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1. General Information 
 

This section of the documentation provides general 

information about the Letter Maker computer 

program. 

 

Letter Maker is a computer program that allows you 

to create, edit, print, and save text documents. 

 

Letter Maker allows you to create text documents, 

that contain up to 32768 characters. 

 

Letter Maker allows you to exchange sections of 

text with other Windows programs, using standard 

copy and paste techniques. 

 

Many of the languages of Western Europe use letters 

that are not found on a standard North American 

keyboard. Letter Maker allows you to easily include 

these Western European letters in your text 

document.  
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2. System Requirements 
 

This section of the documentation provides 

information about the system requirements of the 

Letter Maker program. 

 

Letter Maker is designed to run on a computer 

system, that provides the following requirements. 

 

A Windows operating system, version Windows 95 or 

later, is required. Letter Maker is designed to run 

on a standard North American version of Windows. 

The documentation may differ slightly from the way 

your computer system works, if your computer is 

equipped with a non-North-American version of 

Windows. 

 

A keyboard is required. Letter Maker is designed to 

use a standard North American keyboard. The 

documentation may differ slightly from the way your 

computer works, if your computer is equipped with a 

non-North-American keyboard. 

 

A monitor is required. 

 

A CD-ROM drive is required to access the Letter 

Maker program files. 

 

A mouse device is required. 

 

Access to a local or network printer is required, 

to print the files, you create and edit. 

 

Access to local or network storage media is 

required to save the files you create and edit. 
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3. How to display the Letter Maker program files. 
 

This section of the documentation provides 

information about how to display the Letter Maker 

program files. 

 

You can display the Letter Maker program files, by 

following the steps described below. 

 

Start up your computer. 

 

Insert the compact disk, containing the Letter 

Maker program files, into the CD-ROM drive of your 

computer. 

 

The Letter Maker program file, and the Letter Maker 

help file, may be displayed automatically. If the 

program file and help file, are not displayed 

automatically, please follow the steps described 

below to display these files. 
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Right click the Start button, with the mouse 

device, and select Explore from the popup menu as 

shown below. 
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The program, Windows Explorer, is started up, as 

illustrated below. 

 

Windows Explorer is part of the Windows operating 

system, and allows you to access the files 

available to your computer system. 

 

You can use this program, to access the Letter 

Maker files, which are found on the compact disk, 

you just inserted into the CD-ROM drive of your 

computer. 
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Using the scrollbar control, navigate to the CD-ROM 

drive, that contains the Letter Maker program disk. 

  

A CD-ROM drive icon, distinguishes a CD-ROM drive, 

from the other drives available to your computer 

system. 

 

Select the appropriate CD-ROM drive, by clicking 

the CD-ROM icon, with the mouse device, as shown 

below. 
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The files, LetterMaker.exe and 

LetterMakerHelpFile.doc, should now be displayed in 

the right pane of Windows Explorer, as illustrated 

below. 

 

LetterMaker.exe is the Letter Maker program file. 

 

LetterMakerHelpFile.doc is a Word document, that 

provides information about the Letter Maker 

program. 
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4. How to start up the Letter Maker program 
 

This section, of the documentation, provides 

information about how to start up the Letter Maker 

program. 

 

You can start up the Letter Maker program by 

following the steps described below. 

 

Display the Letter Maker program files in Windows 

Explorer, as illustrated below.  

 

The steps to display the Letter Maker program files 

are described in Section 3 of the documentation. 
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Select the Letter Maker program file, 

"LetterMaker.exe", by left clicking it with the 

mouse device, as shown below. 

 

Then, press the Enter key, to start up the Letter 

Maker program. 
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The Letter Maker User Agreement message box is 

displayed as illustrated below. 

 

If you agree to the terms of the user agreement, 

left click the Yes button, with the mouse device. 

 

If you do not agree to the terms of the user 

agreement, left click the No button with the mouse 

device. 
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In the illustration, below, the Yes button of the 

Letter Maker User Agreement message box, has been 

left clicked with the mouse device. 

 

The Letter Maker program window, is now displayed, 

as shown below. 
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5. How to maximize the Letter Maker program window. 
 

This section, of the documentation, provides 

information, about how to maximize the Letter Maker 

program window. 

 

The steps required to maximize the Letter Maker 

program window are described below. 

 

Start up the Letter Maker program, as shown below. 

 

The steps required to start up the Letter Maker 

program are described in Section 4 of the 

documentation. 
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Left click the Maximize button, with the mouse 

device, to display the full screen version of the 

Letter Maker program window. 

 

The Maximize button is located in the upper right 

corner of the Letter Maker program window, as shown 

in the illustration below. 
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The full screen version of the Letter Maker program 

is shown below. 
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6. The components of the Letter Maker program 
 

This section, of the documentation, provides 

information about the components of the Letter 

Maker program. 

 

In the illustration below, the Letter Maker program 

window is displayed at full screen size.  

 

The steps required to display the Letter Maker 

program window at full screen size are described in 

Section 5 of the documentation. 

 

As seen below, a text document is currently 

displayed in the Letter Maker program window. 

 

 

 

 

 



Letter Maker Help File 

Page 20 

The components of the Letter Maker program are the 

title bar, the menu bar, the Letter Box control, 

the Text Box control, the vertical scrollbar, and 

the current text document. 

 

The components of the Letter Maker program, are 

identified with labels, in the illustration below. 
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7. The components of the Text Box control 
 

This section, of the documentation, provides 

information about the components of the Text Box 

control. 

 

The Text Box control is one of the components of 

the Letter Maker program. 

 

The Text Box control is identified with a label in 

the illustration of the Letter Maker program 

window, below. 

 

 

 

 

 

 

 

The Text Box 
control 
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The components of the Text Box control are the 

selection line, the caret, the text document, the 

median page separator line, and the document bottom 

line. 

 

These components are identified with labels in the 

illustrations below. 
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The selection line is located at the top of the 

Text Box control and is identified with a label in 

the illustration below. 

 

If the selection line is a double thickness line, 

the Text Box control has keyboard focus. 

 

If the Text Box control has keyboard focus, 

keyboard input is directed to the capabilities of 

the Text Box control. 

 

In the illustration below, the selection line is 

double thickness, which indicates that the Text Box 

control has keyboard focus. 

 

 

 

 

 

 

The selection 
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double 
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If the selection line is single thickness, the Text 

Box control does not have keyboard focus. 

 

If the Text Box control does not have keyboard 

focus, keyboard input is not directed to the 

capabilities of the Text Box control. 

 

In the illustration below, the selection line is 

single thickness, which indicates that the Text Box 

control does not have keyboard focus. 
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The caret, is a single thickness, vertical line, 

positioned in the Text Box control. 

 

The caret is identified with a label, in the 

illustration below. 

 

When new characters are added to the text document, 

they are positioned just after the caret. 

 

 

 

 

 

 

 

 

 

 

 

 

The caret 



Letter Maker Help File 

Page 26 

The text document is an array of characters, that 

is displayed by the Text Box control. 

 

The first line of the current text document, is 

identified with a label, in the illustration below. 
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The characters of the text document can be 

unselected or selected. 

 

When the capabilities of the Text Box control, act 

on a text document, sections of unselected text, 

and sections of selected text, are acted on, 

differently. 

 

A section of unselected text is identified with a 

label, in the illustration below. 
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A section of selected text is identified with a 

label, in the illustration below. 
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A median page separator line, is a single 

thickness, horizontal line positioned in the Text 

Box control. 

 

A median page separator line is positioned between 

consecutive pages of the text document. 

 

The median page separator line, positioned between 

the first and second page of the text document, is 

identified with a label, in the illustration below. 
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The document bottom line, is a single thickness, 

horizontal line positioned at the bottom of the 

last page of the text document. 

 

The location, of the document bottom line, 

indicates the position of the bottom of the Text 

Box control. 

 

The document bottom line is identified with a label 

in the illustration below. 
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8. How to set keyboard focus to the Text Box control 
 

This section, of the documentation, provides 

information about how to set keyboard focus to the 

Text Box control. 

 

In the illustration below, the selection line of 

the Text Box control is single thickness, which 

indicates that the Text Box control does not have 

keyboard focus. 

 

You can set keyboard focus to the Text Box control, 

by using one of the techniques, described below. 
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If the Text Box control, does not have keyboard 

focus, you can set keyboard focus to the Text Box 

control by pressing the Tab key, while holding down 

the Shift key. 

 

If keyboard focus is set to the Text Box control, 

by pressing the Tab key, while holding down the 

Shift key, the current position of the caret, is 

not affected. 

 

In the illustration below, keyboard focus has been 

set to the Text Box control, by pressing the Tab 

key, while holding down the Shift key. 

 

The position of the caret has not been affected. 
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You can also set keyboard focus to the Text Box 

control, by left clicking the Text Box control, 

with the mouse device. 

 

If you set keyboard focus to the Text Box control, 

by left clicking the Text Box control with the 

mouse device, the caret position is affected by the 

location of the mouse device left click. 

 

In the illustration below, keyboard focus has been 

set to the Text Box control, by left clicking the 

letter, "M", located on the first line of the text 

document. 
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9. How to insert a character into a  document, by 
directing keyboard input to the Text Box control 

 

This section, of the documentation, provides 

information, about how to enter a character into a 

document, by directing keyboard input to the Text 

Box control. 

 

In order to direct keyboard input to the Text Box 

control, the Text Box control must have keyboard 

focus. 

 

If the Text Box control has keyboard focus, you can 

insert a character into a document, by directing 

keyboard input to the Text Box control, as 

described below. 
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When the Letter Maker program first starts up, the 

Text Box control has keyboard focus, as shown 

below. 

 

If the Text Box control has keyboard focus, you can 

insert a character into the text document, by 

applying standard typing techniques to the keyboard 

keys. 

 

If the Text Box control does not have keyboard 

focus, you can set keyboard focus to the Text Box 

control, by left clicking the Text Box control with 

the mouse device. 
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In the illustration below, the letter, "lower case 

A", "a", has been inserted into a new document, by 

pressing the keyboard key that displays the symbol, 

"A". 
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When a new character is inserted into the current 

document, it is positioned just after the caret. 

 

The caret is a vertical line, displayed by the Text 

Box control. 

 

The caret position is updated after a character has 

been inserted into the document, and indicates the 

new insertion point of the Text Box control. 

 

In the illustration below, the caret is identified 

with a label. 

 

 

 

 

 

 

 

The caret 
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In the illustration below, the character, "upper 

case A", "A", has been inserted into the document, 

by pressing the "A" key, while holding down the 

Shift key. 

 

The "A", character is positioned, just to the right 

of the old position of the caret. 

 

The caret has been repositioned just to the right 

of the newly added "A", character. 

 

 

 

 

 

 

 

 

 

The "A" 

character has 

been inserted 

into the 
document. 

The new position 
of the caret 

The old position 
of the caret 



Letter Maker Help File 

Page 39 

10. How to set the position of the caret in the 
Text Box control 

 

This section, of the documentation, provides 

information about how to set the position of the 

caret in the Text Box control. 

 

In the illustration below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The position of the caret is identified with a 

label. 

 

You can set the position of the caret, using one of 

the techniques described below. 

 

  

 

The caret 
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You can shift the caret, one character to the 

right, by pressing the Right Arrow key. 

 

In the illustration, below, the caret has been 

shifted one character to the right, by pressing the 

Right Arrow key. 

 

If you shift the position of the caret, the 

position of the scrollbar is automatically updated, 

if necessary, to ensure that the caret is visible 

in the Letter Maker program window. 
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In the illustration below, the caret is positioned 

at the end of a line, just before the last 

character of the line. 

 

The last character of the line, illustrated below,  

is a "space" character, and is not visible. 

 

When the caret is positioned at the end of a line, 

just before the last character of that line, you 

can set the position of the caret to the beginning 

of the next line of the document, by pressing the 

Right Arrow key. 

 

If you shift the position of the caret, the 

position of the scrollbar is automatically updated, 

if necessary, to ensure that the caret is visible 

in the Letter Maker program window. 

 

 

The caret 

A "space" 
character 
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In the illustration, below, the caret has been 

shifted, from the left edge of the last character 

in a line of the document, to the beginning of the 

next line of the document, by pressing the Right 

Arrow key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The position of the caret is identified, with a 

label. 
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You can shift the caret, one character to the left, 

by pressing the Left Arrow key. 

 

If you shift the position of the caret, the 

position of the scrollbar is automatically updated, 

if necessary, to ensure that the caret is visible 

in the Letter Maker program window. 

 

In the illustration, below, the caret has been 

shifted, one character to the left, by pressing the 

Left Arrow key. 
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In the illustration below, the caret is positioned 

at the beginning of a line. 

 

If the caret is positioned at the beginning of a 

line, you can set the position of the caret to the 

left edge of the last character of the previous 

line, by pressing the Left Arrow key. 

 

If you shift the position of the caret, the 

position of the scrollbar is automatically updated, 

if necessary, to ensure that the caret is visible 

in the Letter Maker program window. 

 

 

 

 

 

 

 

The caret 
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In the illustration, below, the caret has been 

shifted, from the beginning of a line of the 

document, to the left edge of the last character of 

the previous line, by pressing the Left Arrow key. 

 

In the illustration, the last character, of the 

line, where the caret has been positioned, is a 

"carriage return plus line feed", character 

combination, and is not visible. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The position of the caret is identified, with a 

label. 
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You can shift the caret, one line down, by pressing 

the Down Arrow key. 

 

If you shift the position of the caret, the 

position of the scrollbar is automatically updated, 

if necessary, to ensure that the caret is visible 

in the Letter Maker program window. 

 

In the illustration, below, the caret has been 

shifted, one line down, by pressing the Down Arrow 

key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The position of the caret is identified with a 

label. 
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You can shift the caret, one line up, by pressing 

the Up Arrow key. 

 

If you shift the position of the caret, the 

position of the scrollbar is automatically updated, 

if necessary, to ensure that the caret is visible 

in the Letter Maker program window. 

 

In the illustration, below, the caret has been 

shifted, one line up, by pressing the Up Arrow key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The position of the caret is identified, with a 

label. 
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You can shift the caret, to the beginning of the 

current line, by pressing the Home key. 

 

If you shift the position of the caret, the 

position of the scrollbar is automatically updated, 

if necessary, to ensure that the caret is visible 

in the Letter Maker program window. 

 

In the illustration, below, the caret has been 

shifted, to the beginning of the current line by 

pressing the Home key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The position of the caret is identified, with a 

label. 
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You can shift the caret to the left edge of the 

last character of the current line, by pressing the 

End key. 

 

If you shift the position of the caret, the 

position of the scrollbar is automatically updated, 

if necessary to ensure that the caret is visible in 

the Letter Maker program window. 

 

In the illustration, below, the caret has been 

shifted to the left edge of the last character of 

the current line, by pressing the End key. 

 

In the illustration, below, the last character of 

the current line is a "carriage return plus line 

feed", character combination, and is not visible. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The position of the caret is identified, with a 

label. 
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You can shift the caret, to the beginning of the 

first line of the text document, by pressing the 

Home key, while holding down the Ctrl key. 

 

If you shift the position of the caret, the 

position of the scrollbar is automatically updated, 

if necessary, to ensure that the caret is visible 

in the Letter Maker program window. 

 

In the illustration, below, the caret has been 

shifted, to the beginning of the first line of the 

text document, by pressing the Home key, while 

holding down the Ctrl key. 

 

The position of the scrollbar has been 

automatically updated, to ensure that the caret is 

visible in the Letter Maker program window. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The position of the caret is identified, with a 

label. 
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You can shift the caret to the left edge of the 

last character in the text document, by pressing 

the End key, while holding down the Ctrl key. 

 

If you shift the position of the caret, the 

position of the scrollbar is automatically updated, 

if necessary, to ensure that the caret is visible 

in the Letter Maker program window. 
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In the illustration below, the caret has been 

shifted to the left edge of the last character in 

the text document, by pressing the End key, while 

holding down the Ctrl key. 

 

The last character of the text document is a "null" 

character, and is not visible. 

 

The scrollbar position has been updated 

automatically, to ensure that the caret is visible 

in the Letter Maker program window. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The position of the caret is identified, with a 

label. 
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You can shift the caret, to the beginning of the 

line, approximately one screen down, by pressing 

the Page Down key. 

 

The number of lines, shifted, is based on the 

number of lines of the text document that can 

currently be seen in the Letter Maker program 

window, at one time. 

 

If you shift the position of the caret, the 

position of the scrollbar is automatically updated, 

if necessary, to ensure that the caret is visible 

in the Letter Maker program window. 
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In the illustration, below, the caret has been 

shifted, to the beginning of the line, 

approximately one screen down, by pressing the Page 

Down key. 

 

The position of the scrollbar has been 

automatically updated, to ensure that the caret is 

visible in the Letter Maker program window. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The position of caret is identified, with a label. 
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You can shift the caret, to the beginning of the 

line, approximately one screen up, by pressing the 

Page Up key. 

 

The number of lines, shifted, is based on the 

number of lines, of the text document, that can 

currently be seen in the Letter Maker program 

window, at one time. 

 

If you shift the position of the caret, the 

position of the scrollbar is automatically updated, 

if necessary, to ensure that the caret is visible 

in the Letter Maker program window. 
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In the illustration, below, the caret has been 

shifted, to the beginning of the line, 

approximately one screen up, by pressing the Page 

Up key. 

 

The position of the scrollbar has been 

automatically updated, to ensure that the caret is 

visible in the Letter Maker program window. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The position of the caret is identified, with a 

label. 
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In the illustration, above, the caret is not 

positioned at the beginning of the first line of 

the current page of the text document. 

 

If the caret is not positioned, at the beginning of 

the first line, of the current page, of the text 

document, you can shift the caret to the beginning 

of the first line of the current page of the text 

document, by pressing the Page Up key, while 

holding down the Ctrl key. 

 

If you shift the position of the caret, the 

position of the scrollbar is automatically updated, 

if necessary, to ensure that the caret is visible 

in the Letter Maker program window. 
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In the illustration, below, the caret has been 

shifted, to the beginning of the first line of the 

current page of the text document, by pressing the 

Page Up key, while holding down the Ctrl key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The caret is positioned at the beginning of the 

first line of the current page of the text 

document. 

 

The position of the caret is identified with a 

label. 
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In the illustration, above, the caret is positioned 

at the beginning of the first line of the current 

page of the text document. 

 

If the caret is positioned at the beginning of the 

first line of the current page of the text 

document, you can shift the caret to the beginning 

of the first line of the previous page of the text 

document, by pressing the Page Up key, while 

holding down the Ctrl key. 

 

If you shift the position of the caret, the 

position of the scrollbar is automatically updated, 

if necessary, to ensure that the caret is visible 

in the Letter Maker program window. 
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In the illustration, below, the caret has been 

shifted to the beginning of the first line of the 

previous page of the text document, by pressing the 

Page Up key, while holding down the Ctrl key. 

