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The philosophy of iwrite.4.life

The iwrite.4.life system is a toolset designed to satisfy all your journal keeping needs. There seem to
be as many ways to keep a journal and as many things to store in a journal as there are people
writing journals. Some stick to plain old paper and pencil, some use word processing software, some
may use specialized journal writing software. All these methods have their advantages and
disadvantages. So how would we design a system that fits as many journal keeping approaches as
possible?

To answer that question let’s first look at some of the benefitsthat we can potentially get from
writing things up and keeping them in a journal. | believe two of the most important benefits of a
professionaljournal are an improved process of learning and a more efficient approach to routine
tasks:

1 Sometimes the mere process of writing about a problem helps finding solution When
writing this software, for example, we often encountered bugs. Frequently, the causes of
these bugs seemed impossible to find and many involved some piece of third-party software.
It always helped us to write up a structured problem description and being forced to
communicate with our partners’ support in writing was always instrumental in diagnosing
the problem and finding a solution.

You may say this doesn’t justify keeping a journal. However, we found that we were making
the same (or similar) mistakes over and over again. By keeping the descriptions of problems
already encountered in a journal we were able to diagnose problems more quickly or to
avoid them altogether by occasionally browsing our old problem descriptions.

1 5 2 yrélnventthe wheel- While there are many more reasons why professionals keep
journals (e.g., to prove what has been agreed upon) | believe the "don't reinvent the wheel"
aspect to be one of the most important ones. As a modern professional, you are constantly
solving problems Some are small; some are bigger. Some are challenging to solve, as they
require you to mobilize all your creative potential; some are boring but the solution is no less
important.

The truth is that we would all like to deal with just the creative and enjoyable stuff, but too
much of our time is taken up by the repetitive procedureswe can't ignore. That's the area
that needs to be fixed in writing: Solved once and for all! So next time you'll just look it up
and do it. The best candidates for this "programming yourself" (because what you write up is
nothing but a program that you’ll execute to solve a known problem) are those tasks that are
mildly difficult and occur intermittently. Inevitably, the exact moment you forget how to do it
will be just before the problem creeps up again!
Here are just two examples of this category of benefit:

0 Pack lists

0 Check lists

For a private journal, there are probably many more different uses and, therefore, potential
benefits than for a professional journal. Two benefits of a personaljournal are:

9 If you've ever spent an evening with a shoebox full of old photos, reminiscing in fond
memories you may have wished you had taken some notes back then so you still knew who
that person in the background is or where the picture of that gorgeous view was taken.

© 2011 Right Mind Logic, Wolfgang Braun. All rights reserved. 3
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1

If you're trying to achieve a personal goal like reducing your weight, increasing your fitness,
or controlling your expenses you need to set intermediate goals that are not too hard to
achieve and lie not too far in the future. Like any “goal-seekingsystem” you’ll only stay on
track if you have permanent feedback loopsand that, in turn, requires you to write: You
need to write up what your goal is, what the plan is to achieve it; and once you’ve started on
the journey, you need to keep track of your progress. If you never tried it you may find it
hard to believe what a difference in motivation it makes if you keep a record. The point is not
to work out elaborate plans; the point is rather to establish a daily routine of quick record
keeping of the exercises you did, or your weight, or your expenses, or whatever it is you're
trying to control or to improve.

In summary, by keeping a professional and/or private journal you may reap the following benefits:

=A =4 =4 =4 -8 4

Save time

Learn

Reduce boring work

Achieve goals

Have fun (memories)

Leave a trace (memories again)

So what do you need for successful journal keeping?

T

1

1

Mindset

0 “l'write things up because (structured) writing forces me to think a problem through
and helps me find a solution.”

0 “I keepwritten-up stuff in a journal because I'd rather use my brain for dealing with
new and unforeseen situations in a creative way instead of reinventing the wheel all
the time. ‘Writing and keeping’ is an investment: it saves me more time in the future
than | have to spend today.”

0 “I'write about the future (aka as planning) not because | believe that reality will
unfold exactly as to my plan but because planning helps me to deal better with the
unforeseen.”

0 “l write about the pastbecause it’s fun to indulge in memories and | want to leave a
trace for myself and others.”

0 “When all this journal writing becomes a burden | give myself a break. When the
break has taken long enough | go back to work ;-)”

Techniques

0 Learn 10-finger typing

0 Get organized (One approach | would recommend is called GTD)
Tools

0 Pencil and paper or maybe iwrite.4.life

... And what'’s this 4.life stuff all about?

