corner
of a blank area large enough to receive the

data if you are not going to specify a range
toreceive the data.

3. Enteran SQL statement like this:

SQL (Accounting, select
Last_name, Amount_due from
Payable)

To specify a range to hold the data, use this
form:
SQL (Accounting, select

Last_name, Amount_due from
Payable, Al4..B55)

Refer to the SCO Professional User's Guide for
more information about using SQL in SCO
Professional.

Clipboard 56

Clipboard

Use the clipboard to copy data that does not
need to be updated each time the worksheet is
used.

1. Startup Integra and select the desired
database.

2. Enter an SQL select statement to query the
database. Add this clause to the select
statement:

into clipboard "itemname"
where itemname is an optional name.

3. Start up SCO Professional and load the
desired worksheet.

4. Position the cursor in the upper left corner
of a blank area to receive the data.

5. Select Transfer, and then Paste.

6. Select the clipboard item to paste. If youdid
not supply a name, it is called “temp.”
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Integra data to Lyrix Mail 3. Complle and run the report to generate the | Integra report to Lyrix
ata file.
Mel'ge 4. In Lyrix, invoke the Mail Merge Viewscreen This section outlines thesteps for irlllcludiX}g
The Mail Merge facility of Lyrix lets you print and fill in the appropriate entries. an Integra repor’tllp Lyrix. Refer to ,Creat.mg
multipleform letters (or other documents), Custom Reports” in the IntegraUser’s Guide
each with different data. You can use anIn- for more information about reports.
tegra database as the source of the data. 1. InIntegra, create a report source file that
h y selects and formats the data you want.
This section just outlines the process. Refer to “ ” . .
the Mail M e1]* ge chapter in thg Lyrix User's 2. In fitlhe output” section, direct the output to
Guide and the Reports chapter in the Integra afre. .
User’s Guide for details. 3. Compileand run the report to generate the
1. InLyrix, create a Mail Merge text file. This report file. ) .
file contains the form into which data is 4. Start up Lyrix and load the desired docu-
merged. ment.
2. InIntegra, create a report source file that: 5. Position the cursor where the data should
- selects the required data from the be mser'ted. .
database, 6. Select File from the Lyrix menu, then select
« formats it for Mail Merge (the format Import.
being one datum per line, with an 7. Select File on the Import menu and then
asterisk [*] between records), and choose the name of the report file.
« outputs the report to a file.
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Sending data with Mail

Anything you can put on the clipboard canbe
sent with a mail message. The two options
servedifferent needs.

Include in Mail

This option inserts the data in the mail mes-
sage. To do this, the data must be converted
from its original format to ordinary text. This
is good for reading with Mail, but not for
reloading into the originating application.

1. Copy the desired data to the clipboard in
the originating application.

2. Start up Mail and select the Create option.

3. Atthe point you want to insert your data,
press (Esc) and then select Insert.

4. Select theclipboard item to insert.
5. Send the mail.

Attach to Mail

Thisoptionkeeps data separate from the mail

message. The data remains in its original for-

mat. The data cannot be read directly with

Mail, but it can be reloaded into the originat-

ing application.

1. Copy the desired data to the clipboard in
the originating application.

2. Start up Mail and select the Create option.

3. Press (Esc) and then select Attach at any
time while creating.

4. Select the clipboard item to attach.
5. Finish and send the mail.

Therecipient s notified that the mail includes
an attachment and is given the opportunity to
save the attachment. You might want to men-
tion in your mail what the attachment is.