 

The position of the scrollbar has been 

automatically updated, to ensure that the caret is 

visible in the Letter Maker program window. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The position of the caret is identified with a 

label. 
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In the illustration, above, the caret is not 

positioned on the last page of the text document. 

 

If the caret is not positioned on the last page of 

the text document, you can shift the caret to the 

beginning of the first line of the next page of the 

text document, by pressing the Page Down key while 

holding down the Ctrl key. 

 

If you shift the position of the caret, the 

position of the scrollbar is automatically updated, 

if necessary, to ensure that the caret is visible 

in the Letter Maker program window. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Letter Maker Help File 

Page 74 

In the illustration, below, the caret has been 

shifted to the beginning of the first line of the 

next page of the text document, by pressing the 

Page Down key, while holding down the Ctrl key. 

 

The position of the scrollbar has been 

automatically updated, to ensure that the caret is 

visible in the Letter Maker program window. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The caret is positioned on the last page of the 

text document. 

 

The position of the caret is identified with a 

label. 
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In the illustration, above, the caret is positioned 

on the last page of the text document. 

 

If the caret is positioned on the last page of the 

text document, you can shift the caret to the 

beginning of the last line of the text document, by 

pressing the Page Down key, while holding down the 

Ctrl key. 

 

If you shift the position of the caret, the 

position of the scrollbar is automatically updated, 

if necessary, to ensure that the caret is visible 

in the Letter Maker program window. 
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In the illustration, below, the caret has been 

shifted to the beginning of the last line of the 

text document, by pressing the Page Down key, while 

holding down the Ctrl key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The position of the caret is identified with a 

label. 
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You can shift the caret to the left edge of a 

character in the text document, by left clicking 

the character with the mouse device. 

 

If you shift the position of the caret, the 

position of the scrollbar is automatically updated, 

if necessary, to ensure that the caret is visible 

in the Letter Maker program window. 

 

In the illustration below, the caret has been 

shifted to the left edge of the "upper case letter 

C", in the word, "CANADA", in the third line of the 

text document, by left clicking the letter with the 

mouse device. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The position of the caret is identified with a 

label. 
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You can shift the caret to the left edge of the 

last character in a line of the text document, by 

left clicking the Text Box control, to the right, 

of last character in that line. 

 

If you shift the position of the caret, the 

position of the scrollbar control is automatically 

updated, if necessary, to ensure that the caret is 

visible in the Letter Maker program window. 
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In the illustration below, the caret has been 

shifted to the left edge of the last character in a 

line of the text document, by left clicking the 

Text Box control, to the right of the last 

character in that line. 

 

In the illustration, below, the last character, in 

the line of the text document, where the caret has 

been shifted, is a "carriage return plus line 

feed", character combination, and is not visible. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The position of the caret is identified with a 

label. 
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You can shift the caret to the left edge of the 

last character in the text document, by left 

clicking the Text Box control, below the last line 

of the text document. 

 

If you shift the position of the caret, the 

position of the scrollbar is automatically updated, 

if necessary, to ensure that the caret is visible 

in the Letter Maker program window. 

 

In the illustration, below, the caret has been 

shifted to the left edge of the last character in 

the text document by left clicking the Text Box 

control, below the last line of the text document. 

 

The last character of the text document is a "null" 

character, and is not visible. 
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11. How to insert a new line into a text document, 
by pressing the Enter key 

 

This section, of the documentation, provides 

information about how to insert a new line into a 

text document, by pressing the Enter key. 

 

In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The caret is positioned at the left edge of the 

last character of the document and is identified 

with a label. 

 

The last character of the document is a "null" 

character, and is not visible. 
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In the illustration above, the Text Box control has 

keyboard focus. 

 

If the Text Box control has keyboard focus, you can 

insert a new line into the text document, by 

pressing the Enter key. 

 

If the Text Box control does not have keyboard 

focus, you can set keyboard focus to the Text Box 

control, without affecting the position of the 

caret, by pressing the Tab key, while holding down 

the Shift key. 

 

If the Text Box control has keyboard focus, you can 

insert a "carriage return plus line feed" character 

combination into the text document, just after the 

caret, by pressing the Enter key. 

 

The "carriage return plus line feed" character 

combination designates the end of the line of the 

text document, where the character combination is 

located. 

 

If you insert a "carriage return plus line feed" 

character combination into the text document, just 

after the caret, the caret is shifted to the 

beginning of the next line of the text document. 

 

If you shift the position of the caret, the 

position of the scrollbar is automatically updated, 

if necessary, to ensure that the caret is visible 

in the Letter Maker program window. 
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In the illustration, below, a new line has been 

inserted into the text document, by pressing the 

Enter key. 

 

A "carriage return plus line feed" character 

combination, has been inserted into the text 

document, just to the right of the old position of 

the caret. 

 

The "carriage return plus line feed" character 

designates the end of the first line of the text 

document, and is not visible. 

 

The caret has been shifted to the beginning of the 

next line of the text document. 
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12. How to insert four consecutive spaces into a 
text document, by pressing the Tab key 

 

This section, of the documentation, provides 

information about how to insert four consecutive 

spaces into a text document, by pressing the Tab 

key. 

 

In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The position of the caret is identified with a 

label. 
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In the illustration, above, the Text Box control 

has keyboard focus. 

 

If the Text Box control has keyboard focus, you can 

insert four consecutive spaces into the text 

document, by pressing the Tab key. 

 

If the Text Box control does not have keyboard 

focus, you can set keyboard focus to the Text Box 

control, without affecting the position of the 

caret, by pressing the Tab key, while holding down 

the Shift key. 

 

If you insert four consecutive spaces into the text 

document, just to the right of the caret, the caret 

will be repositioned just after the last "space" 

character, inserted. 

 

If you shift the position of the caret, the 

position of the scrollbar is automatically updated, 

if necessary, to ensure that the caret is visible 

in the Letter Maker program window. 
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In the illustration, below, four consecutive spaces 

have been inserted into the text document, by 

pressing the Tab key. 

 

The caret has been repositioned just after the last 

"space" character, inserted. 
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13. How to delete a character of a text document, 
by pressing the Delete key. 

 

This section, of the documentation, provides 

information about how to delete a character of a 

text document, by pressing the Delete key. 

 

In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The caret is positioned just before the "four" 

character, "4", in the size indicator, "400 grams", 

and is identified with a label. 
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In the illustration, above, the Text Box control 

has keyboard focus. 

 

If the Text Box control has keyboard focus, you can 

delete the character, just after the caret, by 

pressing the Delete key. 

 

If the Text Box control does not have keyboard 

focus, you can set keyboard focus to the Text Box 

control, without affecting the position of the 

caret, by pressing the Tab key, while holding down 

the Shift key. 

 

If you shift the position of the caret, the 

position of the scrollbar is automatically updated, 

if necessary, to ensure that the caret is visible 

in the Letter Maker program window. 
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In the illustration, below, the "four" character, 

"4", in the size indicator, "400 grams", just after 

the caret, has been deleted, by pressing the Delete 

key. 
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14. How to delete a character of a text document, 
by pressing the Backspace key 

 

This section, of the documentation, provides 

information about how to delete a character of a 

text document, by pressing the Backspace key. 

 

In the illustration below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The caret is positioned just after the "four" 

character, "4", in the size indicator, "400 grams", 

and is identified with a label. 
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In the illustration, above, the Text Box control 

has keyboard focus. 

 

If the Text Box control does not have keyboard 

focus, you can set keyboard focus to the Text Box 

control, without affecting the position of the 

caret, by pressing the Tab key, while holding down 

the Shift key. 

 

If the Text Box control has keyboard focus, you can 

delete the character, just before the caret, by 

pressing the Backspace key. 

 

If you delete the character, of a text document, 

just before the position of the caret, by pressing 

the Backspace key, the caret will be repositioned 

just before the old position of the character that 

was deleted. 

 

If you shift the position of the caret, the 

position of the scrollbar is automatically updated, 

if necessary, to ensure that the caret is visible 

in the Letter Maker program window. 
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In the illustration, below, the "four" character, 

"4", in the size indicator, "400 grams", just 

before the caret, has been deleted, by pressing the 

Backspace key. 
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15. The components of the Letter Box control 
 

This section, of the documentation, provides 

information about the components of the Letter Box 

control. 

 

The Letter Box control is one of the components of 

the Letter Maker program. 

 

The Letter Box control is identified with a label 

in the illustration of the Letter Maker program 

window, below. 
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The components of the Letter Box control are the Up 

button, the Down button, the Line Index label, ten 

Letter Display labels and ten Letter Display 

Buttons. 

 

These components are identified with labels in the 

illustrations below. 
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The Letter Box control displays all the printable 

letters of the ANSI character set, which is also 

called the Western European character set. 

 

The ANSI or Western European character set is the 

default character set of the Windows operating 

system. 

 

The printable letters of the ANSI character set, 

range in character value, from 31 to 255. 

 

Each letter has a character value and a visual 

representation. 

 

The letters are displayed ten at a time, in a row 

of Letter Display buttons. 

 

The letters currently displayed by the Letter 

Display buttons can be inserted into the text 

document, using the keyboard, or the mouse device. 

 

The letters, currently displayed by the Letter Box 

control, can be scrolled, using the keyboard, or 

the mouse device. 
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The Up button is located at the upper left corner 

of the Letter Box control, and is identified with a 

label, in the illustration, below. 

 

You can use the Up button to scroll the letters, 

currently displayed by the Letter Box control. 
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The Down button is located in the lower left corner 

of the Letter Box control, and is identified with a 

label, in the illustration, below. 

 

You can use the Down button to scroll the letters 

currently displayed by the Letter Box control. 
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The Line Index label, is located just to the right 

of the Up button and the Down button, and is 

identified with a label, in the illustration, 

below. 

 

The Line Index label, displays the line index 

value, of the row of letters currently displayed by 

the Letter Box control. 

 

In the illustration, below, the Line Index label 

displays the line index value, 19_. 

 

In the illustration, below, the row of letters 

displayed by the Letter Box control, have character 

values between 190 and 199. 
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The Letter Display labels, are located in the upper 

right corner of the Letter Box control, and are 

identified with a label, in the illustration, 

below. 

 

There are ten Letter Display labels, that display 

index values between 0 and 9. 

 

Each Letter Display label, displays the index value 

of the Letter Display button directly below it. 

 

You can determine the character value of the 

character, displayed by a Letter Display button, by 

replacing the "underscore" character "_", of the 

current line index value, with the index value of 

the Letter Display button.  
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The Letter Display buttons, are located in the 

lower right corner of the Letter Box control, and 

are identified with a label, in the illustration, 

below. 

 

There are ten Letter Display buttons, that display 

the visual representation, of a range of 

characters, that belong to the ANSI character set. 

 

You can insert, the character displayed by a Letter 

Display button into the current text document, by 

using the mouse device, or the keyboard. 
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16. How to set keyboard focus to the  Letter Box 
control 

 

This section, of the documentation, provides 

information about how to set keyboard focus to the 

Letter Box control. 

 

If the Letter Box control has keyboard focus, one 

of the buttons of the Letter Box control, is the 

selected button of the Letter Box control. 

 

Keyboard input is directed to the capabilities of 

the selected button of the Letter Box control. 

 

The selected button of the Letter Box control 

displays a double thickness border. 

 

If the Letter Box control does not have keyboard 

focus, none of the buttons of the Letter Box 

control display a double thickness border. 
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In the illustration, below, none of the buttons of 

the Letter Box control, display a double thickness 

border, which indicates that the Letter Box control 

does not have keyboard focus. 

 

You can set keyboard focus to the Letter Box 

control, using one of the techniques, described 

below. 
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If the Letter Box control, does not have keyboard 

focus, you can set keyboard focus to the Letter Box 

control by pressing the Tab key, while holding down 

the Shift key. 

 

If you set keyboard focus to the Letter Box 

control, by pressing the Tab key, while holding 

down the Shift key, the Up button becomes the 

selected button of the Letter Box control, but the 

capabilities of the Up button are not triggered. 
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In the illustration, below, keyboard focus has been 

set to the Letter Box control, by pressing the Tab 

key, while holding down the Shift key. 

 

The Up button has become the selected button of the 

Letter Box control and keyboard input will now be 

directed to the capabilities of the Up button. 

 

The scrolling capabilities of the Up button have 

not been triggered. 
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In the illustration, below, none of the buttons of 

the Letter Box control, display a double thickness  

border, which indicates that the Letter Box control 

does not have keyboard focus. 

 

You can set keyboard focus to the Letter Box 

control, by left clicking the Up button with the 

mouse device. 

 

If you set keyboard focus to the Letter Box 

control, by left clicking the Up button with the 

mouse device, the capabilities of the Up button are 

triggered, and the Up button becomes the selected 

button of the Letter Box control. 
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In the illustration, below, keyboard focus has been 

set to the Letter Box control, by left clicking the 

Up button of the Letter Box control. 

 

The scrolling capabilities of the Up button have 

been triggered. 

 

The Up button has become the selected button of the 

Letter Box control and keyboard input will now be 

directed to the capabilities of the Up button. 
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In the illustration, below, none of the buttons of 

the Letter Box control, display a double thickness 

border, which indicates that the Letter Box control 

does not have keyboard focus. 

 

You can set keyboard focus to the Letter Box 

control, by left clicking the Down button, with the 

mouse device. 

 

If you set keyboard focus to the Letter Box 

control, by left clicking the Down button, with the 

mouse device, the capabilities of the Down button 

are triggered, and the Down button becomes the 

selected button of the Letter Box control. 
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In the illustration, below, keyboard focus has been 

set to the Letter Box control, by left clicking the 

Down button of the Letter Box control. 

 

The scrolling capabilities of the Down button have 

been triggered. 

 

The Down button has become the selected button of 

the Letter Box control, and keyboard input will now 

be directed to the capabilities of the Down button. 

 

 

 

 

 

 

 

 

 

The Down 

button is 

the selected 

button of 

the Letter 
Box control 

The Letter 

Box control 

has keyboard 
focus 

The Letter 

Box control 

has been 

scrolled 

downward. 
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In the illustration, below, none of the buttons of 

the Letter Box control, display a double thickness 

border, which indicates that the Letter Box control 

does not have keyboard focus. 

 

You can set keyboard focus to the Letter Box 

control, by left clicking the Line Index label with 

the mouse device. 

 

If you set keyboard focus to the Letter Box 

control, by left clicking the Line Index label with 

the mouse device, the Up button becomes the 

selected button of the Letter Box control, but the 

capabilities of the Up button are not triggered. 

 

 

 

 

 

 

The Letter Box 

control does not 

have keyboard 
focus. 
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In the illustration, below, keyboard focus has been 

set to the Letter Box control, by left clicking the 

Line Index label of the Letter Box control. 

 

The Up button has become the selected button of the 

Letter Box control and keyboard input will now be 

directed to the capabilities of the Up button. 

 

The scrolling capabilities of the Up button have 

not been triggered. 

 

 

 

 

 

 

 

 

 

The Letter 

Box control 

has keyboard 
focus 

The Up button 

is the 

selected 

button of the 

Letter Box 
control 

The location of 

the mouse device 

left click 



Letter Maker Help File 

Page 115 

In the illustration, below, none of the buttons of 

the Letter Box control, display a double thickness 

border, which indicates that the Letter Box control 

does not have keyboard focus. 

 

You can set keyboard focus to the Letter Box 

control, by left clicking a Letter Display label 

with the mouse device. 

 

If you set keyboard focus to the Letter Box 

control, by left clicking a Letter Display label 

with the mouse device, the Letter Display button 

directly below the Letter Display label, becomes 

the selected button of the Letter Box control. 

 

The capabilities of the Letter Display button are 

not triggered. 

 

 

The Letter Box 

control does 

not have 
keyboard focus. 
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In the illustration, below, keyboard focus has been 

set to the Letter Box control, by left clicking the 

first Letter Display label. 

 

The first Letter Display button, directly below the 

first Letter Display label, has become the selected 

button of the Letter Box control and keyboard input 

will now be directed to the capabilities of the 

first Letter Display button. 

 

The character insertion capabilities of the first 

Letter Display button have not been triggered. 

 

 

 

 

 

 

 

The Letter Box 

control has 

keyboard 
focus. 

The first 

Letter Display 

button is now 

the selected 

button of the 

Letter Box 

control. 
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of the mouse 

device left 
click 
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In the illustration, below, none of the buttons of 

the Letter Box control, display a double thickness 

border, which indicates that the Letter Box control 

does not have keyboard focus. 

 

You can set keyboard focus to the Letter Box 

control, by left clicking a Letter Display button 

with the mouse device. 

 

If you set keyboard focus to the Letter Box 

control, by left clicking a Letter Display button 

with the mouse device, the capabilities of the 

Letter Display button are triggered, and the Letter 

Display Button becomes the selected button of the 

Letter Box control. 

 

 

 

 

 

The Letter Box 

control does 

not have 

keyboard 

focus. 
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In the illustration, below, keyboard focus has been 

set to the Letter Box control, by left clicking the 

first Letter Display button of the Letter Box 

control. 

 

The character insertion capabilities of the first 

Letter Display button have been triggered. 

 

The first Letter Display button has become the 

selected button of the Letter Box control and 

keyboard input will now be directed to the 

capabilities of the first Letter Display button. 

 

 

 

 

 

 

 

The Letter Box 

control has 

keyboard 
focus. 

The first Letter 

Display button 
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selected button 
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17. How to insert a character into a text document, 
by directing keyboard input to the Letter Box 

control 

 

This section, of the documentation, provides 

information about how to insert a character into a 

text document, by directing keyboard input to the 

Letter Box control. 

 

You can insert a character into a text document, by 

directing keyboard input to the Letter Box control, 

using one of the techniques described below. 

 

In order to insert a character into a text 

document, by directing keyboard input to the Letter 

Box control, the Letter Box control must have 

keyboard focus, and one of the Letter Display 

buttons must be the selected button of the Letter 

Box control. 

 

If the Letter Box control does not have keyboard 

focus, or none of the Letter Display buttons are 

the selected button of the Letter Box control, you 

can set keyboard focus to the Letter Box control, 

and make one of the Letter Display buttons, the 

selected button of the Letter Box control, by left 

clicking the Letter Display label, directly above 

the Letter Display button, with the mouse. 
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In the illustration, below, the Letter Box control 

has keyboard focus, and the first Letter Display 

button is the selected button of the Letter Box 

control. 

 

If the Letter Box control has keyboard focus, and 

one of the Letter Display buttons is the selected 

button of the Letter Box control, you can insert 

the character displayed by the Letter Display 

button, into the text document, by pressing the 

Enter key. 

 

The character, inserted, will be positioned just 

after the caret. 

 

 

 

 

 

 

The Letter 

Box control 

has keyboard 
focus. 

The first 

Letter 

Display 

button is the 

selected 

button of the 

Letter Box 
control. 