First of all, it’s all about the mind set of committing to it for the long run. | believe that’s much more

important than using this tool (or any other). But as an aside: If all this writing and record-keeping

becomes too much of a burden and you can find no fun in it whatsoever, then you probably

© 2011 Right Mind Logic, Wolfgang Braun. All rights reserved.
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shouldn’t do it. Most likely, it’s a certain type of character that’s attracted to journal keeping. You
may want to have a look at the MBTI® (Myers-Briggs Type Indicator) to learn about one system of
classifying character traits and come up with your own hypothesis of which types likely tend to keep
records and which don’t.

Second, it’s to remind us that there is more than one dimension to journal writing. We can benefit in
all areas of life from keeping written records, be it about the things we eat, the exercise we do (or
don’t), things we need to do, goals we want to achieve, errands we have to run, how we solved a
recurring task in the past etc.

Basic concepts in iwrite.4.life : About journals, users, items, plugins,
and tools

Journals
In iwrite.4.life anything that is worth keeping is kept in journals. Some journal writers keep just a
single journal while others keep separate journals.

9 For example, you could keep a professional work journal and a private journal.

You could keep one journal per project if the projects you are responsible for generate lots of
data that you want to store.

9 Each family member could have her own journal and so on.

Basically, anything that can be turned into bits and bytes can be stored in an iwrite.4.life journal:
text, images, video clips, and audio files (although the basic iwrite.4.life system is not optimized to be
a multimedia database for large numbers of non-text objects).

Users

You can have as many users per journal as you like. Users can have separate passwords (or no
passwords if they prefer) and they can have different access rights assigned by the owner or
administrator of the journal.

When you create a new journal it has just one user called ownerwith no password. The access level
of owner is — you guessed it — owner. A journal’s owner can do anything he pleases including deleting
other users’ entries or taking away access rights or changing users’ passwords. It might be a good
idea, therefore, to assign a password to owneras soon as you create a new journal. It may be an
even better idea to remember this password very well or even better, to store it in a safe place.

The other access levels are admin, write, read and hone Nonehas the limited use of taking away all
rights from a user (maybe temporarily) without deleting anything. This poor soul could then not even
read her journal items.

Admincan do anything the owner can, except delete a journal. In practice this does not really make a
difference because a journal file can always be deleted on the operating system level. However,
iwrite.4.life makes sure that at least one user with owner access rights always exists per journal so
you cannot accidentally delete all users in which case you could no longer access your journal. The
ownerrole may also be needed for further extensions of the access system.

© 2011 Right Mind Logic, Wolfgang Braun. All rights reserved. 5
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User names can be changed any time but a user can only change her own name unless she has
logged on with admin or owner rights. The same user name can occur several times with different
access rights and passwords. If that’s the case this user can see all her entries but can only modify
those that have the same or lower access rights than the access right she currently is sighed on with.
Note that the user names“owner” and “admin” are not relevant for granting owner and admin
access rights. The names are arbitrary and can be changed; it’s the access rightsf a user that count.

Journal items
Journal items are the molecules in the iwrite.4.life universe. You can think of journal items as journal
entries or individual documents although journal items don’t necessarily have to be text-based.

Each journal item automatically gets a date and time stamp the very moment it is created and you
can browse through your journal chronologically. You also see at a glance which days have any
journal entries at all.

To further help structuring the information you keep in your journal, each journal item is assigned a
Topicand an InfoType Topics and InfoTypes don’t have a fixed meaning in iwrite.4.life; consider
them the equivalents of cabinets and drawers or folders and files or shoeboxes that contain smaller
boxes. iwrite.4.life does come with lists of pre-defined Topics and InfoTypes but this is only for your
convenience and represents just one way of interpreting what Topic and InfoType can mean. Nothing
keeps you from extending or even replacing these lists with your own labels.

If you look at the built-in lists you see that they interpret a Topic as a category or theme an item
belongs to while an InfoType is viewed as the kind of information of the journal item.

Pre-defined Topics:

How To...
Favorites
Projects
Weekend Trips
To Do
Ideas
Done
Info
Literature
PC Log
Quotes

=4 =4 =4 =4 -8 -8 -8 -8 a8 n

Pre-defined InfoTypes:

Phone Call
Minutes
Conversation
Journal Entry
Clipping
Note

Email
Document

= =4 =4 =4 -8 -8 -8 -9
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You can also set default valuesfor Topic and InfoType per user and journal. This is handy if a user
mostly uses the same Topic and InfoType over and over again.

Finally, there is the ItemTypeof a journal item. The ItemType describes the plugin that is used to
create and edit the item. Out of the box, iwrite.4.life comes with one plugin, the A (i Stextiettitor.
Therefore, unless you buy additional plugins, all your journal items will have the same ItemType of
itext (internally represented not by its “pretty name” itext but by a unique ID code).