Clipboard 58
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Files

Information on a computer is stored in files.
Note these features of files:

e Each piece of work you do on the computer
is stored in a separate file. For example,
when you create a document with a word
processor, the text is stored in a file.

e Each file has a filename associated with it.
You use the name to access the contents of’
the file.

e A file typically has a format specific to the
application that created the file. For ex-
ample, a spreadsheet file cannot be directly
edited with a word processor because it
does not understand the file format.

e Eachfile has an owner, usually the person
who created the file. The owner controls
who can read or write the file.
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Directories

Groups of files can be stored together in logi-
cal compartments called directories. Direc-
tories have these features:

o A directory, like a file, has a name and
some contents. However, the contents of a
directory are files and other directories.

e Because you can put directories within
directories, you can subdivide your work to
as many levels as needed. A directory
within a directory is sometimes called a sub-
directory.

e There is one top directory on the computer,
and it is named “/”. This top directory is
called the root directory. Most individual ac-
counts are down one or two directory levels
from the root directory.

e The pathname of a file is composed of the se-
quence of directory names, separated by /
characters, and ending with the filename.
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For example: [usr/bob/testfile is the pathname
for a file named testfile contained in a direc-
tory named bob, which in turn is contained in
a directory named usr, which is contained in
theroot directory. See the illustration below.

/ (root)
|
I | |

tmp usr bin

1
| |
bob mary doug
I
| [ |
letterl testfile schedu

When to use directories

Directories are the “cubby holes” that help
you organize your work. When you first use
the computer, you have few files and do not
need directories. After a while, though, your
files proliferate and you have trouble finding
a particular file in the long list. In general, it is
time to make a subdirectory when:

e you have more than 30 files in a directory,
and

e you need to keep related files together.

You can organize your files any way you like.
Some people create directories for each
project, others for each type of file. Try to
name your directories clearly, and try not to
nest them so deeply that you spend too much
time changing directories.

If you change your mind after using your
directories for a while, you can use Rename to
move files to new directories.

Managing files 60

Listing files
To see alist of files in the current directory:

1. Select File from the Portfolio desktop menu.
A list of files appears along with the File
menu.

2. Select Quit to get back to the desktop menu.

Any names displayed with / characters at the
end are directories.

You can add a file list window to your normal
desktop screen. See “Changing your desktop
display” on page 16.
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Changing directories

When you change directories, the contents of
the new directory are displayed in the file
window. Also, any files you create appear
there.

To change the current directory:

1. Select File from the Portfolio desktop menu.

2. Select Directory.
3. Select Change.
4.

Select a new directory from the file list. To
move up a directory level, type the < char-
acter.

5. Press (Esc) to return to the File menu.

Shortcut: To change directory levels quickly,
use < to move up one level, and use > to
move down when the highlight is on a direc-
tory name.

Viewing a file
. Select File from the Portfolio desktop menu.
. Select View.

W N =

. Select a file to view. If you select a directory,
the files in that directory are listed.

4. Use(Ctrl)dto scroll down in the file, and

(Ctrl)u to scroll up while the file is dis-

played. You can also use other movement

keys listed on the inside back cover.

5. Press (Esc) to quit viewing the file.
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Searching within a text file

1. View the file as described in the previous
section.

2. Press (F5).

3. Type a string of characters to search for and
press (Return).

4. To search forward for the next instance of
those characters, type a semicolon. To
search backward, type a colon.

5. Press (Esc) to quit viewing the file .

Managing files 61

-7



Copying a file

You can copy a fileto a different filename in
the same directory, or to any filename in
another directory.

1. Select File from the Portfolio desktop menu.
2. Select Copy.
3. Select the existing file to copy. If you select a

directory, the files in that directory are
listed.

4. Typea new filename and press (Return). To
copy to the same filename in a different
directory, select that directory instead.

Shortcut: To change directory levels quickly,
use < to move up one level, and use > to
move down when the highlight is on a direc-
tory name.

Copying several files

You can copy several files at once from one
directory to another. Each copy in the new
directory has its original filename.

1. Select File from the Portfolio desktop menu.

2. Select Copy.

3. Move the highlight to each file you want to
copy and press (Space).

4. Press (Return) when all the files are selected.

5. Select the new directory.

Shortcut: To change directory levels quickly,
use < to move up one level, and use > to
move down when the highlight is on a direc-
tory name.
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Erasing files

Files tend to accumulate overtime. Because

storage space is finite, you should erase ob-

solete files.