The caret 
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In the illustration, below, the character displayed 

by the first Letter Display button, the "three-

quarter" character, has been inserted into the text 

document, by pressing the Enter key. 

 

The character has been positioned just after the 

old position of the caret. 

 

 

 

 

 

 

 

 

 

 

 

 

 

The "three-

quarter" 

character, "¾", 

has been 

inserted into 

the text 
document. 

The old position 
of the caret 
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In the illustration, below, the Letter Box control 

has keyboard focus, and the last Letter Display 

button is the selected button of the Letter Box 

control. 

 

If the Letter Box control has keyboard focus, and 

one of the Letter Display buttons is the selected 

button of the Letter Box control, you can insert 

the character displayed by that Letter Display 

button, into the text document, by pressing the 

Spacebar. 

 

The character, inserted, will be positioned just 

after the caret. 

 

 

 

 

 

 

The Letter Box 

control has 

keyboard 
focus. 

The last 

Letter 

Display 

button is 

the selected 

button of 

the Letter 
Box control. 

The caret 



Letter Maker Help File 

Page 123 

In the illustration, below, the character displayed 

by the selected Letter Display button, the "upper 

case C cedilla" character, has been inserted into 

the text document, by pressing the Spacebar. 

 

The character has been positioned just after the 

old position of the caret. 

 

 

 

 

 

 

 

 

 

 

 

 

 

The "upper case C 

cedilla", 

character, "Ç", 

has been inserted 

into the text 

document. 

The old position of the 
caret 
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18. How to insert a character into a text document, 
by directing mouse device input to the Letter Box 

control 

 

This section, of the documentation, provides 

information about how to insert a character into a 

text document by directing mouse device input to 

the Letter Box control. 

 

In the illustration, below, a new document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The position of the caret is identified with a 

label. 

 

 

 

 

 

The caret 
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You can insert the character displayed by a Letter 

Display button of the Letter Box control, into the 

current text document, by left clicking the Letter 

Display button with the mouse device. 

 

The character, inserted, will be positioned just 

after the caret. 

 

In the illustration, below, the character displayed 

by the first Letter Display button, the "three-

quarter" character, has been inserted into the text 

document, by left clicking the first Letter Display 

button, with the mouse device. 

 

The character has been positioned just after the 

old position of the caret. 

 

 

 

The "three-

quarter" 

character, 

"¾", has been 

inserted into 

the text 
document. 

The location of the 

mouse device left  

click 

The old position 
of the caret 
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In the illustration, below, a document is displayed 

in the Text Box control of the Letter Maker 

program. 

 

The position of the caret is identified with a 

label. 

 

 

 

 

 

 

 

 

 

 

 

 

 

The caret 
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In the illustration, below, the character displayed 

by the last Letter Display button, the "upper case 

C cedilla" character, has been inserted into the 

text document, by left clicking the last Letter 

Display button, with the mouse device. 

 

The character has been positioned just after the 

old position of the caret. 

 

 

 

 

 

 

 

 

 

 

 

 

The "upper case 

C cedilla" 

character, "Ç", 
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the text 
document. 
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of the caret 
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19. How to use the Tab key to set the selected 
button of the Letter Box control. 

 

This section of the documentation provides 

information about how to use the Tab key to set the 

selected button of the Letter Box control. 

 

If the Letter Box control has keyboard focus, 

keyboard input is directed to the capabilities of 

the selected button of the Letter Box control. 

 

The selected button of the Letter Box control 

displays a double thickness border. 

 

In the illustration, below, the Letter Box control 

has keyboard focus, and the Up button is the 

selected button of the Letter Box control. 

 

 

The Up button 

is the 

selected 

button of the 

Letter Box 

control. 

The Letter 

Box control 

has keyboard 

focus. 
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If the Letter Box control has keyboard focus, and 

the Up button, or the Down button is the selected 

button of the Letter Box control, you can make the 

first Letter Display button, the selected button of 

the Letter Box control, by pressing the Tab key. 

 

In the illustration, below, keyboard focus has been 

shifted from the Up button to the first Letter 

Display button, by pressing the Tab key. 

 

The character insertion capabilities of the first 

Letter Display button, have not been triggered. 

 

 

 

 

 

 

 

The old 

selected 

button of the 

Letter Box 
control. 

The new selected 

button of the 

Letter Box 
control 
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In the illustration, below, the Letter Box control 

has keyboard focus, and the Down button is the 

selected button of the Letter Box control. 
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If the Letter Box control has keyboard focus, and 

the Up button or the Down button is the selected 

button of the Letter Box control, you can make the 

first Letter Display button, the selected button of 

the Letter Box control, by pressing the Tab key. 

 

In the illustration, below, keyboard focus has been 

shifted from the Down button to the first Letter 

Display button, by pressing the Tab key. 

 

The character insertion capabilities of the first 

Letter Display button, have not been triggered. 

 

 

 

 

 

 

 

The old 

selected 

button of the 

Letter Box 
control. 

The new 

selected button 

of the Letter 
Box control 
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In the illustration, below, the Letter Box control 

has keyboard focus, and the first Letter Display 

button, is the selected button of the Letter Box 

control. 
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If the Letter Box control has keyboard focus, and 

one of the Letter Display buttons is the selected 

button of the Letter Box control, you can make the 

Up button the selected button of the Letter Box 

control, by pressing the Tab key. 

 

In the illustration, below, keyboard focus has been 

shifted from the first Letter Display button to the 

Up button, by pressing the Tab key. 

 

The scrolling capabilities of the Up button, have 

not been triggered. 

 

 

 

 

 

 

 

The new 

selected 

button of 

the Letter 
Box control 

The old 

selected button 

of the Letter 
Box control 
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In the illustration, below, the Letter Box control 

has keyboard focus, and the last Letter Display 

button is the selected button of the Letter Box 

control. 
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If the Letter Box control has keyboard focus, and 

one of the Letter Display buttons is the selected 

button of the Letter Box control, you can make the 

Up button the selected button of the Letter Box 

control, by pressing the Tab key. 

 

In the illustration, below, keyboard focus has been 

shifted from the last Letter Display button to the 

Up button, by pressing the Tab key. 

 

The scrolling capabilities of the Up button have 

not been triggered. 

 

 

 

 

 

 

 

The new selected 

button of the 

Letter Box 
control 

The old 

selected button 

of the Letter 
Box control 
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20. How to use the Down Arrow key and the Up Arrow 
key to set the selected button of the Letter Box 

control 

 

This section of the documentation provides 

information about how to use the Down Arrow key and 

the Up Arrow key to set the selected button of the 

Letter Box control. 

 

If the Letter Box control has keyboard focus, 

keyboard input is directed to the selected button 

of the Letter Box control. 

 

The selected button of the Letter Box control 

displays a double thickness border. 
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In the illustration below, the Letter Box control 

has keyboard focus, and the Up button is the 

selected button of the Letter Box control. 
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If the Letter Box control has keyboard focus, and 

the Up button is the selected button of the Letter 

Box control, you can make the Down button, the 

selected button of the Letter Box control, by 

pressing the Down Arrow key. 

 

In the illustration, below, keyboard focus has been 

shifted from the Up button to the Down button, by 

pressing the Down Arrow key. 

 

The scrolling capabilities of the Down button have 

not been triggered. 

 

 

 

 

 

 

 

The old 

selected 

button of the 

Letter Box 
control 

The new 

selected 

button of 

the Letter 
Box control 
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In the illustration, below, the Letter Box control 

has keyboard focus, and the Down button is the 

selected button of the Letter Box control. 
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If the Letter Box control has keyboard focus, and 

the Down button is the selected button of the 

Letter Box control, you can make the Up button the 

selected button of the Letter Box control, by 

pressing the Up Arrow key. 

 

In the illustration, below, keyboard focus has been 

shifted from the Down button to the Up button, by 

pressing the Up Arrow key. 

 

The scrolling capabilities of the Up button have 

not been triggered. 

 

 

 

 

 

 

 

The new 

selected 

button of the 

Letter Box 
control 
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selected 

button of the 

Letter Box 
control 
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21. How to use the Right Arrow key and the Left 
Arrow key to set the selected button of the 

Letter Box control 

 

This section, of the documentation, provides 

information about how to use the Right Arrow key 

and the Left Arrow key to set the selected button 

of the Letter Box control. 

 

If the Letter Box control has keyboard focus, 

keyboard input is directed to the selected button 

of the Letter Box control. 

 

The selected button of the Letter Box control 

displays a double thickness border. 
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In the illustration, below, the Letter Box control 

has keyboard focus, and the first Letter Display 

button is the selected button of the Letter Box 

control. 
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If the Letter Box control has keyboard focus, and 

one of the Letter Display buttons is the selected 

button of the Letter Box control, you can make the 

Letter Display button, just to the right, the 

selected button of the Letter Box control, by 

pressing the Right Arrow key. 

 

In the illustration, below, keyboard focus has been 

shifted from the first Letter Display button to the 

second Letter Display button, by pressing the Right 

Arrow key. 

 

The character insertion capabilities of the second 

Letter Display button have not been triggered. 
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selected button 
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The new selected 
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control 
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In the illustration, below, the Letter Box control 

has keyboard focus, and the second Letter Display 

button is the selected button of the Letter Box 

control. 
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If the Letter Box control has keyboard focus, and 

one of the Letter Display buttons is the selected 

button of the Letter Box control, you can make the 

Letter Display button, just to the left, the 

selected button of the Letter Box control, by 

pressing the Left Arrow key. 

 

In the illustration, below, keyboard focus has been 

shifted from the second Letter Display button to 

the first Letter Display button, by pressing the 

Left Arrow key. 

 

The character insertion capabilities of the first 

Letter Display button, have not been triggered. 

 

 

 

 

 

 

The new 

selected 

button of the 

Letter Box 
control 

The old selected 

button of the 

Letter Box 
control 
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22. How to use the Home key and the End key to set 
the selected button of the Letter Box control 

 

This section, of the documentation, provides 

information about how to use the Home key and the 

End key to set the selected button of the Letter 

Box control. 

 

If the Letter Box control has keyboard focus, 

keyboard focus is directed to the selected button 

of the Letter Box control. 

 

The selected button of the Letter Box control 

displays a double thickness border. 
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In the illustration, below, the Letter Box control 

has keyboard focus. 
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If the Letter Box control has keyboard focus, you 

can make the first Letter Display button, the 

selected button of the Letter Box control, by 

pressing the Home key. 

 

In the illustration, below, keyboard focus has been 

set to the first Letter Display button by pressing 

the Home key. 

 

The character insertion capabilities of the first 

Letter Display button, have not been triggered. 
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Letter Display 

button is the  

selected 
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control 
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In the illustration, below, the Letter Box control 

has keyboard focus. 
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If the Letter Box control has keyboard focus, you 

can make the last Letter Display button, the 

selected button of the Letter Box control, by 

pressing the End key. 

 

In the illustration, below, keyboard focus has been 

set to the last Letter Display button, by pressing 

the End key. 

 

The character insertion capabilities of the last 

Letter Display button, have not been triggered. 
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Display button is 

the selected 

button of the 
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control. 
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23. How to apply mouse device input to a label of 
the Letter Box control, to set the selected 

button of the Letter Box control. 

 

This section, of the documentation, provides 

information about how to apply mouse device input 

to a label of the Letter Box control, to set the 

selected button of the Letter Box control. 

 

If the Letter Box control has keyboard focus, 

keyboard input is directed to the selected button 

of the Letter Box control. 

 

The selected button of the Letter Box control 

displays a double thickness border. 
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You can make the Up button, the selected button of 

the Letter Box control, by left clicking the Line 

Index label with the mouse device. 

 

If you make the Up button, the selected button of 

the Letter Box control, the Letter Box control will 

have keyboard focus and keyboard input will be 

directed to the Up button. 

 

In the illustration, below, keyboard focus has been 

set to the Up button, by left clicking the Line 

Index label with the mouse device. 

 

The scrolling capabilities of the Up button have 

not been triggered. 
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You can make one of the Letter Display buttons, the 

selected button of the Letter Box control, by left 

clicking the Letter Display label, directly above 

the Letter Display button, with the mouse device. 

 

If you make one of the Letter Display buttons, the 

selected button of the Letter Box control, the 

Letter Box will have keyboard focus, and keyboard 

input will be directed to that Letter Display 

button. 
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In the illustration, below, keyboard focus has been 

set to the first Letter Display button, by left 

clicking the first Letter Display label, directly 

above the first Letter Display button, with the 

mouse device. 

 

The character insertion capabilities of the first 

Letter Display button have not been triggered. 
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24. How to use the Enter key or the Spacebar to 
scroll the characters displayed by the Letter Box 

control. 

 

This section, of the documentation, provides 

information about how to use the Enter key or the 

Spacebar to scroll the characters displayed by the 

Letter Box control. 

 

In order to use the Enter key or the Spacebar to 

scroll the characters displayed by the Letter Box 

control, upward, the Letter Box control must have 

keyboard focus and the Up button must be the 

selected button of the Letter Box control. 

 

You can set keyboard focus to the Letter Box 

control, and make the Up button, the selected 

button of the Letter Box control, by left clicking 

the Line Index label, of the Letter Box control, 

with the mouse device. 
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In the illustration, below, the Letter Box control 

has keyboard focus, and the Up button is the 

selected button of the Letter Box control. 

 

The characters 190 to 199 of the ANSI character set 

are currently displayed by the Letter Box control. 
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If the Letter Box control has keyboard focus, and 

the Up button is the selected button of the Letter 

Box control, you can scroll the characters, 

displayed by the Letter Box control, upward, by 

pressing the Enter key or the Spacebar. 

 

In the illustration, below, the characters 

displayed by the Letter Box control, have been 

scrolled upward, one row, by pressing the Enter 

key. 

 

The characters 180 to 189, of the ANSI character 

set are now displayed by the Letter Box control. 
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In order to use the Enter key or the Spacebar to 

scroll the characters displayed by the Letter Box 

control, downward, the Letter Box control must have 

keyboard focus, and the Down button must be the 

selected button of the Letter Box control. 

 

You can set keyboard focus to the Letter Box 

control, and make the Up button the selected button 

of the Letter Box control, by left clicking the 

Line Index label, of the Letter Box control, with 

the mouse device. 

 

If the Letter Box control has keyboard focus, and 

the Up button is the selected button of the Letter 

Box control, you can make the Down button the 

selected button of the Letter Box control, by 

pressing the Down Arrow key. 
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In the illustration, below, the Letter Box control 

has keyboard focus, and the Down button is the 

selected button of the Letter Box control. 

 

The characters 190 to 199 of the ANSI character set 

are currently displayed by the Letter Box control. 
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If the Letter Box control has keyboard focus, and 

the Down button is the selected button of the 

Letter Box control, you can scroll the characters, 

displayed by the Letter Box control downward, by 

pressing the Enter key or the Spacebar. 

 

In the illustration, below, the characters, 

displayed by the Letter Box control, have been 

scrolled downward, one row, by pressing the Enter 

key. 

 

The characters, 200 to 209, of the ANSI character 

set are now displayed by the Letter Box control. 
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25. How to use the Up Arrow key and the Down Arrow 
key, to scroll the characters displayed by the 

Letter Box control 

 

This section, of the documentation, provides 

information about how to use the Up Arrow key and 

the Down Arrow key to scroll the characters 

displayed by the Letter Box control. 

 

In order to use the Up Arrow key to scroll the 

characters displayed by the Letter Box control, the 

Letter Box control must have keyboard focus, and 

one of the Letter Display buttons must be the 

selected button of the Letter Box control. 

 

You can set keyboard focus to the Letter Box 

control, and make one of the Letter Display 

buttons, the selected button of the Letter Box 

control, by left clicking one of the Letter Display 

labels, with the mouse device. 
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In the illustration, below, the Letter Box control 

has keyboard focus, and the first Letter Display 

button is the selected button of the Letter Box 

control. 

 

The characters 190 to 199 of the ANSI character set 

are currently displayed by the Letter Box control. 
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If the Letter Box control has keyboard focus, and 

one of the Letter Display buttons is the selected 

button of the Letter Box control, you can scroll 

the characters, displayed by the Letter Box 

control, upward, by pressing the Up Arrow key. 

 

In the illustration, below, the characters 

displayed by the Letter Box control, have been 

scrolled upward, one row, by pressing the Up Arrow 

key. 

 

The characters 180 to 189 of the ANSI character set 

are now displayed by the Letter Box control. 
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In order to use the Down Arrow key to scroll the 

characters displayed by the Letter Box control, the 

Letter Box control must have keyboard focus, and 

one of the Letter Display buttons must be the 

selected button of the Letter Box control. 

 

You can set keyboard focus to the Letter Box 

control, and make one of the Letter Display 

buttons, the selected button of the Letter Box 

control, by left clicking one of the Letter Display 

labels, with the mouse device. 
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In the illustration, below, the Letter Box control 

has keyboard focus, and the first Letter Display 

button is the selected button of the Letter Box 

control. 

 

The characters 190 to 199 of the ANSI character set 

are currently displayed by the Letter Box control. 
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If the Letter Box control has keyboard focus, and 

one of the Letter Display buttons is the selected 

button of the Letter Box control, you can scroll 

the characters, displayed by the Letter Box 

control, downward, by pressing the Down Arrow key. 

 

In the illustration, below, the characters 

displayed by the Letter Box control, have been 

scrolled downward, one row, by pressing the Down 

Arrow key. 

 

The characters 200 to 209 of the ANSI character set 

are now displayed by the Letter Box control. 
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26. How to use the Page Up key and the Page Down 
key to scroll the characters displayed by the 

Letter Box control 

 

This section, of the documentation, provides 

information about how to use the Page Up key and 

the Page Down key, to scroll the characters 

displayed by the Letter Box control. 

 

In order to use the Page Up key to scroll the 

characters, displayed by the Letter Box control, 

the Letter Box control must have keyboard focus. 

 

You can set keyboard focus to the Letter Box 

control, by left clicking the Line Index label, of 

the Letter Box control, with the mouse device. 
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In the illustration, below, the Letter Box control 

has keyboard focus. 

 

The characters 190 to 199 of the ANSI character set 

are currently displayed by the Letter Box control. 
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If the Letter Box control has keyboard focus, you 

can scroll the characters, displayed by the Letter 

Box control, five rows upward, by pressing the Page 

Up key. 

 

If you scroll the characters, displayed by the 

Letter Box control, by pressing the Page Up key, 

the first Letter Display button will be made the 

selected button of the Letter Box control. 
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In the illustration, below, the characters 

displayed by the Letter Box control, have been 

scrolled five rows upward, by pressing the Page Up 

key. 

 

The characters 140 to 149 of the ANSI character set 

are now displayed. 

 

The first Letter Display button, has been made the 

selected button of the Letter Box control. 
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In order to use the Page Down key to scroll the 

characters, displayed by the Letter Box control, 

the Letter Box control must have keyboard focus. 