If you do get additional plugins, iwrite.4.life will automatically know about them and be able to use
them once they are installed. You may want to check our website occasionally to see if new plugins
have become available that might be of interest to you.

Plugins

If iwrite.4.life is a system for storing and navigating “molecules” called journal items then pluginsare
the instruments to create and modify those molecules. Each type of molecule has its own specialized
instrument that knows the internal structure of the molecule (whereas iwrite.4.life does not). On the
other hand, the plugins couldn’t care less how iwrite.4.life goes about storing the items as long as it
keeps them safe and sound.

It is this plugin architecture that | believe holds the most promise for the future of iwrite.4.life and it
is one of the reasons why it carries 4.life in its name.

The one plugin that is packaged with the iwrite.4.life system is the A (i Stextiexditor. It has basic text
editing and formatting capabilities and it may be all that you ever need for journal writing. If you
need fancier layout and formatting features you can try the A & NJwér&processor.

And, of course, further plugins will be coming.

Tools
While plugins are for molding the molecules in your journal, tools are for moving around in your
journal. That’s why they’re all grouped in the Journal Explorer on the left side of the main window.

The plugin architecture of iwrite.4.life applies not only to plugins per se but also to tools: New ones
will be coming and you can just plug them into iwrite.4.life if you want. If you try them and find
they’re of no use to you just forget about them. You don’t use them — you don’t pay for them.

© 2011 Right Mind Logic, Wolfgang Braun. All rights reserved. 7
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How the iwrite.4.life system works

This is the iwrite.4.life framework with a journal opened (see title bar) but without any plugin, i.e. no

journal item opened or created yet:
) P y The user’s

.4 iwritedlife Professional: AlaskaWoman - ow@r (Access: Owner')\

i Journal View Day Topi
i 4 Create - ¥ Delete -

c IfjoType Item N: tion Tools Help
fodify = 3 Close ave - & Print ~| (& Export ~ &J Import ~ _

access rights

:IEIQ

Logon 4, Lock & Users.. € Options.. _

i saturday, May 15, 2010 /

K4 3 bk Iﬂ\ \v{tion Options - Browse Options - _

Joumal Explarer / - 3

Journal Content / ‘
8 Full-Text Search | |

The user name ’

N

The open journal

7

Plugin modules appear in this Work Area

This is what the A (i Stexfiertitor looks like when plugged into the iwrite.4.life system:

a5l iwritealife Professional: AlackaWoman _ owner (Access Ownen) [E=EER |
—
i Journal View Day Topic InfoType Item Navigation Tools Help

i dp Create - % Delete - /& Modify -| 3 Close - | Save - & Print -| (3 Export - 43 Import - : LDM.QOH(K@QHIQQ%§ qf the M hOSt

i Tuesday, May 04, 2010 - < @ B Pl Mavigation Options - Browse Options - |
[Journal Explorer

Calendar Eile Edit View Format Help 1
Journal Content [Nomall + Asial - 10 /B I U E £ E M:enulc»@nvd t(oéjlbarmf the IU In
i Full-Text Search Y L 2 2 It I ] AL It

" Project Gutenberg's A Woman who went to Alaska, by May Kellogg Sullivan

- This eBook is for the use of anyone anywhere at no cost and with almost no restrictions whatsoever. You may copy i, give it away or
- re-use it under the terms of the Project Gutenberg License included with this eBook or online at www gutenberg.org

" Title: A Woman who went to Alaska

. Author: May Kellogg Sullivan

- Release Date: August 26, 2007 [EBook #22409]

-

[

1 o 100 % NUM
- 11:41:52]
= InfoType 8
Topic 3

© 2011 Right Mind Logic, Wolfgang Braun. All rights reserved. 8
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a5l iwritedLife Professional: AlaskaWoman - ownerEAcc-ess: Owner) - SRACN X

i Journal View Day Topic InfoType Item Navigation Tools Help
i 4 Create - ¥ Delete - /& Modify -| E3 Close - i Save - & Print -| [ Export - 43 Import - _: Logon @, lock @ Users.. &3 Options.. _

i Tuesday, May 04, 2010 - [l @ B BI Navigation Options » Browse Options ~ _

[ Journal Explorer - B 5[4/2010

Calendar Eile Edit View Format Help

Journal Content M moman - Adal -0 ~vlB Zul[E|EzEEEE

#4 Full-Text Search ‘ L T L | B L B

I

. v i v . .