1. Select File from the Portfolio desktop menu.

2. Select Erase.

3. Select a file to erase. You canselect several
files for deletion by marking each with
(Space) and then pressing (Return).
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Recovering an erased file

Portfolio moves any file you erase toa direc-
tory named wastebasket. This feature lets you
recover an accidentally erased file. The files
stay in the wastebasket directory until you
empty it or log out. Once you log out, how-
ever, any erased files are gone.

1. SelectFile from the Portfolio desktop menu.
2. SelectWastebasket.
3. Choose the Select option.

4. Select the file torecover. You can mark more
than one file with (Space). If a file is not
listed, it is gone.

5. Recovered files are moved to your current
directory.

If you cannot recover a file, see your system
administrator about recovering the file from
backup media.
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Renaming a file

1. Select File from the Portfolio desktop menu.
2. Select Rename.

3. Select the file to rename. If you select a direc-
tory, the files in that directory are listed.

4. Type a new name when prompted, then
press (Return).

i Mg
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Moving a file

You canmove a file to a different directory
with the Rename option. When the destina-
tion of Rename is a directory, the file is placed
there with the original filename.

1. Select File from the Portfolio desktop menu.
2. Select Rename.

3. Select the file to move. If you select a direc-
tory, the files in that directory are listed.

4. Select a directory to put the file in. You can
use < to move up onelevel, or use > to
move down when the highlightison a
directory name.
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Printing a file

Portfolio can print only text files. Other file
types, such as graphs and spreadsheets,
should be printed using the application that
created them.

To print a text file:

1. Select Print from the Portfolio desktop
menu.

2. If you need to use a different printer, use the
Select option on the Print menu.

3. Select Go from the Print menu to print.

4. Selecta file to print. If you select a directory,
the files in that directory are listed.

Creating a directory

You can create directories as needed to sub-
divide and categorize your work. You can
also create directories within directories.

1. Select File from the Portfolio desktop menu.
2. Select Directory.
3. Select Make.

4. Type the name of the new directory and
press (Return).
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Removing a directory

You can remove a directory only whenit is

empty.

1. Remove any filesremaining in the directory
by either moving them to another directory
or erasing them.

. Select File from the Portfolio desktop menu.
. Choose Directory.

. Select Remove.

. Choose the empty directory.
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Index

! character 17
/ character 59 - 60

A

add
Calendar event 33
Directory entry 42
address file 41
alias
Calendar 39
description 19
Mail 29
answer Intercom 47
application
change list 16
exit 13
list 8, 16
new 16
run 12

start 12

switch 8, 14
appointment.

See event
arithmetic 49, 51
arrow keys 7
attachment, Mail 28, 58

background task 20, 31, 41, 46, 49
backward search 6

C

Calculator
description 49
memory 52
start 49
tape 52

Calendar
See also scheduling
add event 33
additional calendars 37

alias 39

cancel event 35

create 37

day view 32

display 39

edit event 34

features 31

monthly view 32

permissions 38

print 39

private event 33

repeating event 35

start 31

switch 37

To Do item 36

view by week 32

view someone else’s 37

Who field 33
Calendar window 15
call with Intercom 47
cancel

Esc2

event 35

form?7

mail 27

repeating event 36
change

applications list 16

date 15

directory 61

event 34

key assignment 13

month 15

window size 16
clipboard

copy to 54

description 53

item 53, 55

mail 27

paste from 55
colon 6
command 9
context indicator &
control key 7
conversation, Intercom 47

Index
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copy
clipboard 54
data 53
file 62
multiple files 62
create
calendar 37
directory 64
mail 21
mail folder 23
Ctrl key 7
Ctrl-x 7
cursor keys 7