 

You can set keyboard focus to the Letter Box 

control, by left clicking the Line Index label, of 

the Letter Box control, with the mouse device. 
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In the illustration, below, the Letter Box control 

has keyboard focus. 

 

The characters 190 to 199 of the ANSI character set 

are currently displayed by the Letter Box control. 
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If the Letter Box control has keyboard focus, you 

can scroll the characters, displayed by the Letter 

Box control, five rows downward, by pressing the 

Page Down key. 

 

If you scroll the characters, displayed by the 

Letter Box control, by pressing the Page Down key, 

the first Letter Display button, will be made the 

selected button of the Letter Box control. 
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In the illustration, below, the characters 

displayed by the Letter Box control, have been 

scrolled five rows downward, by pressing the Page 

Down key. 

 

The characters 240 to 249 of the ANSI character set 

are now displayed. 

 

The first Letter Display button, has been made the 

selected button of the Letter Box control. 
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27. How to use the Page Up key, while holding down 
the Ctrl key, to scroll the characters displayed 

by the Letter Box control 

 

This section, of the documentation, provides 

information about how to use the Page Up key, while 

holding down the Ctrl key, to scroll the characters 

displayed by the Letter Box control. 

 

In order to use the Page Up key, while holding down 

the Ctrl key, to scroll the characters displayed by 

the Letter Box control, the Letter Box control must 

have keyboard focus. 

 

You can set keyboard focus to the Letter Box 

control, by left clicking the Line Index label, of 

the Letter Box control, with the mouse device. 
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In the illustration, below, the Letter Box control 

has keyboard focus. 

 

The characters 190 to 199 of the ANSI character set 

are currently displayed by the Letter Box control. 
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If the Letter Box control has keyboard focus, you 

can set the line index value, displayed by the Line 

Index label, to the next previous value in the 

series, 3_, 10_, 20_, and 25_, by pressing the Page 

Up key, while holding down the Ctrl key. 

 

When the line index value is 3_, the characters 

displayed by the Letter Box control, are the 

characters, 31 to 39 of the ANSI character set. 

 

When the line index value is 10_, the characters 

displayed by the Letter Box control, are the 

characters, 100 to 109 of the ANSI character set. 

 

When the line index value is 20_, the characters 

displayed by the Letter Box control, are the 

characters, 200 to 209 of the ANSI character set. 

 

When the line index value is 25_, the characters 

displayed by the Letter Box control, are the 

characters, 250 to 255 of the ANSI character set. 

 

If you scroll the characters, displayed by the 

Letter Box control, by pressing the Page Up key 

while holding down the Ctrl key, the first Letter 

Display button will be made the selected button of 

the Letter Box control. 
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In the illustration, below, the line index value, 

displayed by the Line Index label, has been 

scrolled from a value of 19_ to a value of 10_, by 

pressing the Page Up key, while holding down the 

Ctrl key. 

 

The characters 100 to 109 of the ANSI character set 

are now displayed. 

 

The first Letter Display button has been made the 

selected button of the Letter Box control. 
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28. How to use the Page Down key, while holding 
down the Ctrl key, to scroll the characters 

displayed by the Letter Box control. 

 

This section of the documentation, provides 

information about how to use the Page Down key, 

while holding down the Ctrl key, to scroll the 

characters displayed by the Letter Box control. 

 

In order to use the Page Down key, while holding 

down the Ctrl key, to scroll the characters 

displayed by the Letter Box control, the Letter Box 

control must have keyboard focus. 

 

You can set keyboard focus to the Letter Box 

control, by left clicking the Line Index label, of 

the Letter Box control, with the mouse device. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Letter Maker Help File 

Page 180 

In the illustration, below, the Letter Box control 

has keyboard focus. 

 

The characters 190 to 199 of the ANSI character set 

are currently displayed by the Letter Box control. 
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If the Letter Box control has keyboard focus, you 

can set the line index value, displayed by the Line 

Index label, to the next value in the series, 3_, 

10_, 20_, and 25_, by pressing the Page Down key, 

while holding down the Ctrl key. 

 

When the line index value is 3_, the characters 

displayed by the Letter Box control, are the 

characters, 31 to 39 of the ANSI character set. 

 

When the line index value is 10_, the characters 

displayed by the Letter Box control, are the 

characters, 100 to 109 of the ANSI character set. 

 

When the line index value is 20_, the characters 

displayed by the Letter Box control, are the 

characters, 200 to 209 of the ANSI character set. 

 

When the line index value is 25_, the characters 

displayed by the Letter Box control, are the 

characters, 250 to 255 of the ANSI character set. 

 

If you scroll the characters, displayed by the 

Letter Box control, by pressing the Page Down key, 

while holding down the Ctrl key, the first Letter 

Display button will be made the selected button of 

the Letter Box control. 
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In the illustration, below, the line index value, 

displayed by the Line Index label, has been 

scrolled from a value of 19_, to a value of 20_, by 

pressing the Page Down key, while holding down the 

Ctrl key. 

 

The characters 200 to 209 of the ANSI character set 

are now displayed. 

 

The first Letter Display button has been made the 

selected button of the Letter Box control. 
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29. How to use the Home key, while holding down the 
Ctrl key, to scroll the characters displayed by 

the Letter Box control 

 

This section of the documentation, provides 

information about how to use the Home key, while 

holding down the Ctrl key, to scroll the characters 

displayed by the Letter Box control. 

 

In order to use the Home key, while holding down 

the Ctrl key, to scroll the characters displayed by 

the Letter Box control, the Letter Box control must 

have keyboard focus. 

 

You can set keyboard focus to the Letter Box 

control, by left clicking the Line Index label, of 

the Letter Box control, with the mouse device. 
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In the illustration, below, the Letter Box control 

has keyboard focus. 

 

The characters 190 to 199 of the ANSI character set 

are currently displayed by the Letter Box control. 
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If the Letter Box control has keyboard focus, you 

can scroll the characters displayed by the Letter 

Box control to the first row, by pressing the Home 

key, while holding down the Ctrl key. 

 

If you scroll the characters, displayed by the 

Letter Box control, by pressing the Home key, while 

holding down the Ctrl key, the first Letter Display 

button will by made the selected button of the 

Letter Box control. 
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In the illustration, below, the characters 

displayed by the Letter Box control, have been 

scrolled to the first row, by pressing the Home 

key, while holding down the Ctrl key. 

 

The characters, 31 to 39 of the ANSI character set 

are now displayed. 

 

The first Letter Display button, has been made the 

selected button of the Letter Box control. 

 

The character displayed by the first Letter Display 

button is not a printable character, and can not be 

inserted into the text document. 
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30. How to use the End key, while holding down the 
Ctrl key, to scroll the characters displayed by 

the Letter Box control 

 

This section, of the documentation, provides 

information about how to use the End key, while 

holding down the Ctrl key, to scroll the characters 

displayed by the Letter Box control. 

 

In order to use the End key, while holding down the 

Ctrl key, to scroll the characters displayed by the 

Letter Box control, the Letter Box control must 

have keyboard focus. 

 

You can set keyboard focus to the Letter Box 

control, by left clicking the Line Index label, of 

the Letter Box control, with the mouse device. 
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In the illustration, below, the Letter Box control 

has keyboard focus. 

 

The characters 190 to 199 of the ANSI character set 

are currently displayed by the Letter Box control. 
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If the Letter Box control has keyboard focus, you 

can scroll the characters displayed by the Letter 

Box control to the last row, by pressing the End 

key, while holding down the Ctrl key. 

 

If you scroll the characters, displayed by the 

Letter Box control, by pressing the End key, while 

holding down the Ctrl key, the last Letter Display 

button will be made the selected button of the 

Letter Box control. 
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In the illustration, below, the characters 

displayed by the Letter Box control, have been 

scrolled to the last row, by pressing the End key, 

while holding down the Ctrl key. 

 

The characters, 250 to 255 of the ANSI character 

set are now displayed. 

 

The last Letter Display button has been made the 

selected button of the Letter Box control. 

 

The characters, displayed by the last four Letter 

Display buttons, are not printable characters, and 

can not be inserted into the text document. 
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31. How to scroll the characters displayed by the 
Letter Box control, by directing mouse device 

input to the Letter Box control  

 

This section, of the documentation, provides 

information about how to scroll the characters 

displayed by the Letter Box control, by directing 

mouse device input to the Letter Box control. 

 

In the illustration, below, the characters 190 to 

199 of the ANSI character set are displayed by the 

Letter Box control. 
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You can scroll the characters, displayed by the 

Letter Box control, one row upward, by left 

clicking the Up button of the Letter Box control, 

with the mouse device. 

 

If you keep the left mouse button down for 4/10 of 

a second, the characters displayed by the Letter 

Box control, will scroll upward continuously, until 

you release the left mouse button, or until the 

first row of characters is displayed. 
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In the illustration, below, the characters 

displayed by the Letter Box control, have been 

scrolled one row upward, by left clicking the Up 

button, of the Letter Box control, with the mouse 

device. 

 

The characters 180 to 189 of the ANSI character set 

are now displayed by the Letter Box control. 
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In the illustration, below, the characters 190 to 

199 of the ANSI character set are displayed by the 

Letter Box control. 
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You can scroll the characters, displayed by the 

Letter Box control, one row upward, by left 

clicking the Up button of the Letter Box control, 

with the mouse device. 

 

If you keep the left mouse button down for 4/10 of 

a second, the characters displayed by the Letter 

Box control, will scroll upward continuously, until 

you release the left mouse button, or until the 

first row of characters is displayed. 
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In the illustration, below, the characters 

displayed by the Letter Box control, have been 

scrolled to the first row, by left clicking the Up 

button, of the Letter Box control, with the mouse 

device, and keeping the left mouse button down 

until the first row was displayed. 

 

The characters 31 to 39 of the ANSI character set 

are now displayed. 

 

The character displayed by the first Letter Display 

button is not a printable character, and can not be 

inserted into the text document. 
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In the illustration, below, the characters 190 to 

199 of the ANSI character set are displayed by the 

Letter Box control. 
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You can scroll the characters, displayed by the 

Letter Box control, one row downward, by left 

clicking the Down button of the Letter Box control, 

with the mouse device. 

 

If you keep the left mouse button down for 4/10 of 

a second, the characters displayed by the Letter 

Box control, will scroll downward continuously, 

until you release the left mouse button, or until 

the last row of characters is displayed. 
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In the illustration, below, the characters 

displayed by the Letter Box control, have been 

scrolled one row downward, by left clicking the 

Down button of the Letter Box control, with the 

mouse device. 

 

The characters 200 to 209 of the ANSI character set 

are now displayed by the Letter Box control. 

 

 

 

 

 

 

 

 

 

 

 

 

Characters 

200 to 209 of 

the ANSI 

character set 

are now 

displayed. 



Letter Maker Help File 

Page 200 

In the illustration, below, the characters 190 to 

199 of the ANSI character set are displayed by the 

Letter Box control. 
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You can scroll the characters, displayed by the 

Letter Box control, one row downward, by left 

clicking the Down button of the Letter Box control, 

with the mouse device. 

 

If you keep the left mouse button down, for 4/10 of 

a second, the characters displayed by the Letter 

Box control, will scroll downward, continuously, 

until you release the left mouse button, or until 

the last row of characters is displayed. 
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In the illustration, below, the characters 

displayed by the Letter Box control, have been 

scrolled to the last row, by left clicking the Down 

button of the Letter Box control, with the mouse 

device, and keeping the left button down, until the 

last row was displayed. 

 

The characters 250 to 255 of the ANSI character set 

are now displayed. 

 

The characters displayed by the last four Letter 

Display buttons are not printable characters, and 

can not be inserted into the text document. 
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32. The characters displayed by the Letter Box 
control 

 

This section, of the documentation, provides 

information about the characters displayed by the 

Letter Box control. 

 

The Letter Box control is one of the components of 

the Letter Maker program, and allows you to insert 

all of the printable characters of the ANSI 

character set into a text document. 

 

The printable characters of the ANSI character set 

have character values between 31 and 255. 
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In the illustration above, the "square with an X" 

symbol,   , indicates that the character value does 

not pertain to a printable character. 

 

If a Letter Display button, displays the "square 

with an X" symbol, that Letter Display button can 

not be used to insert a character into the text 

document. 

 

In the illustration above, the "default character" 

symbol, �, indicates that the visual 

representation, of that character value is the 

default character symbol, �. 

 

If a Letter Display button displays the "default 

character" symbol, �, that Letter Display button 

can be used to insert the "default character" 

symbol, �, into the text document. 

 

In the illustration above, the "space character" 

symbol," ", indicates that the visual 

representation of that character value is the 

"space" character, " ". 

 

If a Letter Display button displays the "space 

character" symbol, " ", that Letter Display button 

can be used to insert a "space" character, " ", 

into the text document. 

 

 

 

 

 

 

 

 

 

 

 

 

 



Letter Maker Help File 

Page 206 

In the illustration, below, the printable 

characters of the ANSI character set are displayed 

in the Letter Maker program window. 

 

The printable characters of the ANSI character set, 

have character values between 31 and 255. 
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33. The parameters that define a section of 
selected text 

 

This section, of the documentation, provides 

information about the parameters that define a 

section of selected text. 

 

When the capabilities of the Letter Maker program, 

act on a text document, sections of unselected 

text, and sections of selected text, are acted on 

differently. 
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A section of selected text, is identified with a 

label in the illustration below. 
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The parameters that define a section of selected 

text are the selected characters, the selection 

starting position, the selection ending position, 

and the caret position. 

 

These parameters are identified with labels, in the 

illustration of a section of selected text, 

displayed below. 
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The selected characters are a continuous string of 

characters located in the text document. 

 

The selected characters are highlighted, when 

displayed in the Text Box control of the Letter 

Maker program window. 

 

In the illustration, below, of a section of 

selected text, the first selected character is a 

"space" character, " ", and the last selected 

character is a "zero" character, "0". 
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The selection starting position, of a section of 

selected text, is the left edge of the first 

selected character. 

 

In the illustration below, of a section of selected 

text, the selection starting position is the left 

edge of a "space" character, and is identified with 

a label. 
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The selection ending position, of a section of 

selected text, is the left edge of the character 

just after the last selected character. 

 

In the illustration below, of a section of selected 

text, the character, just after the last selected 

character, is a "carriage return plus line feed" 

character combination, and is not visible. 

 

In the illustration below, of a section of selected 

text, the selection ending position is identified 

with a label. 
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If a text document contains a section of selected 

text, the caret is positioned at either the 

selection starting position, or the selection 

ending position. 

 

The caret position is determined by the technique 

used to create the section of selected text. 

 

In the illustration, below, of a section of 

selected text, the caret position is the selection 

ending position, and is identified with a label. 

 

 

 

 

 

 

 

 

The caret 
position 



Letter Maker Help File 

Page 214 

34. How to create a section of selected text in a 
text document, that does not contain a section of 

selected text 

 

This section, of the documentation, provides 

information about how to create a section of 

selected text in a text document, that does not 

contain a section of selected text. 

 

You can create a section of selected text in a text 

document, that does not contain a section of 

selected text, by shifting the position of the 

caret, while holding down the Shift key. 

 

If you shift the caret position to the left, or 

upward, the new caret position will be the 

selection starting position, and the old caret 

position will be the selection ending position. 

 

If you shift the caret position to the right, or 

downward, the old caret position will be the 

selection starting position, and the new caret 

position will be the selection ending position. 

 

You can use one of the techniques, illustrated 

below, to create a section of selected text in a 

text document, that does not contain a section of 

selected text.  
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document does not contain a section of 

selected text. 

 

The position of the caret is identified with a 

label. 
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You can create a section of selected text in a text 

document, that does not contain a section of 

selected text, by pressing the Right Arrow key, 

while holding down the Shift key. 

 

In the illustration, below, a section of selected 

text has been created, by pressing the Right Arrow 

key, while holding down the Shift key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document does not contain a section of 

selected text. 

 

The position of the caret is identified with a 

label. 
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You can create a section of selected text in a text 

document, that does not contain a section of 

selected text, by pressing the Left Arrow key, 

while holding down the Shift key. 

 

In the illustration, below, a section of selected 

text has been created, by pressing the Left Arrow 

key, while holding down the Shift key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document does not contain a section of 

selected text. 

 

The position of the caret is identified, with a 

label. 
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You can create a section of selected text in a text 

document, that does not contain a section of 

selected text, by pressing the Down Arrow key, 

while holding down the Shift key. 

 

In the illustration, below, a section of selected 

text has been created by pressing the Down Arrow 

key, while holding down the Shift key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document does not contain a section of 

selected text. 

 

The position of the caret is identified with a 

label. 
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You can create a section of selected text in a text 

document, that does not contain a section of 

selected text, by pressing the Up Arrow key, while 

holding down the Shift key. 

 

In the illustration, below, a section of selected 

text has been created, by pressing the Up Arrow 

key, while holding down the Shift key. 

 

 

 

 

 

 

 

 

 

 

 

 

The old position 

of the caret 

The new position 
of the caret 



Letter Maker Help File 

Page 223 

In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document does not contain a section of 

selected text. 

 

The position of the caret is identified, with a 

label. 
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You can create a section of selected text, in a 

text document, that does not contain a section of 

selected text, by pressing the Home key, while 

holding down the Shift key. 

 

In the illustration, below, a section of selected 

text has been created, by pressing the Home key 

while holding down the Shift key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document does not contain a section of 

selected text. 

 

The position of the caret is identified, with a 

label.  
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You can create a section of selected text in a text 

document, that does not contain a section of 

selected text, by pressing the End key, while 

holding down the Shift key. 

 

In the illustration, below, a section of selected 

text has been created, by pressing the End key, 

while holding down the Shift key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document does not contain a section of 

selected text. 

 

The position of the caret is identified, with a 

label. 
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You can create a section of selected text in a text 

document, that does not contain a section of 

selected text, by pressing the Home key, while 

holding down the Ctrl key and the Shift key. 

 

In the illustration, below, a section of selected 

text has been created, by pressing the Home key, 

while holding down the Ctrl key and the Shift key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document does not contain a section of 

selected text. 

 

The position of the caret is identified, with a 

label. 
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You can create a section of selected text in a text 

document, that does not contain a section of 

selected text, by pressing the End key, while 

holding down the Ctrl key and the Shift key. 

 

In the illustration, below, a section of selected 

text has been created, by pressing the End key, 

while holding down the Ctrl key and the Shift key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document does not contain a section of 

selected text. 

 

The position of the caret is identified, with a 

label. 
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You can create a section of selected text in a text 

document, that does not contain a section of 

selected text, by pressing the Page Down key, while 

holding down the Shift key. 

 

In the illustration, below, a section of selected 

text has been created by pressing the Page Down 

key, while holding down the Shift key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document does not contain a section of 

selected text. 

 

The position of the caret is identified, with a 

label. 
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You can create a section of selected text in a text 

document, that does not contain a section of 

selected text, by pressing the Page Up key, while 

holding down the Shift key. 