" Project Gutenberg's A Woman who went to Alaska, by May Kellogg Sullivan -
- This eBook is for the use of anyone anywhere at no cost and with almost no restrictions whatsoever. You may copy i, give it away or
- re-use it under the terms of the Project Gutenberg License included with this eBook or online at www gutenberg.org
" Title: A Woman who went to Alaska
. Author: May Kellogg Sullivan
- Release Date: August 26, 2007 [EBook #22409]

Toolsoccupy this
area - The Journal

[

Explorer
-
1 0 100 % NUM
-
- InfaType 8|
Topic 3
| -

The text in this journal item comes from the journal AlaskaWomarfA test journal provided at our
website) as you can see in the title bar. It was created on Tuesday, May 04, 2010r rather it was
created as an entry for this date — its actual creation date could be different). The Topic assigned to it
is Topic 3its InfoType is InfoType &nd its assigned time of day is 11:41:52

How journal items are organized in iwrite.4.life

Items you create with the A i Stexfieditor are stored within iwrite.4.life and, like all items, are
organized by date, time of day, topic, and information type (called InfoType in iwrite.4.life) as you
can see in the following image:

© 2011 Right Mind Logic, Wolfgang Braun. All rights reserved. 9
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/1: The item’s date— A

8- iwritedLife Professional: iwrJournal_2005-01-22 - admin (4

day can contain any

i Journal View Day Topic InfoType Item Navigation T]
: & Create - ¥ Delete - /2 Modify -/ £J Close - [§ Savé

number of topics.

=, [l |

=

: Logon < Lock &8

Users.. & Options.. |

¢ Mittwoch, 30. Dezember 2009

vw Wions - Browse Options - -

Journal Explorer -

Calendar

Journal Content

8 Full-Text Search

30.12.2009

F View Format Help

[Normal] > Aial * 10 ~ | F
koo I_.|'.‘..I_‘..|2‘.i_.‘..\'-‘.l_.

100% ~ | 9 [

N Coe

7| 2: The item’s Topic— A
Topic can contain any
number of InfoTypes.

3: The item’s InfoType— An
InfoType can contain any

number of time stamped

items.

NUM

4: The item’s ;

time of day

Reference

Menus and Toolbars

N—

The menu bar shows the major object types you’ll work with in iwrite.4.life (like Journal Day, Topic
InfoTypeand Item). The individual menus contain the available actions per object type. On the other
hand, the Command Toolbar shows action types (like Create Delete Modify, etc.) and the little arrow
next to each action will let you choose which object type to apply the action to.

In many cases you can also access the commands from a context menu by right-clicking an element

in the user interface (a tab for example).

The following images of menus and toolbars were taken immediately after the start of iwrite.4.life

when no journal was open yet. All buttons and menu items that require a journal to be open are,

therefore, grayed out.

¢ Journal View Day Topic InfoType Item Navigation Tools Help

i 4 Create - ¥ Delete - /& Modify - £¥ Close - [ Save ~ & Print -/ (3 Export ~ @ Import - _} @& Logon Lock & Users.. & Options.. |
: [ 4 @ P Pl Navigation Options ~ Browse Options ~ B
© 2011 Right Mind Logic, Wolfgang Braun. All rights reserved. 10
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Journal Menu

Create, open, and L

close journals

Print the complete journaN

(May take a long time!)

A list of recently
opened journals
P

View Menu

Status Bar
Journal Explorer
v | Calendar
Journal Content
Full-Text Search

Day Menu

moving a day means changirh

the assigned date of its journal
items. It’s like moving all

journal entries of a day to a
different date. If an identical
item exists at the target date,
the corresponding item is not

Qoved.

(& New Journal...
Open Journal...

Close Journal

AlaskaWoman
MyTestlournall

Exit

[

Save the open journal or save
it under a new name (Save
Journal As...)

Make a versioned backup copy of a
journal; restore a previous version of a
journal; Export or import journal items

Toggle display of status bar, Journal

Explorer, Month Calendar, Journal

Content, and Full-Text Search

© 2011 Right Mind Logic, Wolfgang Braun. All rights reserved.

The activeday is the day
currently displayed; a
selectedday is a day you
choose from a dialog.
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Topic Menu
B | Create Topic... Ctrl+Shift+F11
B% Delete Active To&% Ctri+Shift+F8 Active = currently displayed

=

Delete Selected Topic...

Rename Active Topic... Ctrl+Shift+F5 Selected = you choose from a dialog

Rename Selected Topic...

Print Topic...
Export Topic...

InfoType Menu

&
&

|

Create InfoType... Ctri+F11

Delete Active InfoType Ctrl+F8
Delete Selected InfoType...

Active = currently displayed

Rename Active InfoType... Ctri+F5 Selected = you choose from a dialog

Rename Selected InfoType...