D

data conversion 53
data, copy 53
database 56
date, change 15, 32
delete
directory 64
file 62
mail 21

desktop
display 16
return to 14
starting 5
direct link 53
Directory accessory
add entry 42
description 41
edit 43
find 43
print43 - 44
start 41
directory for files
change 61
create 64
delete 64
description 59
move down 61
move up 61
when to use 60
discount 51

display
calendar 39
desktop 16
mail 30
distribution list 29

E
edit

directory 43

event 34

field 7

mail header 25

mail message 25

repeating event 35
editing keys 7
editor, Mail 25
electronic mail 19
equipment calendar 38
erase file 62
Esckey5-6
event

add 33

cancel 35

Index

edit 34
reminder 15
repeating 35
event window 15
execute form 7
exit
application 13
current application 8
Portfolio 9

F

F1-F10 keys 8
field
edit7
point-and-pick 7
file
copy 62
description 59
directory 59
erase 62
format 59
list 60
move 63
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name 59
owner 59
pathname 59
print 64
recover 63
rename 63
search 61
filename 59
find file utility 15
find name in Directory 43
folder, Mail 19
form, onscreen 7
forward mail 24
free times 34
functionkeys
description 8
if unavailable 8
shifted 8

G

granularity 39

graph, transferring 55
group 29, 39

f-

L

H

header, Mail 19, 23, 25, 28
help

get9

keys8-9
highlight5-6
hold mail 26
hot keys

change 13

default 8

description 8, 13

include option in Mail 27
Integra
data to Lyrix 57
data to SCO Professional 56
report to Lyrix 57
SQL 56
Intercom
answer 47
busy 47

calling 47
description 45
disable 47
start 46

K

key assignment 13
keyboard
configure keys 8
use 7
keys
arrow 7
Ctrl7
cursor 7
do not work 8
Esc5-6
function 8
listing of (inside back cover)

L

list files 60
login5
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log out 9, 63
login 19, 21, 29
Lyrix

M

data from Integra 57

data from SCO Professional 55
graphics 55

Mail Merge 57

report from Integra 57

Mail

alias 29
attachment 28, 58
cancel 27
clipboard 27
create 21
delete 21
description 19
edit 25

editor 25
folder 19, 23
forward 24
graphics 28
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header 19, 23
hold 26
include 27, 58
list format 30
print 24
read 21
registered 28
reminder 15
reply 22
save 23
save outgoing 29
send 21
send data 58
spell 26
spreadsheet 28
start 20
verify 28
Mail Merge 57
markup 51
meetings, scheduling 33
memory registers, Calculator 52
message.
See Mail

month, changing 15
move file 63
multi-tasking 14
multiple applications 14
multiple files 62
multiple selection 6

N

name, user 41
names file 41

o

online help 9
operating system 9, 17
options, selecting 7

P

paste from clipboard 55
pathname 59

percent 49, 51
permissions, calendar 38

personal directory 41
point-and-pick list 8
Portfolio
description 2
exit 9
start 5
Portfolio Suite 3, 53
print
calendar 39
directory 43 - 44
file 64
mail 24
printer, selecting 64
private events 33
program.
See application

Q
quit Portfolio 9

Index

R

read from mail folder 23
read mail 21
recover file 63
reminder, To Do 36
reminders 15
remove directory 64
rename file 63
repeating event

add 35

cancel 36

edit 35
repeating To Do 36
reply

Intercom 47

Mail 22
report, Integra 57
room calendar 38
root directory 59
run a utility 15
run applications 8,12
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save a message 23
save outgoing mail 29
scheduling
Seealso Calendar
meetings 33
rooms and equipment 38
SCO Professional
data from Integra 56
data to Lyrix 55
graph to Lyrix 55
SQL 56
screenform 7
search
directory 43
file 61
for a string 6
function key 8
select
all messages 21
from menu 5
more than one item 6
options 7

select statement (SQL) 56
semicolon 6
send mail 21
shell 17
shifted function key 8
spacebar 6 - 7
special keys 7
speed-reading mail 21
spell
Mail 26
word 8
spreadsheet, transferring 55
SQL (Structured Query Lan-
guage) 56
start
application 12
Calculator 49
Calendar 31
desktop 5
Directory 41
Intercom 46
Mail 20