 

In the illustration, below, a section of selected 

text has been created by pressing the Page Up key, 

while holding down the Shift key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document does not contain a section of 

selected text. 

 

The position of the caret is identified, with a 

label. 
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You can create a section of selected text in a text 

document, that does not contain a section of 

selected text, by pressing the Page Up key, while 

holding down the Ctrl key and the Shift key. 

 

In the illustration, below, a section of selected 

text has been created, by pressing the Page Up key, 

while holding down the Ctrl key and the Shift key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document does not contain a section of 

selected text. 

 

The position of the caret is identified, with a 

label. 
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You can create a section of selected text in a text 

document, that does not contain a section of 

selected text, by pressing the Page Down key, while 

holding down the Ctrl key and the Shift key. 

 

In the illustration, below, a section of selected 

text has been created, by pressing the Page Down 

key, while holding down the Ctrl key and the Shift 

key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document does not contain a section of 

selected text. 

 

The position of the caret is identified with a 

label. 
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You can create a section of selected text in a text 

document, that does not contain a section of 

selected text, by left clicking a character in the 

text document, with the mouse device, while holding 

down the Shift key. 

 

In the illustration, below, a section of selected 

text has been created, by left clicking the "upper 

case letter C", in the word "CANADA", in the third 

line of the text document, with the mouse device, 

while holding down the Shift key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document does not contain a section of 

selected text. 

 

The position of the caret is identified with a 

label. 
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You can create a section of selected text in a text 

document, by left clicking the Edit menu, with the 

mouse device, and then selecting, Select All, from 

the drop down list as illustrated below. 

 

If you create a section of selected text, by left 

clicking the Edit menu, and then selecting, Select 

All, from the drop down list, the selection 

starting position will be the left edge of the 

first character in the document, and the selection 

ending position, will be the left edge, of the last 

character in the text document. 

 

The last character in a text document, displayed in 

the Text Box control of the Letter Maker program is 

a "null" character, and is not visible. 
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In the illustration, below, a section of selected 

text has been created, by left clicking the Edit 

menu, with the mouse device, and then selecting, 

Select All, from the drop down list. 
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35. How to shift the starting position of a section 
of selected text 

 

This section, of the documentation, provides 

information about how to shift the starting 

position of a section of selected text. 

 

If a text document contains a section of selected 

text, the caret is positioned at either the 

starting position of the section of selected text, 

or the ending position of the section of selected 

text. 

 

If the caret is positioned at the starting position 

of a section of selected text, you can use one of 

the techniques, illustrated below, to shift the 

starting position of the section of selected text. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the caret is positioned at the starting 

position of the section of selected text. 

 

The position of the caret is identified with a 

label. 
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If the caret is positioned at the starting 

position, of a section of selected text, you can 

shift the starting position of the section of 

selected text, one character to the right, by  

pressing the Right Arrow key, while holding down 

the Shift key. 

 

In the illustration, below, the starting position, 

of a section of selected text, has been shifted, 

one character to the right, by pressing the Right 

Arrow key, while holding down the Shift key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the caret is positioned at the starting 

position of the section of selected text. 

 

The position of the caret is identified with a 

label. 
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If the caret is positioned at the starting 

position, of a section of selected text, you can 

shift the starting position of the section of 

selected text, one character to the left, by 

pressing the Left Arrow key, while holding down the 

Shift key. 

 

In the illustration, below, the starting position, 

of a section of selected text, has been shifted one 

character to the left, by pressing the Left Arrow 

key, while holding down the Shift key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the caret is positioned at the starting 

position of the section of selected text. 

 

The position of the caret is identified with a 

label. 
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If the caret is positioned at the starting position 

of a section of selected text, you can shift the 

starting position of the section of selected text, 

by pressing the Down Arrow key, while holding down 

the Shift key. 

 

If you shift the position of the caret, past the 

current ending position of the section of selected 

text, by pressing the Down Arrow key, while holding 

down the Shift key, the new starting position of 

the section of selected text will be the old ending 

position, of the section of selected text, and the 

new ending position, of the section of selected 

text, will be the new position of the caret. 
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In the illustration, below, the starting position 

of a section of selected text has been shifted, one 

line down, by pressing the Down Arrow key, while 

holding down the Shift key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the caret is positioned at the starting 

position of the section of selected text. 

 

The position of the caret is identified with a 

label. 
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If the caret is positioned at the starting position 

of a section of selected text, you can shift the 

starting position of that section of selected text, 

by pressing the Down Arrow key, while holding down 

the Shift key. 

 

If you shift the position of the caret, past the 

current ending position of the section of selected 

text, by pressing the Down Arrow key, while holding 

down the Shift key, the new starting position of 

the section of selected text, will be the old 

ending position of the section of selected text, 

and the new ending position, of the section of 

selected text, will be the new position of the 

caret. 
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In the illustration, below, the position of the 

caret, has been shifted past the old ending 

position of the section of selected text, by 

pressing the Down Arrow key, while holding down the 

Shift key. 

 

In the illustration, below, the new starting 

position, of the section of selected text, is the 

old ending position of the section of selected 

text, and the new ending position of the section of 

selected text, is the new position of the caret. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the caret is positioned at the starting 

position of the section of selected text. 

 

The position of the caret is identified with a 

caret. 

 

 

 

 

 

 

 

 

 

The caret 



Letter Maker Help File 

Page 256 

If the caret is positioned at the starting position 

of a section of selected text, you can shift the 

starting position of the section of selected text, 

one line upward, by pressing the Up Arrow key, 

while holding down the Shift key. 

 

In the illustration, below, the starting position, 

of a section of selected text, has been shifted one 

line upward, by pressing the Up Arrow key, while 

holding down the Shift key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the caret is positioned at the starting 

position of the section of selected text. 

 

The position of the caret is identified with a 

label. 
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If the caret is positioned at the starting 

position, of a section of selected text, you can 

shift the starting position of the section of 

selected text, to the left edge of the first 

character of the current line of the text document, 

by pressing the Home key, while holding down the 

Shift key. 

 

In the illustration, below, the starting position, 

of a section of selected text, has been shifted to 

the left edge of the first character of the current 

line of the text document, by pressing the Home 

key, while holding down the Shift key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the caret is positioned at the starting 

position of the section of selected text. 

 

The position of the caret is identified with a 

label. 
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If the caret is positioned at the starting position 

of a section of selected text, you can shift the 

starting position of the section of selected text, 

by pressing the End key, while holding down the 

Shift key. 

 

If you shift the position of the caret, past the 

current ending position of the section of selected 

text, by pressing the End key, while holding down 

the Shift key, the new starting position of the 

section of selected text will be the old ending 

position, of the section of selected text, and the 

new ending position of the section of selected 

text, will be the new position of the caret. 
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In the illustration, below, the starting position 

of a section of selected text, has been shifted to 

the left edge of the last character of the current 

line of the text document, by pressing the End key, 

while holding down the Shift key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the caret is positioned at the starting 

position of the section of selected text. 

 

The position of the caret is identified with a 

label. 
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If the caret is positioned at the starting position 

of a section of selected text, you can shift the 

starting position of the section of selected text, 

by pressing the End key, while holding down the 

Shift key. 

 

If you shift the position of the caret, past the 

current ending position of the section of selected 

text, by pressing the End key, while holding down 

the Shift key, the new starting position of the 

section of selected text will be the old ending 

position, of the section of selected text, and the 

new ending position, of the section of selected 

text, will be the new position of the caret. 
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In the illustration, below, the position of the 

caret, has been shifted past the old ending 

position of the section of selected text, by 

pressing the End key, while holding down the Shift 

key. 

 

In the illustration, below, the new starting 

position of the section of selected text, is the 

old ending position of the section of selected 

text, and the new ending position of the section of 

selected text, is the new position of the caret. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the caret is positioned at the starting 

position of the section of selected text. 

 

The position of the caret is identified with a 

label. 
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If the caret is positioned at the starting position 

of a section of selected text, you can shift the 

starting position of the section of selected text, 

to the beginning of the first line of the text 

document, by pressing the Home key, while holding 

down the Ctrl key and the Shift key. 

 

In the illustration below, the starting position of 

a section of selected text, has been shifted to the 

beginning of the first line of the text document, 

by pressing the Home key, while holding down the 

Ctrl key and the Shift key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the caret is positioned at the starting 

position of the section of selected text. 

 

The position of the caret is identified with a 

label. 
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If the caret is positioned at the starting position 

of a section of selected text, you can shift the 

starting position of the section of selected text, 

by pressing the End key, while holding down the 

Ctrl key and the Shift key. 

 

If you shift the position of the caret past the 

current ending position of the section of selected 

text, by pressing the End key, while holding down 

the Ctrl key and the Shift key, the new starting 

position of the section of selected text, will be 

the old ending position of the section of selected 

text, and the new ending position of the section of 

selected text, will be the new position of the 

caret. 
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In the illustration, below, the position of the 

caret, has been shifted past the old ending 

position of the section of selected text, by 

pressing the End key, while holding down the Ctrl 

key and the Shift key. 

 

In the illustration, below, the new starting 

position, of the section of selected text, is the 

old ending position of the section of selected 

text, and the new ending position of the section of 

selected text, is the new position of the caret. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the caret is positioned at the starting 

position of the section of selected text. 

 

The position of the caret is identified with a 

label. 
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If the caret is positioned at the starting position 

of a section of selected text, you can shift the 

starting position of the section of selected text, 

by pressing the Page Down key, while holding down 

the Shift key. 

 

If you shift the position of the caret, past the 

current ending position of the section of selected 

text, by pressing the Page Down key, while holding 

down the Shift key, the new starting position of 

the section of selected text, will be the old 

ending position of the section of selected text, 

and the new ending position of the section of 

selected text, will be the new position of the 

caret. 
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In the illustration, below, the starting position 

of a section of selected text has been shifted to 

the beginning of the line, approximately one screen 

down, by pressing the Page Down key, while holding 

down the Shift key. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The old 

position of 

the caret 

The new 

position of 

the caret 



Letter Maker Help File 

Page 273 

In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the caret is positioned at the starting 

position of the section of selected text. 

 

The position of the caret is identified with a 

label. 
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If the caret is positioned at the starting position 

of a section of selected text, you can shift the 

starting position of the section of selected text, 

by pressing the Page Down key, while holding down 

the Shift key. 

 

If you shift the position of the caret, past the 

current ending position of the section of selected 

text, by pressing the Page Down key, while holding 

down the Shift key, the new starting position of 

the section of selected text, will be the old 

ending position of the section of selected text, 

and the new ending position of the section of 

selected text, will be the new position of the 

caret. 
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In the illustration, below, the position of the 

caret, has been shifted past the old ending 

position of the section of selected text, by 

pressing the Page Down key, while holding down the 

Shift key. 

 

In the illustration, below, the new starting 

position of the section of selected text, is the 

old ending position of the section of selected 

text, and the new ending position of the section of 

selected text is the new position of the caret. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the caret is positioned at the starting 

position of the section of selected text. 

 

The position of the caret is identified with a 

label. 
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If the caret is positioned at the starting position 

of a section of selected text, you can shift the 

starting position of the section of selected text, 

to the beginning of the line, approximately one 

screen up, by pressing the Page Up key, while 

holding down the Shift key. 

 

In the illustration, below, the starting position, 

of a section of selected text, has been shifted to 

the beginning of the line, approximately one screen 

up, by pressing the Page Up key, while holding down 

the Shift key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the caret is positioned at the starting 

position of the section of selected text. 

 

The position of the caret is identified with a 

label. 
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If the caret is positioned at the starting position 

of a section of selected text, you can shift the 

starting position, of the section of selected text, 

by pressing the Page Up key, while holding down the 

Ctrl key and the Shift key. 

 

In the illustration, below, the starting position, 

of a section of selected text, has been shifted to 

the beginning of the first line of the current page 

of the text document, by pressing the Page Up key, 

while holding down the Ctrl key and the Shift key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the caret is positioned at the starting 

position of the section of selected text. 

 

The position of the caret is identified with a 

label. 
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If the caret is positioned at the starting position 

of a section of selected text, you can shift the 

starting position of the section of selected text, 

by pressing the Page Down key, while holding down 

the Ctrl key and the Shift key. 

 

If you shift the position of the caret, past the 

current ending position of the section of selected 

text, by pressing the Page Down key, while holding 

down the Ctrl key and the Shift key, the new 

starting position, of the section of selected text, 

will be the old ending position of the section of 

selected text, and the new ending position, of the 

section of selected text, will be the new position 

of the caret. 
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In the illustration, below, the starting position 

of a section of selected text, has been shifted to 

the beginning of the first line of the next page of 

the text document, by pressing the Page Down key, 

while holding down the Ctrl key and the Shift key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the caret is positioned at the starting 

position of the section of selected text. 

 

The position of the caret is identified with a 

label. 
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If the caret is positioned at the starting position 

of a section of selected text, you can shift the 

starting position of the section of selected text, 

by pressing the Page Down key, while holding down 

the Ctrl key and the Shift key. 

 

If you shift the caret past the current ending 

position of the section of selected text, by 

pressing the Page Down key, while holding down the 

Ctrl key and the Shift key, the new starting 

position of the section of selected text, will be 

the old ending position of the section of selected 

text, and the new ending position of the section of 

selected text, will be the new caret position. 
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In the illustration, below, the position of the 

caret has been shifted past the old ending position 

of the section of selected text, by pressing the 

Page Down key, while holding down the Ctrl key and 

the Shift key. 

 

In the illustration, below, the new starting 

position of the section of selected text, is the 

old ending position of the section of selected 

text, and the new ending position of the section of 

selected text, is the new position of the caret. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the caret is positioned at the starting 

position of the section of selected text. 

 

The position of the caret is identified with a 

label. 
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If the caret is positioned at the starting position 

of a section of selected text, you can shift the 

starting position of the section of selected text, 

by left clicking a character in the text document, 

with the mouse device, while holding down the Shift 

key. 

 

If you shift the position of the caret, past the 

current ending position of the section of selected 

text, by left clicking a character in the text 

document with the mouse device, while holding down 

the Shift key, the new starting position of the 

section of selected text, will be the old ending 

position of the section of selected text, and the 

new ending position of the section of selected text 

will be the new position of the caret. 
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In the illustration below, the starting position of 

a section of selected text has been shifted to the 

left edge of an "upper case T", character, one line 

up, by left clicking that character with the mouse 

device, while holding down the Shift key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the caret is positioned at the starting 

position of the section of selected text. 

 

The position of the caret is identified with a 

label. 
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If the caret is positioned at the starting position 

of a section of selected text, you can shift the 

starting position of the section of selected text, 

by left clicking a character in the text document, 

with the mouse device, while holding down the Shift 

key. 

 

If you shift the position of the caret, past the 

current ending position of the section of selected 

text, by left clicking a character in the text 

document, with the mouse device, while holding down 

the Shift key, the new starting position of the 

section of selected text, will be the old ending 

position of the section of selected text, and the 

new ending position of the section of selected 

text, will be the new position of the caret. 
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In the illustration, below, the starting position 

of a section of selected text, has been shifted to 

the left edge of a "lower case a", character, one 

line down, by left clicking that character with the 

mouse device, while holding down the Shift key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the caret is positioned at the starting 

position of the section of selected text. 

 

The position of the caret is identified with a 

label. 
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If the caret is positioned at the starting position 

of a section of selected text, you can shift the 

starting position of the section of selected text, 

by left clicking a character in the text document, 

with the mouse device, while holding down the Shift 

key. 

 

If you shift the position of the caret, past the 

current ending position of the section of selected 

text, by left clicking a character in the text 

document with the mouse device, while holding down 

the Shift key, the new starting position of the 

section of selected text, will be the old ending 

position of the section of selected text, and the 

new ending position of the section of selected 

text, will be the new position of the caret. 
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In the illustration, below, the position of the 

caret, has been shifted past the old ending 

position of the section of selected text, by left 

clicking a "lower case a", character, one line 

down, with the mouse device, while holding down the 

Shift key. 

 

In the illustration, below, the new starting 

position of the section of selected text, is the 

old ending position of the section of selected 

text, and the new ending position of the section of 

selected text, is the new position of the caret. 
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36. How to shift the ending position of a section 
of selected text 

 

This section, of the documentation, provides 

information about how to shift the ending position 

of a section of selected text. 

 

If a text document contains a section of selected 

text, the caret is positioned at either the 

starting position of the section of selected text, 

or at the ending position of the section of 

selected text. 

 

If the caret is positioned at the ending position 

of a section of selected text, you can use one of 

the techniques, illustrated below, to shift the 

ending position of the section of selected text. 
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In the illustration below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the caret is positioned at the ending 

position of the section of selected text. 

 

The position of the caret is identified with a 

label. 
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If the caret is positioned at the ending position, 

of a section of selected text, you can shift the 

ending position of the section of selected text, 

one character to the right, by pressing the Right 

Arrow key, while holding down the Shift key. 

 

In the illustration, below, the starting position, 

of a section of selected text, has been shifted, 

one character to the right, by pressing the Right 

Arrow key, while holding down the Shift key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the caret is positioned at the ending 

position of the section of selected text. 

 

The position of the caret is identified with a 

label. 
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If the caret is positioned at the ending position 

of a section of selected text, you can shift the 

ending position of the section of selected text, 

one character to the left, by pressing the Left 

Arrow key, while holding down the Shift key. 

 

In the illustration, below, the ending position, of 

a section of selected text, has been shifted one 

character to the left, by pressing the Left Arrow 

key, while holding down the Shift key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the caret is positioned at the ending 

position of the section of selected text. 

 

The position of the caret is identified with a 

label. 
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If the caret is positioned at the ending position 

of a section of selected text, you can shift the 

ending position of the section of selected text, 

one line down, by pressing the Down Arrow key, 

while holding down the Shift key. 

 

In the illustration, below, the ending position of 

a section of selected text has been shifted one 

line down, by pressing the Down Arrow key, while 

holding down the Shift key. 

 

 

 

 

 

 

 

 

 

The old position 
of the caret 

The new position 
of the caret 



Letter Maker Help File 

Page 302 

In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the caret is positioned at the ending 

position of the section of selected text. 

 

The position of the caret is identified with a 

label. 
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If the caret is positioned at the ending position 

of a section of selected text, you can shift the 

ending position of the section of selected text, by 

pressing the Up Arrow key, while holding down the 

Shift key. 

 

If you shift the position of the caret, before the 

current starting position of the section of 

selected text, by pressing the Up Arrow key, while 

holding down the Shift key, the new starting 

position of the section of selected text will be 

the new position of the caret, and the new ending 

position of the section of selected text, will be 

the old starting position of the section of 

selected text. 
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In the illustration, below, the ending position of 

a section of selected text has been shifted, one 

line up, by pressing the Up Arrow key, while 

holding down the Shift key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the caret is positioned at the starting 

position of the section of selected text. 