Print InfoType...
Export InfoType...

Iltem Menu \
Creating an item is like creating a document of a certain
&l | Create Item... Ctrl+N type; with a certain Topic and InfoType; and with a certain
k&l Delete Active Item Ctri+F7 date and time.
i@ | Modify Active Item...  Ctrl+F3

Modifying an item does not touch its content but allows
you to change any of the attributes Topic, InfoType, date,

or time. /

Copy Active Item Content
Print Active Item Ctrl+P
Export Active Item...

Navigation Menu

YVvEAZ

First Day in Journal L\?lHDown

Back One Day Alt+Left Use the ,transport controls” for

Today Alt+1 date-based navigation in the journal
Forward One Day Alt+Right

Last Day in Journal Alt+Up

Navigation Options »

Browse Options

© 2011 Right Mind Logic, Wolfgang Braun. All rights reserved. 12
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The NavigationOptionsdetermine the behavior of

Ignore L\\> iwrite.4.life if you try to navigate to a journal item
v | Ask -

fat \&does not exist.
Create Default

Create Select
Go to Closest

The Browse Optiondetermine if a new tab is created
for every item you create or open or, alternatively,

the current tab is used for displaying the new content.

| v | Create New Day T&bs
Reuse Day Tabs

Tools Menu

e B

Options... %

The menu items of the Toolsmenu are described below:

For an explanation of the concept of users see Users Note that you need to click the little
Plus sign next to a user row to enter this user’s default Topic, InfoType, and ItemType. Unless
you buy additional plugins, the only available ItemType will be iwrite.4.life standard text
editor (The itext plugin).

© 2011 Right Mind Logic, Wolfgang Braun. All rights reserved. 13
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Email Used Version

S

.

User Administration

User Name Access Level
= owner owner

Topic
Ideas

User Name Access Level
@ wb Write
2} N test Read
® il newuser Admin
2] [ user] Write
] 7 user2 None

InfoType

ltemType

Journal Entry iwrite 4 life standard text editor

Email Used Version

111

| Change Password... |

. Options

An optional email address can be entered on the User\
Administration Dialog. If you select this checkbox the

Reset the user
interface to the
default
arrangement of

Journal

[7] User Email Validation

toolbars and
menus. This

option takes
only effect after
a restart of the

["] Database Compression

& User Interface
program.
["] Reset User Interface

Error Reporting

Check this box to log the program’s

error and warning messages. If there is a
non-empty log when the program quits
you will be asked what to do with it.

ppData\Roaming\Right Mind

og.txt

address will automatically be validated. You can choose
whether to check only the syntax, look up the address on

_

the Internet, or try to connect to verify a functioning

mailbox.

Check this box to compress the
journal database every time the
program exits (This will slow down
the exit process).

ClearLog | | ViewLog

Log on to the open journal as a different user.
© 2011 Right Mind Logic, Wolfgang B
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Minimize the program window and lock it. Enter
password to regain access to the program.

Build Index |4\>
Compress Index
Delete Index

Help Menu

and updates the index.

by the user because iwrite.4.life automatically builds

iwrite.4.life Home Page...
iwrite.4.life Support...
iwrite 4.life FAQ...

Give Us Feedback...

Buy iwrite 4.life plugins...
About iwrite 4.life... J

© 2011 Right Mind Logic, Wolfgang Braun. All rights reserved.

ﬂen the iwrite.4.life documentation ’
User Manual... I} e

Access various pages on the Right Mind Logic
website.

Program’s Aboutdialog. Use
to find the program’s version.

(Re)build, compress, or delete the full-text search index.
These functions will not normally have to be executed
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Command Toolbar

The Commandoolbar is shown here in its floating state. The drop-down menus contain the same
commands you find on the menu bar described above (Menusand Toolbarg except that the
Command toolbar shows actions(like Create Delete etc.) on the top level whereas the menu bar
shows objects(like Topig InfoTypeetc.) on the top level.

Command Bar

4= Create - ¥ Delete ~ /2 Modify -~ ¥ Close ~ [d Save ~ & Print - [ Export ~ #J Import ~

Configuration Toolbar
The Configuratiorntoolbar is shown here in its floating state. It offers the same functions that are
described under Tools Menu

Configuration Bar

B Logon & Lock @ Users.. §% Options..