Portfolio 5
second application 14
subdirectory 59
switch
application 8, 14
calendars 37
directory 61
system directory 41
System option 16
system shell 17

T

tape, Calculator 52

time conflicts 33

times when available 34
To Do item 31

To Do reminder 36
transfer data 53 - 54

U

unmark 6
User directory 41

|

user, calling 45, 47
utility, running 15

Vv

verification of mail 28
view permission, Calendar 38

w

wastebasket 63
window
activating 15
changing 16
word processor 55
worksheet, transferring 55

Index
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Keystroke summary

Cursor Movement Commands

(Ctrl)b
(Ctrl)d
(Ctrl)e
(Ctr)g «
(Ctrh)g —
(Ctr)h
(CtrD)i
(Ctrl)j
(Ctrl)k
(Ctr)l
(Ctrl)n
(Ctr)p
(Ctrl)t
(Ctrl)u
(Home)
(End)
(Tab)

Backspace, erasing characters.
Move down one screenful.

Move to end of document or form.

Move to beginning of line.
Move to end of line.

Move left one space.

Move to next tab stop or field.
Move down one line.

Move up one line.

Move right one character.
Move to next word.

Move to previous word.

Move to top of screen or first field.

Move up one page.

Move to top of document.
Move to bottom of document.
Tab space (same as (Ctrl)i).

(PgUp)
(PgDn)
T

«->

Move up one page.

Move down one page.

Move up or down one line.
Move left or right one space.

Insertion and Deletion Commands

(CtrlYo
(Ctrl)v

(Ctrl)w
(Ctrlyy
(Del)

Open a new line.

Toggle between Insert and Overwrite
modes.

Delete a word.
Delete a line.
Delete a character.

Switching among Applications

(Shift) (F1)
(Shift) (F2)
(Shift) (F3)
(Shift)(F4)
(Shift) (F5)
(Shift) (F6)
(Shift) (F9)

Call up the Desktop.

Call up Mail.

Call up the Calendar.

Call up the User Directory.
Call up the Calculator.

Call up the Intercom.

List available applications.

(Shift) (F10) List running applications.

Other Commands

(Ctrl)c Cancel the current operation.

(Ctrl)f If no function keys, type (Ctrl)f,
then 2, instead of pressing (F2).

(Ctrl)m Same as (Return).

(Ctrl)r Refresh screen.

(Ctrl)x Execute form.

(Return)  Select highlighted option. In a
form: move to next field.

(Esc) Exit without executing.

(Space) Mark for selection.

(F1) Call up help.

(F2) Exit.

(F3) List.

(F4) Spell.

(F5) Search.

(F6) Activate desktop calendar window.

(F7) Activate desktop event window.

/ Enter menu mode.

!

Call up system prompt.
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shit |Function Keys shitt

Desktop |

Calendar |

Calculatorl

Pick
Application

;

| (F1 F2
Help Exit
-
| [F3 F4
Pick Spell
\
| |[F5 F6
Search
N\
F7 F8
\
Y (Fi0

l
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
I

Running
Applications

Ctrl Keys

Q w
Resume | Delete ||Move to
Scroll Word End

E

R

RedraV\J[

Screen

T

Y U
Move tofl| Delete
Top Line

Scrol
Up

|E

b
y

(0] P
Open Prev
Line Word

)

A S D F
Stop Scroll Funct Go Move
Scroll Down Key Key Left

J Move
Down

Move

Move
Right

Jiez

=

2y
X C
Execute || Cancel
Key Key

|

Vv

Insert
Mode

B
Backsp
Delete

N
Next

Word

J

M
Return

Key

)

&

.

-

)

Note: See the SCO Portfolio User’s Guide for complete description of how to use these keys. Some
keystrokes may be reconfigured on your system.
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