 

The position of the caret is identified with a 

label. 
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If the caret is positioned at the ending position 

of a section of selected text, you can shift the 

ending position of the section of selected text, by 

pressing the Up Arrow key, while holding down the 

Shift key. 

 

If you shift the position of the caret, before the 

current starting position of the section of 

selected text, by pressing the Up Arrow key, while 

holding down the Shift key, the new starting 

position of the section of selected text will be 

the new position of the caret, and the new ending 

position of the section of selected text, will be 

the old starting position of the section of 

selected text. 
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In the illustration, below, the position of the 

caret, has been shifted before the old starting 

position of the section of selected text, by 

pressing the Up Arrow key, while holding down the 

Shift key. 

 

In the illustration, below, the new starting 

position, of the section of selected text, is the 

new position of the caret, and the new ending 

position of the section of selected text, is the 

old starting position of the section of selected 

text. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the caret is positioned at the ending 

position of the section of selected text. 

 

The position of the caret is identified with a 

label. 
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If the caret is positioned at the ending position, 

of a section of selected text, you can shift the 

ending position of the section of selected text, by 

pressing the Home key, while holding down the Shift 

key. 

 

If you shift the position of the caret, before the 

current starting position of the section of 

selected text, by pressing the Home key, while 

holding down the Shift key, the new starting 

position of the section of selected text will be 

the new position of the caret, and the new ending 

position of the section of selected text, will be 

the old starting position of the section of 

selected text. 
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In the illustration, below, the ending position of 

a section of selected text, has been shifted to the 

left edge of the first character of the current 

line of the text document, by pressing the Home 

key, while holding down the Shift key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the caret is positioned at the ending 

position of the section of selected text. 

 

The position of the caret is identified with a 

label. 
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If the caret is positioned at the ending position 

of a section of selected text, you can shift the 

ending position of the section of selected text, by 

pressing the Home key, while holding down the Shift 

key. 

 

If you shift the position of the caret, before the 

current starting position of the section of 

selected text, by pressing the Home key, while 

holding down the Shift key, the new starting 

position of the section of selected text will be 

the new position of the caret, and the new ending 

position of the section of selected text, will be 

the old starting position of the section of 

selected text. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Letter Maker Help File 

Page 313 

In the illustration, below, the position of the 

caret, has been shifted before the old starting 

position of the section of selected text, by 

pressing the Home key, while holding down the Shift 

key. 

 

In the illustration, below, the new starting 

position of the section of selected text, is the 

new position of the caret, and the new ending 

position of the section of selected text, is the 

old starting position of the section of selected 

text. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the caret is positioned at the ending 

position of the section of selected text. 

 

The position of the caret is identified with a 

label. 
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If the caret is positioned at the ending position 

of a section of selected text, you can shift the 

ending position of the section of selected text, to 

the left edge of the last character in the current 

line of the text document, by pressing the End key, 

while holding down the Shift key. 

 

In the illustration, below, the ending position of 

a section of selected text, has been shifted to the 

left edge of the last character in the current line 

of the text document, by pressing the End key, 

while holding down the Shift key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the caret is positioned at the ending 

position of the section of selected text. 

 

The position of the caret is identified with a 

label. 
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If the caret is positioned at the ending position 

of a section of selected text, you can shift the 

ending position of the section of selected text, by 

pressing the Home key, while holding down the Ctrl 

key and the Shift key. 

 

If you shift the position of the caret, before the 

current starting position of the section of 

selected text, by pressing the Home key, while 

holding down the Ctrl key and the Shift key, the 

new starting position of the section of selected 

text, will be the new position of the caret, and 

the new ending position of the section of selected 

text, will be the old starting position of the 

section of selected text. 
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In the illustration, below, the position of the 

caret, has been shifted before the old starting 

position of the section of selected text, by 

pressing the Home key, while holding down the Ctrl 

key and the Shift key. 

 

In the illustration, below, the new starting 

position, of the section of selected text, is the 

new position of the caret, and the new ending 

position of the section of selected text, is the 

old starting position of the section of selected 

text. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the caret is positioned at the ending 

position of the section of selected text. 

 

The position of the caret is identified with a 

label. 
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If the caret is positioned at the ending position 

of a section of selected text, you can shift the 

ending position of the section of selected text, to 

the left edge of the last character in the text 

document, by pressing the End key, while holding 

down the Ctrl key and the Shift key. 

 

In the illustration, below, the ending position of 

a section of selected text, has been shifted to the 

left edge of the last character in the text 

document, by pressing the End key, while holding 

down the Ctrl key and the Shift key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the caret is positioned at the ending 

position of the section of selected text. 

 

The position of the caret is identified with a 

label. 
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If the caret is positioned at the ending position 

of a section of selected text, you can shift the 

ending position of the section of selected text, to 

the beginning of the line, approximately one screen 

down, by pressing the Page Down key, while holding 

down the Shift key. 

 

In the illustration, below, the ending position of 

a section of selected text, has been shifted to the 

beginning of the line, approximately one screen 

down, by pressing the Page Down key, while holding 

down the Shift key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the caret is positioned at the ending 

position of the section of selected text. 

 

The position of the caret is identified with a 

label. 
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If the caret is positioned at the ending position 

of a section of selected text, you can shift the 

ending position of the section of selected text, by 

pressing the Page Up key, while holding down the 

Shift key. 

 

If you shift the position of the caret, before the 

current starting position of the section of 

selected text, by pressing the Page Up key, while 

holding down the Shift key, the new starting 

position of the section of selected text, will be 

the new position of the caret, and the new ending 

position of the section of selected text, will be 

the old starting position of the section of 

selected text. 
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In the illustration, below, the ending position of 

a section of selected text, has been shifted to the 

beginning of the line, approximately one screen up, 

by pressing the Page Up key, while holding down the 

Shift key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the caret is positioned at the ending 

position of the section of selected text. 

 

The position of the caret is identified with a 

label. 
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If the caret is positioned at the ending position 

of a section of selected text, you can shift the 

ending position of the section of selected text, by 

pressing the Page Up key, while holding down the 

Shift key. 

 

If you shift the position of the caret, before the 

current starting position of the section of 

selected text, by pressing the Page Up key, while 

holding down the Shift key, the new starting 

position of the section of selected text, will be 

the new position of the caret, and the new ending 

position of the section of selected text, will be 

the old starting position of the section of 

selected text. 
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In the illustration, below, the position of the 

caret, has been shifted before the old starting 

position of the section of selected text, by 

pressing the Page Up key, while holding down the  

Shift key. 

 

In the illustration, below, the new starting 

position of the section of selected text, is the 

new position of the caret, and the new ending 

position of the section of selected text, is the 

old starting position of the section of selected 

text. 

 

 

 

 

 

 

 

The old position 
of the caret 

The new position 
of the caret 

The old starting 

position of the section 

of selected text 



Letter Maker Help File 

Page 329 

In the illustration below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the caret is positioned at the ending 

position of the section of selected text. 

 

The position of the caret is identified with a 

label. 
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If the caret is positioned at the ending position 

of a section of selected text, you can shift the 

ending position of the section of selected text, by 

pressing the Page Up key, while holding down the 

Ctrl key and the Shift key. 

 

If you shift the position of the caret, before the 

current starting position of the section of 

selected text, by pressing the Page Up key, while 

holding down the Ctrl key and the Shift key, the 

new starting position of the section of selected 

text, will be the new caret position, and the new 

ending position of the section of selected text, 

will be the old starting position of the section of 

selected text. 
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In the illustration, below, the ending position of 

a section of selected text, has been shifted to the 

beginning of the first line of the current page of 

the text document, by pressing the Page Up key, 

while holding down the Ctrl key and the Shift key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the caret is positioned at the ending 

position of the section of selected text. 

 

The position of the caret is identified with a 

label. 
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If the caret is positioned at the ending position 

of a section of selected text, you can shift the 

ending position of the section of selected text, by 

pressing the Page Up key, while holding down the 

Ctrl key and the Shift key. 

 

If you shift the caret before the current starting 

position of the section of selected text, by 

pressing the Page Up key, while holding down the 

Ctrl key and the Shift key, the new starting 

position of the section of selected text, will be 

the new position of the caret, and the new ending 

position of the section of selected text, will be 

the old starting position of the section of 

selected text. 
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In the illustration, below, the position of the 

caret has been shifted before the old starting 

position of the section of selected text, by 

pressing the Page Up key, while holding down the 

Ctrl key and the Shift key. 

 

In the illustration, below, the new starting 

position of the section of selected text, is the 

new position of the caret, and the new ending 

position of the section of selected text, is the 

old starting position of the section of selected 

text. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the caret is positioned at the ending 

position of the section of selected text. 

 

The position of the caret is identified with a 

label. 
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If the caret is positioned at the ending position 

of a section of selected text, you can shift the 

ending position of the section of selected text, by 

pressing the Page Down key, while holding down the 

Ctrl key and the Shift key. 

 

In the illustration, below, the ending position, of 

a section of selected text, has been shifted to the 

beginning of the first line of the next page of the 

text document, by pressing the Page Down key, while 

holding down the Ctrl key and the Shift key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the caret is positioned at the ending 

position of the section of selected text. 

 

The position of the caret is identified with a 

label. 
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If the caret is positioned at the ending position 

of a section of selected text, you can shift the 

ending position of the section of selected text, by 

left clicking a character in the text document, 

with the mouse device, while holding down the Shift 

key. 

 

If you shift the position of the caret, before the 

current starting position of the section of 

selected text, by left clicking a character in the 

text document, with the mouse device, while holding 

down the Shift key, the new starting position of 

the section of selected text, will be the new 

position of the caret, and the new ending position 

of the section of selected text, will be the old 

starting position of the section of selected text. 
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In the illustration, below, the ending position of 

a section of selected text, has been shifted to the 

left edge of a "lower case s", character, by left 

clicking that character with the mouse device, 

while holding down the Shift key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the caret is positioned at the ending 

position of the section of selected text. 

 

The position of the caret is identified with a 

label. 
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If the caret is positioned at the ending position 

of a section of selected text, you can shift the 

ending position of the section of selected text, by 

left clicking a character in the text document, 

with the mouse device, while holding down the Shift 

key. 

 

If you shift the position of the caret, before the 

current starting position of the section of 

selected text, by left clicking a character in the 

text document, with the mouse device, while holding 

down the Shift key, the new starting position of 

the section of selected text, will be the new 

position of the caret, and the new ending position 

of the section of selected text, will be the old 

starting position of the section of selected text. 
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In the illustration, below, the ending position of 

a section of selected text, has been shifted to the 

left edge of a "lower case r", character, by left 

clicking that character with the mouse device, 

while holding down the Shift key. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the caret is positioned at the ending 

position of the section of selected text. 

 

The position of the caret is identified with a 

label. 
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If the caret is positioned at the ending position 

of a section of selected text, you can shift the 

ending position of the section of selected text, by 

left clicking a character in the text document, 

with the mouse device, while holding down the Shift 

key. 

 

If you shift the position of the caret, before the 

current starting position of the section of 

selected text, by left clicking a character in the 

text document, with the mouse device, while holding 

down the Shift key, the new starting position of 

the section of selected text, will be the new 

position of the caret, and the new ending position 

of the section of selected text, will be the old 

starting position of the section of selected text. 
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In the illustration, below, the position of the 

caret, has been shifted before the old starting 

position of the section of selected text, by left 

clicking a "lower case e", character, with the 

mouse device, while holding down the Shift key. 

 

In the illustration, below, the new starting 

position of the section of selected text, is the 

new position of the caret, and the new ending 

position of the section of selected text is the old 

starting position of the section of selected text. 
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37. How to deselect a section of selected text 
 

This section, of the documentation, provides 

information about how to deselect a section of 

selected text. 

 

If a text document contains a section of selected 

text, you can use one of the techniques, 

illustrated below, to deselect the section of 

selected text. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text. 

 

The position of the caret is identified with a 

label. 
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If a text document contains a section of selected 

text, you can deselect the section of selected 

text, by pressing the Esc key. 

 

If you deselect a section of selected text, by 

pressing the Esc key, the old position of the caret 

will not be shifted. 

 

In the illustration, below, a section of selected 

text has been deselected, by pressing the Esc key. 

 

The old position of the caret has not been shifted. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text. 

 

The position of the caret is identified with a 

label. 
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If a text document contains a section of selected 

text, you can deselect the section of selected 

text, by pressing the Right Arrow key. 

 

If you deselect a section of selected text, by 

pressing the Right Arrow key, the old position of 

the caret, will usually be shifted. 

 

In the illustration, below, a section of selected 

text, has been deselected, by pressing the Right 

Arrow key. 

 

The old position of the caret, has been shifted one 

character to the right. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text. 

 

The position of the caret is identified with a 

label. 
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If a text document contains a section of selected 

text, you can deselect the section of selected 

text, by pressing the Left Arrow key. 

 

If you deselect a section of selected text, by 

pressing the Left Arrow key, the old position of 

the caret will usually be shifted. 

 

In the illustration, below, a section of selected 

text, has been deselected, by pressing the Left 

Arrow key. 

 

The old position of the caret, has been shifted one 

character to the left. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text. 

 

The position of the caret is identified with a 

label. 
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If a text document contains a section of selected 

text, you can deselect the section of selected 

text, by pressing the Down Arrow key. 

 

If you deselect a section of selected text, by 

pressing the Down Arrow key, the old position of 

the caret will usually be shifted. 

 

In the illustration, below, a section of selected 

text has been deselected, by pressing the Down 

Arrow key. 

 

The old position of the caret, has been shifted one 

line down. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text. 

 

The position of the caret is identified with a 

label. 
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If a text document contains a section of selected 

text, you can deselect the section of selected 

text, by pressing the Up Arrow key. 

 

If you deselect a section of selected text, by 

pressing the Up Arrow key, the old position of the 

caret will usually be shifted. 

 

In the illustration, below, a section of selected 

text, has been deselected, by pressing the Up Arrow 

key. 

 

The old position of the caret, has been shifted one 

line up. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text. 

 

The position of the caret is identified with a 

label. 
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If a text document contains a section of selected 

text, you can deselect the section of selected 

text, by pressing the Home key. 

 

If you deselect a section of selected text, by 

pressing the Home key, the old position of the 

caret will usually be shifted. 

 

In the illustration, below, a section of selected 

text, has been deselected, by pressing the Home 

key. 

 

The old position of the caret, has been shifted to 

the left edge of the first character of the current 

line of the text document. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text. 

 

The position of the caret is identified with a 

label. 
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If a text document contains a section of selected 

text, you can deselect the section of selected 

text, by pressing the End key. 

 

If you deselect a section of selected text, by 

pressing the End key, the old position of the caret 

will usually be shifted. 

 

In the illustration, below, a section of selected 

text, has been deselected, by pressing the End key. 

 

The old position of the caret, has been shifted to 

the left edge of the last character of the current 

line of the text document. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text. 

 

The position of the caret is identified with a 

label. 
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If a text document contains a section of selected 

text, you can deselect the section of selected 

text, by pressing the Home key, while holding down 

the Ctrl key. 

 

If you deselect a section of selected text, by 

pressing the Home key, while holding down the Ctrl 

key, the old position of the caret will usually be 

shifted. 

 

In the illustration, below, a section of selected 

text, has been deselected, by pressing the Home 

key, while holding down the Ctrl key. 

 

The old position of the caret, has been shifted to 

the beginning of the first line of the text 

document. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text. 

 

The position of the caret is identified with a 

label. 
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If a text document contains a section of selected 

text, you can deselect the section of selected 

text, by pressing the End key, while holding down 

the Ctrl key. 

 

If you deselect a section of selected text by 

pressing the End key, while holding down the Ctrl 

key, the old position of the caret will usually be 

shifted. 

 

In the illustration, below, a section of selected 

text, has been deselected, by pressing the End key, 

while holding down the Ctrl key. 

 

The old position of the caret, has been shifted to 

the left edge of the last character of the text 

document. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text. 

 

The position of the caret is identified with a 

label. 
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If a text document contains a section of selected 

text, you can deselect the section of selected 

text, by pressing the Page Down key. 

 

If you deselect a section of selected text, by 

pressing the Page Down key, the old position of the 

caret will usually be shifted. 

 

In the illustration, below, a section of selected 

text, has been deselected, by pressing the Page 

Down key. 

 

The old position of the caret, has been shifted to 

the beginning of the line, approximately one screen 

down. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text. 

 

The position of the caret is identified with a 

label. 

 

 

 

 

 

 

 

 

 

 

 

The caret 



Letter Maker Help File 

Page 368 

If a text document contains a section of selected 

text, you can deselect the section of selected 

text, by pressing the Page Up key. 

 

If you deselect the section of selected text, by 

pressing the Page Up key, the old position of the 

caret will usually be shifted. 

 

In the illustration, below, a section of selected 

text, has been deselected, by pressing the Page Up 

key. 

 

The old position of the caret has been shifted to 

the beginning of the line, approximately one screen 

up. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text. 

 

The position of the caret is identified with a 

label. 
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If a text document contains a section of selected 

text, you can deselect the section of selected 

text, by pressing the Page Up key, while holding 

down the Ctrl key. 

 

If you deselect a section of selected text, by 

pressing the Page Up key, while holding down the 

Ctrl key, the old position of the caret will 

usually be shifted. 

 

In the illustration, below, a section of selected 

text, has been deselected, by pressing the Page Up 

key, while holding down the Ctrl key. 

 

The old position of the caret, has been shifted to 

the beginning of the first line of the current page 

of the text document. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text. 

 

The position of the caret is identified with a 

label. 
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If a text document contains a section of selected 

text, you can deselect the section of selected 

text, by pressing the Page Down key, while holding 

down the Ctrl key. 

 

If you deselect a section of selected text, by 

pressing the Page Down key, while holding down the 

Ctrl key, the old position of the caret will 

usually be shifted. 

 

In the illustration, below, a section of selected 

text, has been deselected, by pressing the Page 

Down key, while holding down the Ctrl key. 

 

The old position of the caret, has been shifted to 

the beginning of the first line of the next page of 

the text document. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text. 

 

The position of the caret is identified with a 

label. 
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If a text document contains a section of selected 

text, you can deselect the section of selected 

text, by left clicking a character in the text 

document, with the mouse device. 

 

If you deselect a section of selected text, by left 

clicking a character in the text document, with the 

mouse device, the old position of the caret will 

usually by shifted. 

 

In the illustration, below, a section of selected 

text, has been deselected by left clicking a "lower 

case y", character with the mouse device. 

 

The old position of the caret, has been shifted to 

the left edge of the "lower case y", character, 

that was left clicked, with the mouse device. 
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38. How to replace a section of selected text with 
a character, by directing keyboard input to the 

Text Box control 

 

This section, of the documentation, provides 

information, about how to replace a section of 

selected text with a character, by directing 

keyboard input to the Text Box control. 

 

If a text document contains a section of selected 

text, and the Text Box control, has keyboard focus, 

you can replace the section of selected text with a 

character by using keyboard input to generate a 

printable character value. 