Navigation Toolbar

The Navigationtoolbar is shown here in its floating state. It offers the same functions that are
described under Navigation Menu In addition, you can directly enter a date (or select one from the
drop-down display) to navigate to in the date selector. If no item is open the date selector displays
the text (No active date)

Navigation Bar

ki 4 @ B Pl Navigation Options~ Browse Options ~

Work Area

The Work Areais empty if no journal item is open. Once you open or create a journal item, the
toolbars and menus that appear in the work area depend on the type of item opened (the item’s
ItemTypé. For example, if you create a new item of type itext, the user interface of the itext plugin
will appear in the Work Area. If you browse existing items, iwrite.4.life will automatically open the
correct plugin for the active item. Please note that only items can be displayed for which the correct
plugin is installed on the local computer. If you never switch computers this is not an issue for you
but let’s say you own iwrite.4.life plus several additional plugins you bought and you want to view
your journal on a computer that only has the standard version of iwrite.4.life installed (with only the
itext plugin). In that case you could obviously not view any items that you had created with any
plugin other than itext unless you installed the required plugins.
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Plugins

iOA@OA

The itext work area is where you enter and format text. It is framed by a horizontal and a vertical

ruler (If set to be displayed on the Viewmenu).

This is some text in the iwritedLife standard text editor plug-in.

Horizontal and Vertical Ruler

The rulers shown below are displayed in Page Layowtiew. If itext is in Draft view the page margin

indicators will not be displayed.

Set left paragraph

Change type indentation (top triangle sets

of tab stop indentation of first line only)

margin clicking the

mouse; remove

them away from

Qhe ruler

. ' ' ! ' . . ‘L L o
Set left page Asm

them by dragging

/
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Set right
page margin
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Set top page
margin

3

Menus

File | Edit View Format Help

File Menu

[H Save ltem As..

Page Setup..
= Print.. Ctrl+P
& Print Preview...

3AOA ) OAiI ' 08

The iwrite.4.life system saves items automatically when you exit the program or when you close a
day tab. In addition, you can turn on the time-based Auto-Save function in iwrite.4.life if you like.
Therefore, you will needthe { I @S L tu&t¥on dnlfid§ou want to export an item in order to
edit it in some other program or if you want to send it to someone.

Ifyoudoselect{ I @S L ,ib&aridard WiXdows Save Aslialog will be displayed where you can
select the location where you want to save the item as a file. You have a choice of formats as you can

see from the following screen shot:
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Rich Text Format (*.rtf)
Hypertext Markup Language (*.htm)
Microsoft Word (*.docx)

Microsoft Word 97-2003 (*doc)
Plain Text (*.txt)

Plain Unicode Text (*.txt)

OACA 3A0O0ODS
Thet I 3 S {nferiu dekXisplays a dialog where you can modify the page layout of your itext
item:

Page oD e s eI i

: Margins and Paper | Headers and Footers | Columns |

Margins:

Top: |25.4 E mm Bottom: |25.4 E mm
Left: |25.4 E mm Right |25.4 E mm

I Paper.
Format: | Letter |

Width: |21 59 E mm y
]
Height 2794 — mm

Borrait Landscape
Section:
Section start INew page ll
Apply to:
Whole document LI
OK Cancel

00ET O8
Thet NI nfeiniXtem displays a standard print dialog:
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- ""'“—' e TR Ty T T -
Print g

— Printer

Mame: HP Officejet 6300 series Properties... |

Status: Ready

Type: HP Officejet 6300 series
| Where: IP=192.168.2.108 Host=HP4EADEE
|
Comment [~ Printto file
—Print range —Copies

@ All Number of copies: |1 E
(C Pages frn:um:|1 to: I‘I _ .

" Selection

0OOET O 0OAOEAXS
Thet NRA Yy i tmbidS iB Gisplags the itext item as it will appear when printed. You can also
print the item fromthet NRA y (i  tdibldg. @A S 6 X

Edit Menu
¥ Undo Ctrl+Z
@ Redo Ctrl+Y
& Cut Ctrl+X
Ea Copy Ctrl+C
[ Paste Ctrl+V

Select All  Ctrl+A

Find... Ctrl+F
Ctrl+R

Replace...

The menu items on the Editmenu are self-explanatory: They behave as in every word processor.
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View Menu

Page Layout Ctrl+1
Draft Ctrl+2

Toolbar

Status Bar
Horizontal Ruler
Vertical Ruler

BN

Zoom 3

The iwrite.4.life itext editor offers two different ways of viewing the text: In Page Layoutiew all your
formatting will be applied to the text and the page layout will closely resemble the printed version,
whereas in Draft view you will only see a rough draft of the final version. Draft view was originally
introduced in word processors when computers were much slower and it might have taken too long
to always render all formatting. With modern computers you will rarely need Draft view for
performance reasons. Nevertheless, when you create a new item, it will initially be displayed in Draft
view.

You can also decide whether you want to see the toolbar, status bar, and the horizontal and vertical
ruler.