 

If you replace a section of selected text with a 

character, by using keyboard input to generate a 

printable character value, the section of selected 

text, will be deleted from the text document. 

 

The character, that is associated with the keyboard 

input, will be inserted into the text document, 

just after the current position of the caret. 

 

The caret will be repositioned just after the newly 

inserted character. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text and the Text Box control has keyboard focus. 

 

The position of the caret is identified with a 

label 
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In the illustration, below, a section of selected 

text, has been replaced with a "lower case X", 

character, by pressing the "letter X", key. 

 

The section of selected text has been deleted from 

the text document. 

 

The "lower case X", character, has been inserted 

into the text document, just after the old position 

of the caret. 

 

The caret has been repositioned just after the 

newly inserted "lower case X", character. 
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39. How to replace a section of selected text with 
a character, by directing keyboard input to the 

Letter Box control 

 

This section, of the documentation, provides 

information about how to replace a section of 

selected text with a character, by directing 

keyboard input to the Letter Box control. 

 

If a text document contains a section of selected 

text, and the Letter Box control, has keyboard 

focus, and one of the Letter Display buttons is the 

selected button of the Letter Box control, you can 

replace the section of selected text, with the 

character, associated with the selected Letter 

Display button, by pressing the Enter key or by 

pressing the Spacebar. 

 

If you replace a section of selected text, with a 

character, by directing keyboard input to the 

Letter Box control, the section of selected text, 

will be deleted from the text document. 

 

The character, that is associated with the selected 

Letter Display button of the Letter Box control, 

will be inserted into the text document, just after 

the current position of the caret. 

 

The caret will be repositioned just after the newly 

inserted character. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the Letter Box control has keyboard 

focus. 

 

The first Letter Display button is the selected 

button of the Letter Box control. 

 

The position of the caret is identified with a 

label. 
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In the illustration, below, a section of selected 

text, has been replaced with a "three-quarters", 

character, "¾", by pressing the Enter key. 

 

The section of selected text, has been deleted from 

the text document. 

 

The "three-quarters", character, "¾", has been 

inserted into the text document, just after the old 

position of the caret. 

 

The caret has been repositioned just after the 

newly inserted "three-quarters", "¾", character. 

 

 

 

 

 

 

 

The new position 
of the caret 



Letter Maker Help File 

Page 381 

In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the Letter Box control has keyboard 

focus. 

 

The last Letter Display button is the selected 

button of the Letter Box control. 

 

The position of the caret is identified with a 

label. 
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In the illustration, below, a section of selected 

text, has been replaced with an "upper case C 

cedilla", character, "Ç", by pressing the Spacebar. 

 

The section of selected text has been deleted from 

the text document. 

 

The "upper case C cedilla", character, "Ç", has 

been inserted into the text document, just after 

the old position of the caret. 

 

The caret has been repositioned just after the 

newly inserted "upper case C cedilla", character, 

"Ç". 
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40. How to replace a section of selected text with 
a character, by directing mouse device input to 

the Letter Box control 

 

This section, of the documentation, provides 

information about how to replace a section of 

selected text, with a character, by directing mouse 

device input to the Letter Box control. 

 

If a text document contains a section of selected 

text, you can replace the section of selected text, 

with the character associated with a Letter Display 

button of the Letter Box control, by left clicking 

the Letter Display button, with the mouse device. 

 

The character, that is associated with the Letter 

Display button, that is left clicked, with the 

mouse device, will be inserted into the text 

document, just after the current position of the 

caret. 

 

The caret will be repositioned just after the newly 

inserted character. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text. 

 

The position of the caret is identified with a 

label. 
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In the illustration, below, a section of selected 

text, has been replaced, with a "three-quarters", 

character, "¾", by left clicking, the first Letter 

Display button, of the Letter Box control, with the 

mouse device. 

 

The section of selected text, has been deleted from 

the text document. 

 

The "three-quarters", character, "¾", has been 

inserted just after the old position of the caret. 

 

The caret has been repositioned just after the 

newly inserted "three-quarters", character, "¾". 
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41. How to replace a section of selected text with 
a new line in the text document, by pressing the 

Enter key. 

 

This section, of the documentation, provides 

information, about how to replace a section of 

selected text with a new line in the text document, 

by pressing the Enter key. 

 

If a text document contains a section of selected 

text, and the Text Box control has keyboard focus, 

you can replace the section of selected text with a 

new line in the text document by pressing the Enter 

key. 

 

If you replace a section of selected text, with a 

new line in the text document, by pressing the 

Enter key, the section of selected text will be 

deleted from the text document. 

 

A "carriage return plus line feed", character 

combination, that designates the end of the current 

line of the text document, and the beginning of 

next line in the text document, will be inserted 

into the text document, just after the current 

position of the caret. 

 

The caret will be repositioned, just after the 

newly inserted "carriage return plus line feed", 

character combination, at the beginning of the next 

line in the text document. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text and the Text Box control has keyboard focus. 

 

The position of the caret is identified with a 

label. 

 

 

 

 

 

 

 

 

 

The caret 
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In the illustration, below, a section of selected 

text has been replaced with a new line in the text 

document, by pressing the Enter key. 

 

The section of selected text, has been deleted from 

the text document. 

 

A "carriage return plus line feed", character 

combination, has been inserted into the text 

document just after the old position of the caret. 

 

The caret has been repositioned, just after the 

newly inserted "carriage return plus line feed", 

character combination, at the beginning of the next 

line in the text document. 

 

 

 

 

 

The new position 
of the caret 

A "carriage return 

plus line feed", 
character combination 
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42. How to replace a section of selected text with 
four consecutive spaces in the text document, by 

pressing the Tab key 

 

This section, of the documentation, provides 

information, about how to replace a section of 

selected text, with four consecutive spaces in the 

text document, by pressing the Tab key. 

 

If a text document contains a section of selected 

text, and the Text Box control has keyboard focus, 

you can replace the section of selected text with 

four consecutive spaces in the text document, by 

pressing the Tab key. 

 

If you replace a section of selected text, with 

four consecutive spaces in the text document, by 

pressing the Tab key, the section of selected text 

will be deleted from the text document. 

 

Four consecutive "space", characters, " ", will be 

inserted into the text document, just after the 

current position of the caret. 

 

The caret will be repositioned just after the last 

of the four, newly inserted "space", characters. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text and the Text Box control has keyboard focus. 

 

The position of the caret is identified with a 

label. 

 

 

 

 

 

 

 

 

 

 

 

The caret 
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In the illustration, below, a section of selected 

text has been replaced with four consecutive spaces 

in the text document, by pressing the Tab key. 

 

The section of selected text has been deleted from 

the text document. 

 

Four consecutive "space", characters, " ", have 

been inserted into the text document, just after 

the old position of the caret. 

 

The caret has been repositioned just after the last 

of the four, newly inserted "space", characters. 

 

 

 

 

 

 

 

Four consecutive 
"space", characters 

The new position 
of the caret 
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43. How to delete a section of selected text, by 
pressing the Delete key 

 

This section, of the documentation, provides 

information, about how to delete a section of 

selected text, by pressing the Delete key. 

 

If a text document contains a section of selected 

text, and the Text Box control has keyboard focus, 

you can delete the section of selected text, by 

pressing the Delete key. 

 

If you delete a section of selected text, by 

pressing the Delete key, the section of selected 

text will be deleted from the text document. 

 

The caret will be repositioned at the left edge of 

the first character following the section of 

selected text, that was deleted from the text 

document. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the Text Box control has keyboard focus. 

 

The position of the caret is identified with a 

label. 

 

 

 

 

 

 

 

 

 

 

 

The caret 
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In the illustration, below, a section of selected 

text has been deleted, by pressing the Delete key. 

 

The section of selected text has been deleted from 

the text document. 

 

The caret has been repositioned at the left edge of 

the first character, following the section of 

selected text that was deleted from the text 

document. 

 

 

 

 

 

 

 

 

 

The new position 
of the caret 
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44. How to delete a section of selected text, by 
pressing the Backspace key 

 

This section, of the documentation, provides 

information, about how to delete a section of 

selected text, by pressing the Backspace key. 

 

If a text document contains a section of selected 

text, and the Text Box control has keyboard focus, 

you can delete the section of selected text, by 

pressing the Backspace key. 

 

If you delete a section of selected text, by 

pressing the Backspace key, the section of selected 

text will be deleted from the text document. 

 

The caret will be repositioned at the left edge of 

the first character following the section of 

selected text, that was deleted from the text 

document. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, and the Text Box control has keyboard focus. 

 

The position of the caret is identified with a 

label. 

 

 

 

 

 

 

 

 

 

 

 

The caret 
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In the illustration, below, a section of selected 

text has been deleted, by pressing the Backspace 

key. 

 

The section of selected text has been deleted from 

the text document. 

 

The caret has been repositioned at the left edge of 

the first character, following the section of 

selected text that was deleted from the text 

document. 

 

 

 

 

 

 

 

 

The new position 
of the caret 
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45. How to save a text document 
 

This section, of the documentation, provides 

information, about how to save a text document. 

 

You can save the current text document, to your 

hard drive, or to other storage media, by using the 

technique described below. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The caption displayed in the title bar, of the 

Letter Maker program window, is the name of the 

Letter Maker program, which indicates that the text 

document has not yet been saved. 

 

You can use the technique, described below, to save 

the current text document, to the hard drive of 

your computer, or to other storage media. 

 

 

 

 

 

 

 

The title 
bar 

The title bar 
caption 



Letter Maker Help File 

Page 400 

To save the current text document, to your hard 

drive, or to other storage media, left click File 

on the menu bar, with the mouse device, and then 

select Save... from the drop down list, as 

illustrated below. 
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The Save As dialog box is displayed, as illustrated 

below. 

 

The Save As dialog box allows you to specify a 

filename for the current text document, and a 

location, on your computer system, where the 

current text document, can be saved. 
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In the illustration, below, the Save As dialog box 

has been configured, to specify a directory and a 

filename, that will be used to save the current 

text document. 

 

The root of the I: directory has been specified as 

the directory, where the text document will be 

saved, and is displayed in the Save in list box.  

 

The filename, "SmallTownFoodsMarch4.txt", has been 

specified as the filename, that will be used to 

save the current text document, and is displayed in 

the Filename, text box. 

 

 

 

 

 

 

 

The Save in 
list box 
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In the illustration, below, the Save As dialog box 

has been configured, to save the current text 

document to the root of the I: drive, with the 

filename, "SmallTownFoodsMarch4.txt". 

 

To save the current text document, to the root of 

the I: drive, with the filename, 

"SmallTownFoodsMarch4.txt", left click the Save 

button with the mouse device. 
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In the illustration, below, the current text 

document, has been saved with the filename, 

"SmallTownFoodsMarch4.txt". 

 

The filename, that was used to save the text 

document, "SmallTownFoodsMarch4.txt", now is 

displayed in the title bar of the Letter Maker 

program window. 
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46. How to start a new document 
 

This section, of the documentation, provides 

information, about how to start a new document. 

 

In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

You can start a new text document, by using the 

technique described below. 
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To start a new document, left click File on the 

menu bar, with the mouse device, and then select 

New, from the drop down list as illustrated below. 
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If the current text document has been changed, 

since the text document was last saved, the Save 

Current File, message box, will be displayed as 

illustrated below. 

 

To save the current text document, instead of 

starting a new document, left click the Yes button, 

with the mouse device. 

 

To cancel the starting of a new document, without 

saving the current text document, left click the 

Cancel button with the mouse device. 

 

To start a new document, without saving the current 

text document, left click the No button, with the 

mouse device. 
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In the illustration, below, a new text document, 

has been started and is displayed in the Text Box 

control of the Letter Maker program. 

 

The caption, displayed in the title bar of the 

Letter Maker program window, is the name of the 

Letter Maker program, "Letter Maker", which 

indicates that the current text document has not 

yet been saved. 

 

The caret is positioned at the beginning of the 

first line of the new text document. 

 

 

 

 

 

 

 

The title 

bar 

The caret 
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47. How to open a text document 
 

This section of the documentation, provides 

information, about how to open a text document. 

 

If your computer system has access to a text 

document, that has been saved to the hard drive, or 

to other storage media, you can open the text 

document into the Letter Maker program, by using 

the technique described below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Letter Maker Help File 

Page 410 

To open a text document, that has been saved to 

your hard drive, or to other storage media, left 

click File on the menu bar, with the mouse device, 

and then select Open... from the drop down list, as 

illustrated below. 
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If the current text document has been changed, 

since the text document was last saved, the Save 

Current File, message box, will be displayed as 

illustrated below. 

 

To save the current text document, instead of 

opening a text document, left click the Yes button, 

with the mouse device. 

 

To cancel the opening of a text document, without 

saving the current text document, left click the 

Cancel button with the mouse device. 

 

To open a text document, without saving the current 

text document, left click the No button, with the 

mouse device. 
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In the illustration, below, the No button of the 

Save Current File, message box, has been left 

clicked, with the mouse device, and the Open dialog 

box is displayed. 

 

The Open dialog box allows you to specify the 

filename, and the location, on your computer 

system, of the text document, that you would like 

to open, into the Letter Maker program. 
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In the illustration, below, the Open dialog box, 

has been configured, to specify the directory, and 

the filename, of the text document, that is to be 

opened into the Letter Maker program. 

 

The root of the I: directory, has been specified as 

the directory, that contains the text document, 

that is to be opened into the Letter Maker program, 

and is displayed in the Look in list box. 

 

The filename, "SmallTownFoodsMarch4.txt", has been 

specified as the filename of the text document, 

that is to opened into the Letter Maker program, 

and is displayed in the File name text box. 
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In the illustration, below, the Open dialog box has 

been configured, to open the text document, with 

the filename, "SmallTownFoodsMarch4.txt", that is 

located at the root of the I: drive, in the Letter 

Maker program. 

 

To open the text document, with the filename, 

"SmallTownFoodsMarch4.txt", that is located at the 

root of the I: drive, left click the Open button 

with the mouse device. 
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In the illustration, below, the text document, with 

the filename, "SmallTownFoodsMarch4.txt", has been 

opened in the Letter Maker program, and is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The caption, displayed in the title bar of the 

Letter Maker program window, is the filename of the 

text document, "SmallTownFoodsMarch4.txt". 

 

The caret is positioned at the beginning of the 

first line of the text document. 
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48. How to print a text document 
 

This section, of the documentation, provides 

information, about how to print a text document. 

 

In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

You can print a text document, that is displayed in 

the Text Box control of the Letter Maker program, 

by using the technique, described below. 
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To print the text document, that is displayed in 

the Text Box control of the Letter Maker program, 

left click File on the menu bar, and then select 

Print... from the drop down list as illustrated 

below. 
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The Print dialog box is displayed, as illustrated 

below. 

 

The Print dialog box allows you to specify the name 

of the printer, that will be used to print the 

current text document, and the printer properties, 

that will apply to the printing of the current text 

document. 

 

The Letter Maker program, is designed to print on 

letter size paper. 

 

Letter size paper is 8 1/2 inches wide by 11 inches 

long. 
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In the illustration, below, the Print dialog box 

has been configured to specify the name of the 

printer, and the printer properties, that will 

apply to the printing of the current text document. 

 

The name of the printer that will be used to print 

the current text document, is displayed in the Name 

list box. 

 

The properties of the selected printer, can be 

viewed and edited, by left clicking the Properties 

button with the mouse device. 

 

To print the current text document, using the 

printer, named in the Print dialog box, and the 

printer properties specified in the Print dialog 

box, left click the OK button, with the mouse 

device. 
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Properties 
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49. How to copy a section of selected text to the 
Windows Clipboard 

 

This section, of the documentation, provides 

information, about how to copy a section of 

selected text to the Windows Clipboard. 

 

If a section of text, has been copied to the 

Windows Clipboard, the section of text is available 

to all computer programs that are currently running 

on the computer system. 

 

The section of text, that has been copied to the 

Windows Clipboard, can be inserted into a text 

document, currently being edited by one of the 

computer programs, that is running on the computer 

system. 

 

If a text document is displayed in the Text Box 

control of the Letter Maker program and the text 

document contains a section of selected text, the 

section of selected text can be copied to the 

Windows Clipboard using the technique, described 

below. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text. 

 

To copy the section of selected text, to the 

Windows Clipboard, left click Edit on the menu bar, 

and then select Copy from the drop down list as 

illustrated below. 
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In the illustration, below, a section of selected 

text, "SmallTown Foods", has been copied to the 

Windows Clipboard. 

 

The section of selected text, "SmallTown Foods", is 

now contained by the Windows Clipboard, and is 

available to all computer programs that are 

currently running on the computer system. 

 

The section of selected text, "SmallTown Foods", 

can be inserted into a text document, currently 

being edited by one of the computer programs, that 

is currently running on the computer system. 
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50. How to paste a section of text, that has been 
copied to the Windows Clipboard, into a text 

document. 

 

This section, of the documentation, provides 

information, about how to paste a section of text, 

that has been copied to the Windows Clipboard, into 

a text document. 

 

If a section of text, has been copied to the 

Windows Clipboard, and a text document is displayed 

in the Text Box control of the Letter Maker 

program, you can paste the section of text, that 

has been copied to the Windows Clipboard into the 

text document, displayed by the Text Box control of 

the Letter Maker program, by using the technique, 

described below. 
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In the illustration, below, a section of text, 

"SmallTown Foods", has been copied to the Windows 

Clipboard. 

 

A text document is displayed in the Text Box 

control of the Letter Maker program. 

 

The position of the caret is identified with a 

label. 

 

To paste the section of text, that has been copied 

to the Windows Clipboard, into the text document, 

that is displayed in the Text Box control of the 

Letter Maker program, left click Edit on the menu 

bar, and then select Paste from the drop down list 

as illustrated below. 

 

 

 

The caret 
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In the illustration, below, a section of text, that 

had been copied to the Windows Clipboard, has been 

pasted into the text document, displayed in the 

Text Box control of the Letter Maker program. 

 

The section of text, that had been copied to the 

Windows Clipboard, "SmallTown Foods", has been 

pasted into the text document, displayed in the 

Text Box control of the Letter Maker program, just 

after the old position of the caret. 

 

In the illustration, below, the caret has been 

repositioned just after the section of text, that 

has been pasted into the text document, displayed 

in the Text Box control of the Letter Maker 

program. 
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of the caret 

The new 

position of 

the caret 

The section of text, pasted 
into the text document 



Letter Maker Help File 

Page 426 

51. How to cut a section of selected text to the 
Windows Clipboard 

 

This section, of the documentation, provides 

information, about how to cut a section of selected 

text to the Windows Clipboard. 

 

If a section of text has been cut to the Windows 

Clipboard, the section of text is available to all 

computer programs that are currently running on the 

computer system. 

 

The section of text, that has been cut to the 

Windows Clipboard, can be inserted into a text 

document, currently being edited by one of the 

computer programs, that is running on the computer 

system. 