Finally, you can change the zoom factor (between 25% and 300%).

Format Menu

Character...
Paragraph...

On the Format menu you find the tools to change the character and paragraph properties of text.
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Arabic Typesettn

Font R B e e
Font Size: oK
|M 10
Andalus - 4] - Cancel
Angsana New 7
| |AngsanaUPC El 8 El
9
(10 [

— Attributes: — Position:
[v Normal [ Kalic (& Normal
[~ Bold [ Strike out (" Superscript
Underlining: Iwithl::ut LI " Subscript
—Color:
Text Text Background:
|.AU'LD ;I Other... | ||:|AUT-D ;I Other... |

Changes you make on the Character or Font dialog apply to selected text and to text you type after
you make the changes.

You can select a font from the list of fonts installed on your computer and you can change the size,
color, background color (“text marker color”) and the other attributes you see on the dialog above.

0AOACOADES
The Paragraph dialog has two tabs:

I Formatting and Indents
9 Frame and Page Breaks

The changes you make apply to the currently selected paragraph and to all text you type after you
made the changes.
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Paragraph kit il B @ S o ﬁ

: Formatting and Indents ‘| Frame and Page Breaks

Formatting:

Alignment [Leﬁ - ]

Line spacing: [Single v] = lines

Indents:

Left: 0.000 = inch  Right 0.000 = inch

Special; Mone - = inch

Distances:

Before: 0.000 = inch After: 0.000 = inch
OK ] | Cancel

The Formatting and Indents tab contains all the typical paragraph attributes that allow you to
arrange paragraphs of text on the page:

1 Alignmentdetermines how the paragraph’s words are arranged in relation to the
paragraph’s bounding rectangle (left, right, centered justified)

1 Indentsattributes arrange the paragraph in relation to the page margins; Speciabetermines
the position of a paragraph’s first and next lines relative to each other (none hangng, first
ling).

9 Distancesrranges the paragraph in relation to the preceding and following paragraph
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Paragraph - woih el B @ e - M

Formatting and Indents : Frame and Page Breaks

Frame:

..... | |_ |_ ||:|

Mone Top Bottom Box

..... || Merge boxes of multiple paragraphs

Line width: 0.75 E pt Distance from Text:  0.000 E| inch

Pagination:

|| Keep lines together | Keep with next
|| Page break before

Widow/COrphan Control: 0 E lines

OK Cancel

The Frameproperties let you choose a visible bounding box around paragraphs.

The Paginationproperties let you specify whether you want to keep selected lines together
(automatic pagination will not separate them with a page break); you want to enforce a page break
before the selected lines; or you want selected lines to be kept with the next paragraph (e.g., an
image the text is related to).

The Widow/ Orphan controlis a feature that will prevent single lines of paragraphs from appearing on
a separate page from the rest of the paragraph (a widow is the first line of a paragraph left by itself
and an orphan is the last line left by itself). The Widow/Orphan controlwill automatically keep two
(or as many as you specify in lineg lines together on a page, shifting them as necessary when you add
or take text away from the document.
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Help Menu

Contents

Index
Search

About...

The Helpmenu lets you access the help system of itext starting on the Contentsindex or Search
page respectively.

Toolbar s

[Normall ~ Asial -0 <+ |F KU

== B 100% ¢ | T[4

Drop-down boxes

Paragraph Styles
|[N0rmal] | ~ |

The Paragraph Styledrop-down box has only limited functionality compared to a more full-fledged
word processor. You can use it to reset the selected paragraph’s font and font size to the default
style (Arial 10) by selecting [Default Paragraph Font] from the drop-down box.

Fonts
|Arial B3

The Fontsdrop-down box will display the fonts available on your computer. The selected font will be
applied to the selected text.

Font Size

10 |~

The selected font size will be applied to the selected text.

Zoom

100%| ~
You can select a zoom factor between 10% and 400% from this drop-down box.

Buttons

Bold
Clicking this button formats the selected text bold.

Italic
Clicking this button formats the selected text italic.
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Underline
Clicking this button formats the selected text underlined.

Left-aligned
Clicking this button formats the selected paragraph left-aligned.

Right-aligned
Clicking this button formats the selected paragraph right-aligned.

Centered
Clicking this button formats the selected paragraph centered.

Justified
Clicking this button formats the selected paragraph justified.

Bullets
Clicking this button formats the selected text as a bulleted list.

Numbered Lists
Clicking these buttons formats the selected text as a numbered list or a structured numbered list, i.e.,
a numbered list where.

Show/Hide Special Characters
If you click this button the end-of-paragraph characters will be displayed.