 

If you cut a section of selected text, to the 

Windows Clipboard, the section of selected text 

will be copied to the Windows Clipboard, and the 

section of selected text will be deleted from the 

current text document. 

 

If a text document is displayed in the Text Box 

control of the Letter Maker program, and the text 

document contains a section of selected text, the 

section of selected text can be cut to the Windows 

Clipboard using the technique described below. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text. 

 

To cut the section of selected text, to the Windows 

Clipboard, left click Edit on the menu bar, and 

then select Cut from the drop down list as 

illustrated below. 
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In the illustration, below, a section of selected 

text, "SmallTown Foods", has been cut to the 

Windows Clipboard. 

 

The section of selected text, "SmallTown Foods", is 

now contained by the Windows Clipboard, and is 

available to all computer programs that are 

currently running on the computer system. 

 

The section of selected text, "SmallTown Foods", 

can be inserted into a text document, currently 

being edited by one of the computer programs, that 

is running on the computer system. 

 

The section of selected text, "SmallTown Foods", 

has been deleted from the current text document. 

 

The caret has been repositioned, at the old 

starting position of the section of selected text 

that has been deleted from the current text 

document. 
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52. How to replace a section of selected text, with 
a section of text, that has been copied to the 

Windows Clipboard 

 

This section, of the documentation, provides 

information, about how to replace a section of 

selected text, with a section of text, that has 

been copied to the Windows Clipboard. 

 

If a section of text has been copied to the Windows 

Clipboard, and a text document is displayed in the 

Text Box control of the Letter Maker program, and 

the text document, displayed in the Text Box 

control of the Letter Maker program, contains a 

section of selected text, you can replace the 

section of selected text, in the text document, 

with the section of text, that has been copied to 

the Windows Clipboard, by using the technique 

described below. 
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In the illustration, below, a section of text, 

"SmallTown Foods", has been copied to the Windows 

Clipboard. 

 

A text document is displayed in the Text Box 

control of the Letter Maker program. 

 

The text document contains a section of selected 

text, "Mr. Smith". 

 

To replace the section of selected text, in the 

text document, with the section of text, that has 

been copied to the Windows Clipboard, left click 

Edit on the menu bar, and then select Paste from 

the drop down list as illustrated below. 
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In the illustration, below, a section of selected 

text, "Mr Smith", has been replaced with a section 

of text, "SmallTown Foods", that had been copied to 

the Windows Clipboard. 

 

The section of selected text, "Mr Smith", has been 

deleted from the text document. 

 

The section of text, "SmallTown Foods", that had 

been copied to the Windows Clipboard, has been 

inserted into the text document at the old starting 

position of the section of selected text, that has 

been deleted from the text document. 

 

The caret has been repositioned, just after the 

section of text, "SmallTown Foods", that has been 

inserted into the text document. 
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53. How to delete a section of selected text, by 
using the Edit menu 

 

This section, of the documentation, provides 

information, about how to delete a section of 

selected text, by using the Edit menu. 

 

If a text document is displayed in the Text Box 

control of the Letter Maker program, and the text 

document contains a section of selected text, you 

can delete the section of selected text, in the 

text document, by using the Edit menu, as described 

below. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The text document contains a section of selected 

text, "SmallTown Foods". 

 

To delete the section of selected text, contained 

by the text document, click Edit on the menu bar, 

and then select Delete from the drop down list, as 

illustrated below. 
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In the illustration, below, a section of selected 

text, "SmallTown Foods", has been deleted from the 

current text document. 

 

The caret has been repositioned at the old starting 

position of the section of selected text, that has 

been deleted from the current text document. 
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54. How to create a section of selected text, in a 
text document, by using the Edit menu 

 

This section, of the documentation, provides 

information about how to create a section of 

selected text, in a text document, by using the 

Edit menu. 

 

In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

You can create a section of selected text, in the 

text document, by using the Edit menu, as described 

below. 
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You can create a section of selected text, in a 

text document, by left clicking the Edit menu, with 

the mouse device, and then selecting Select All, 

from the drop down list as illustrated below. 

 

If you create a section of selected text, by left 

clicking the Edit menu, and then selecting Select 

All from the drop down list, the selection starting 

position will be the left edge of the first 

character in the text document, and the selection 

ending position, will be the left edge, of the last 

character in the text document. 

 

The last character in a text document, displayed in 

the Text Box control of the Letter Maker program is 

a "null" character, and is not visible. 
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In the illustration, below, a section of selected 

text has been created, by left clicking the Edit 

menu, with the mouse device, and then selecting 

Select All from the drop down list. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The new position 
of the caret 



Letter Maker Help File 

Page 439 

55. The Word Wrap setting 
 

This section, of the documentation, provides 

information, about the Word Wrap setting of the 

Letter Maker program. 

 

The Letter Maker program is designed to create a 

text document, in which, each page of the text 

document is six inches in width and eight inches in 

height. 

 

If the characters of the current line in the text 

document, would extend past the page width, the 

characters are displayed on the next line of the 

text document. 

 

If the Word Wrap setting is set to No, the first 

character of the current line in the text document, 

that would extend past the page width, is displayed 

on the next line of the text document. 

 

If the Word Wrap setting is set to Yes, the first 

word, of the current line in the text document, 

that would extend past the page width, is displayed 

on the next line of the text document. 

 

The default value of the Word Wrap setting is Yes. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The current value of the Word Wrap setting, is No. 

 

In the illustration, below, the last letter of the 

word, "would", which is a "lower case d", 

character, would extend past the page width, and 

has been displayed on the next line of the text 

document. 
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page width 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The current value of the Word Wrap setting, is Yes. 

 

In the illustration, below, the word "would", would 

extend past the page width, and has been displayed 

on the next line of the text document. 

 

 

 

 

 

 

 

 

 

 

 

The word, "would", 

would extend past the 

page width 

The word, "would", 

has been displayed 

on the next line 
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56. How to configure the Word Wrap setting 
 

This section, of the documentation, provides 

information, about how to configure the Word Wrap 

setting. 

 

In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The current value of the Word Wrap setting is No. 

 

If the Word Wrap setting is set to No, the first 

character of a line in the text document that would 

extend past the page width is displayed on the next 

line of the text document. 

 

 

 

The last character of the 

word "would", would extend 

past the page width 

A "lower case d", 

character has 

been displayed on 
the next line 
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To configure the Word Wrap setting, left click Word 

Wrap on the menu bar, with the mouse device, as 

illustrated below. 

 

In the drop down list, that appears, a check mark, 

next to the No setting, indicates that the current 

value of the Word Wrap setting is No. 

 

To set the Word Wrap setting to Yes, left click the 

Yes menu item with the mouse device, as illustrated 

below. 
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In the illustration, below, the Word Wrap setting 

has been set to Yes. 

 

In the illustration, below the word "would", would 

extend past the page width, and has been displayed 

on the next line of the text document. 

 

 

 

 

 

 

 

 

 

 

 

 

 

The word "would", would 

extend past the page 

width 

The word, "would", 

has been displayed 

on the next line 
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To configure the Word Wrap setting, left click Word 

Wrap on the menu bar, with the mouse device, as 

illustrated below. 

 

In the drop down list, that appears, a check mark, 

next to the Yes setting, indicates that the current 

value of the Word Wrap setting is Yes. 

 

To set the Word Wrap setting to No, left click the 

No menu item with the mouse device, as illustrated 

below. 
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57. The Font Name setting 
 

This section, of the documentation, provides 

information, about the Font Name setting of the 

Letter Maker program. 

 

The Letter Maker program provides a choice of 

twelve fonts, that can be used to display and to 

print a text document. 

 

The names of the fonts, that the Letter Maker 

program can provide, are listed below. 

 

Arial 

Arial Bold 

Arial Italic 

Arial Bold Italic 

Courier New 

Courier New Bold 

Courier New Italic 

Courier New Bold Italic 

Times New Roman 

Times New Roman Bold 

Times New Roman Italic 

Times New Roman Bold Italic 

  

Each font interprets, the visual representation, of 

the character values of the ANSI character set, 

slightly differently. 

 

The default font of the Letter Maker program is 

Courier New font. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The current setting of the Font Name property is 

"Courier New". 

 

In the Letter Maker program, the default setting of 

the Font Name property is "Courier New". 

 

 

 

 

 

 

 

 

 

 

 

The current Font 

Name setting is 

"Courier New". 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The current setting of the Font Name property is 

"Courier New Bold". 

 

 

 

 

 

 

 

 

 

 

 

 

 

The current Font 

Name setting is 

"Courier New Bold". 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The current setting of the Font Name property is 

"Courier New Italic". 

 

 

 

 

 

 

 

 

 

 

 

 

 

The current Font Name 

setting is "Courier New 

Italic". 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The current setting of the Font Name property is 

"Courier New Bold Italic". 

 

 

 

 

 

 

 

 

 

 

 

 

 

The current Font Name 

setting is "Courier New 

Bold Italic". 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The current setting of the Font Name property is 

"Arial". 

 

 

 

 

 

 

 

 

 

 

 

 

 

The current Font 

Name setting is 

"Arial". 
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In the illustration, below, a text document is 

displayed in the Text Box of the Letter Maker 

program. 

 

The current setting of the Font Name property is 

"Arial Bold". 

 

 

 

 

 

 

 

 

 

 

 

 

 

The current Font 

Name setting is 

"Arial Bold". 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The current setting of the Font Name property is 

"Arial Italic". 

 

 

 

 

 

 

 

 

 

 

 

 

 

The current Font 

Name setting is 

"Arial Italic". 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The current setting of the Font Name property is 

"Arial Bold Italic". 

 

 

 

 

 

 

 

 

 

 

 

 

 

The current Font 

Name setting is 

"Arial Bold Italic" 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The current setting of the Font Name property is 

"Times New Roman". 

 

 

 

 

 

 

 

 

 

 

 

 

 

The current Font Name 

setting is "Times New 

Roman". 
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In the illustration, below, a text document is 

displayed in the Text Box of the Letter Maker 

program. 

 

The current setting of the Font Name property is 

"Times New Roman Bold". 

 

 

 

 

 

 

 

 

 

 

 

 

 

The current Font Name 

setting is "Times New 

Roman Bold". 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The current setting of the Font Name property is 

"Times New Roman Italic". 

 

 

 

 

 

 

 

 

 

 

 

 

 

The current Font 

Name setting is 

"Times New Roman 
Italic". 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The current setting of the Font Name property is 

"Times New Roman Bold Italic". 

 

 

 

 

 

 

 

 

 

 

 

 

 

The current Font Name 

setting is "Times New 

Roman Bold Italic". 



Letter Maker Help File 

Page 459 

58. How to configure the Font Name setting 
 

This section, of the documentation, provides 

information, about how to configure the Font Name 

setting. 

 

In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The current setting of the Font Name property is 

"Courier New". 

 

The default setting of the Font Name property, of 

the Letter Maker program is "Courier New". 

 

 

 

 

 

The current Font 

Name setting is 

"Courier New". 
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To configure the Font Name setting, left click Font 

Name on the menu bar, with the mouse device, as 

illustrated below. 

 

In the drop down list, that appears, a check mark, 

next to the "Courier New", setting, indicates that 

the current setting of the Font Name property is 

"Courier New. 

 

To configure the Font Name setting, left click one 

of the Font Name values, displayed by the drop down 

list, with the mouse device. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The current value of the Font Name property, has 

been set to "Courier New Bold", by left clicking 

Font Name on the menu bar, with the mouse device, 

and then selecting "Courier New Bold", from the 

drop down list. 

 

 

 

 

 

 

 

 

 

 

 

The current Font 

Name setting is 

"Courier New Bold". 
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59. The Font Point Size setting 
 

This section, of the documentation, provides 

information, about the Font Point Size setting of 

the Letter Maker program. 

 

The Letter Maker program provides a choice of 

sixty-five font point sizes that can be used to 

display and to print a text document. 

 

The smallest font point size provided is 8 point. 

 

If the current Font Point Size setting is 8 point, 

the characters of the current text document, will 

be 8/72 of an inch in height, when printed. 

 

The largest font point size provided is 72 point. 

 

If the current Font Point Size is 72 point, the 

characters of the current text document, will be 

72/72 of an inch in height, when printed. 

 

The display of a text document, in the Text Box 

control, of the Letter Maker program, is an 

accurately scaled representation, of the text 

document, as it will appear, if it is printed by 

the Letter Maker program. 

 

The default Font Point Size setting of the Letter 

Maker Program is 12 point. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The current setting of the Font Point Size property 

is 12 Point. 

 

In the Letter Maker program, the default setting of 

the Font Point Size property is 12 Point. 

 

 

 

 

 

 

 

 

 

 

 

The current Font 

Point Size setting is 
12 Point 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The current setting of the Font Point Size property 

is 8 Point. 

 

 

 

 

 

 

 

 

 

 

 

 

 

The current Font 

Point Size setting 

is 8 Point. 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The current setting of the Font Point Size property 

is 20 Point. 

 

 

 

 

 

 

 

 

 

 

 

 

 

The current Font 

Point Size setting 

is 20 Point 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The current setting of the Font Point Size property 

is 30 Point. 

 

 

 

 

 

 

 

 

 

 

 

 

 

The current Font 

Point Size setting 

is 30 Point 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The current setting of the Font Point Size property 

is 40 Point. 

 

 

 

 

 

 

 

 

 

 

 

 

 

The current Font 

Point Size 

setting is 40 
Point. 



Letter Maker Help File 

Page 468 

In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The current setting of the Font Point Size property 

is 50 Point. 

 

 

 

 

 

 

 

 

 

 

 

 

 

The current Font 

Point Size setting 

is 50 Point 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The current setting of the Font Point Size property 

is 60 Point. 

 

 

 

 

 

 

 

 

 

 

 

 

 

The current Font 

Point Size 

setting is 60 
Point 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The current setting of the Font Point Size property 

is 72 Point. 

 

 

 

 

 

 

 

 

 

 

 

 

 

The current Font 

Point Size setting 

is 72 Point 
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60. How to configure the Font Point Size setting 
 

This section, of the documentation, provides 

information, about how to configure the Font Point 

Size setting. 

 

In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The current setting of the Font Point Size property 

is 12 Point. 

 

The default setting of the Font Point Size 

property, of the Letter Maker program is 12 Point. 

 

 

 

 

 

The current Font 

Point Size setting 

is 12 Point. 
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To configure the Font Point Size setting, left 

click Font Point Size on the menu bar, with the 

mouse device, as illustrated below. 

 

In the Font Point Size Range menu, that appears, 

select a Font Point Size range, by placing the 

mouse device cursor, over one of the Font Point 

Size Range menu items. 

 

In the illustration, below, the Eight to Nineteen, 

Font Point Size range, has been selected, by 

placing the mouse device cursor, over the Eight to 

Nineteen, Font Point Size Range menu item. 

 

 

 

 

 

 

 

The menu 
bar 

The Font Point 
Size Range menu 

The Eight to 

Nineteen Font 

Point Size Range 
menu item 
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In the illustration, below, the Twenty to Twenty-

Nine, Font Point Size range, has been selected, by 

placing the mouse device cursor, over the Twenty to 

Twenty-Nine, Font Point Size Range menu item. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Font Point 
Size Range menu 

The Twenty to 

Twenty-Nine Font 

Point Size Range 
menu item 
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In the illustration, below, the Thirty to Thirty-

Nine, Font Point Size range, has been selected, by 

placing the mouse device cursor, over the Thirty to 

Thirty-Nine, Font Point Size range menu item. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Font Point 
Size Range menu 

The Thirty to 

Thirty-Nine Font 

Point Size Range 
menu item 
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In the illustration, below, the Forty to Forty-

Nine, Font Point Size range, has been selected, by 

placing the mouse device cursor, over the Forty to 

Forty-Nine, Font Point Size Range menu item. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Font Point 
Size Range menu 

The Forty to 

Forty-Nine Font 

Point Size 
Range menu item 
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In the illustration, below, the Fifty to Fifty-

Nine, Font Point Size range, has been selected, by 

placing the mouse device cursor, over the Fifty to 

Fifty-Nine, Font Point Size Range menu item. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Font Point 
Size Range menu 

The Fifty to 

Fifty-Nine Font 

Point Size Range 
menu item 
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In the illustration, below, the Sixty to Seventy-

Two, Font Point Size range, has been selected, by 

placing the mouse device cursor, over the Sixty to 

Seventy-Two, Font Point Size Range menu item. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Font Point 
Size Range menu 

The Sixty to 

Seventy-Two Font 

Point Size Range 
menu item 
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After you have selected a Font Point Size range, by 

placing the mouse device cursor, over one of the 

Font Pont Size Range menu items as described above, 

select a Font Point Size value from the drop down 

menu that appears. 

 

In the illustration, below, the 16 Point menu item, 

has been selected from the Eight to Nineteen Font 

Point Size drop down menu. 

 

 

 

 

 

 

 

 

 

 

 

The Eight to 

Nineteen Font 

Point Size menu 

The 16 Point 
menu item 
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In the illustration, below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

The current value of the Font Point Size property, 

has been set to 16 Point, by left clicking the 16 

Point menu item, of the Eight to Nineteen Font 

Point Size menu, with the mouse device. 

 

 

 

 

 

 

 

 

 

 

 

 

The current Font 

Point Size setting 

is 16 Point. 
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61. How to display copyright information, about the 
Letter Maker program 

 

This section, of the documentation, provides 

information, about how to display copyright 

information, about the Letter Maker program. 

 

In the illustration, below, the Letter Maker 

program window is displayed. 
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To display copyright information, about the Letter 

Maker program, left click About on the menu bar 

with the mouse device, and then select About Letter 

Maker... from the drop down menu that appears, as 

illustrated below. 
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In the illustration, below, the Letter Maker 

message box, has been displayed. 

 

The Letter Maker message box contains copyright 

information, about the Letter Maker program. 

 

To close the Letter Maker message box, left click 

the OK button, with the mouse device. 

 

 

 

 

 

 

 

 

 

 

 

 

The OK 
button 
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62. How to close the Letter Maker program 
 

This section, of the documentation, provides 

information about how to close the Letter Maker 

program. 

 

In the illustration below, a text document is 

displayed in the Text Box control of the Letter 

Maker program. 

 

You can close the Letter Maker program, by using 

the technique described below. 
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To close the Letter Maker program, left click File 

on the menu bar, with the mouse device, and then 

select Exit from the drop down list, as illustrated 

below. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The menu 
bar 
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If the current text document has been changed, 

since the text document was last saved, the Save 

Current File, message box, will be displayed as 

illustrated below. 

 

To save the current text document, instead of 

closing the Letter Maker program, left click the 

Yes button, with the mouse device. 

 

To cancel, the closing of the Letter Maker program, 

without saving the current text document, left 

click the Cancel button, with the mouse device. 

 

To close the Letter Maker program, without saving 

the current text document, left click the No 

button, with the mouse device. 

 

 