Tab Stops
The tab stop button has the identical functionality as the tab stop button on the horizontal ruler. You
can use it to change the type of tab stops when the horizontal ruler is not displayed.

Status Bar

Insertion CAPS lock

- Message area
mode indicator

11 1 29

Current page / Current NUM lock

Number of pages zoom factor indicator
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Tools

The Journal Exploret' is not a tool but the container for all iwrite.4.life™ tools. Out of the box it
docks to the left window margin but you can "tear it off" and place it wherever you want. This gives

you a lot of flexibility to adapt the screen layout of iwrite.4.life to your personal preference.

Journal Explorer v I
(JO) ~OIB)
’E! Calendar J( -
——
December 2010 Jorumy 2011

SMTWTF MTWT
' l'::.; ‘

A ) " 2345

0N ¢ 18 BURIRFREEL
uilg 2 22N X “ LR L o 22
26 . X DM

s n

Fetmuary 2011 March 2011

MTWT MTW
12 ‘ 1 3 I

‘ ol 9 " ) 12
(AR LB LD 415 6 3
A 4 Il 4 B NN R2DEDB N
728 2930 11
Apnl 20 May 2011
LX) T (X} 4 Vs |
: 7, 4 !

4 51 | B y 01T 12 14
21314 15 WITIBBON
NN DN

72 3
Journal Content

¢ @ vl Text Search

Journal Content

Use this slider to adjust the
height of the active tool (in
this case the Calenday

Month Calendar

A free tool that is included in the iwrite.4.life™ setup
package, the Month Calendar toolis a great way to see
the days that have journal entries at a glance. You can
then navigate to your entries with a single mouse click.
Many journal writers find it quite motivating too to have
an immediate visual representation of their journal
writing activity or (inactivity) over time.

Depending on your screen size and your personal work
style, you can adapt the dimension of the calendar as
you see fit. View just a single vertical column to save
space; maybe even reduce the calendar display to a
single month. Or, on the other hand, dock the Journal
Explorer to the bottom of your screen and make the
Month Calendar four or five rows high and you'll have an
overview of three or more years of journal writing.

Another free tool included with iwrite.4.life, the Journal Content tools a structured table of
contents of all your journal items. You see your journal items sorted by Topic, InfoType, and date.

Best of all, you can change the sort sequence any time.

+ [T Calendar
Use this button to
~ A .
sort the table of = O
contents 1000 items in this journal
: -
Topic 2
v 2014
For example, you may want to have the items sorted by ! igl;
InfoType first, date second, and only then by Topic. And of 2011
course you can name and rename all your Topics and D"C]? ]
InfoType 2
094703
1 Nov
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InfoTypes to your heart's content (e.g., using the Modify button on the main window’s toolbar).

Full-Text Search

Finally, the third free tool is the Fulktext Search toglwhich as its name implies, lets you search your
journal for any word, phrase, or text pattern. You can browse the search results sequentially or jump
directly to any of the journal items found by double-clicking the item in the search results window. If
you pause the mouse cursor over an item on the search results list, you will even see a tooltip with

the first few sentences of the journal item to help you decide whether you want to open the journal
item or not.

Use these buttons to browse
the search results

|* [) Calendar
io ] Journal Content
=

X =-RB
| Searchfor: o

strawberries| Go |
|  Sort sequence

Topie ==
Date and time + |
Info Type —
& |

This button opens the
Advanced Search Dialog

Found 12 hit(s) in 4 tem(s):

B iopc 2
= 325/20134:31:41 PM
InfoType 5
Topic 4
1/21/2012 1:45:04 PM
InfoType 3
= 12/11/2010257:17 AM
InfoType 4
|2 Topc 6

For a more advanced search, you can open the Advanced Search Dialoghe word list you see on the
right hand side of the dialog will update in real time as you type your search request so you will
immediately see all similar words in your journal including the frequency of their occurrence.

wrnedLife Advinced Fu-Teel Sesrch — o

Yihat 1o Seecch

W aeta vy

100 Journal teres [ retum i ssarch remsts

e Sup sesrch sflar ha marry Aers s renweed

How 0 Seann
7 Swnming
Prene Seerch
Fuzzy Geasn
Nvseral Wi

fougudar Expraamen

Syrarvgm seseching
User Synceyres
WordNet Syvocyen

WordNet Redamd Words

Word Lt

¥ Ghom wohas s woed et

Wores o edex
g
swangan
sapped
waps

Shaw

ek
svecknd
streon
steersed
Sreaneioes
wemns

weet

oo
#0es o B deem
70 him 0 20 v
€2 o & darm
4083 m 4 devmn

308 m 3 ey

4008 in 4 dnew
11 e 19 v
58 hvts m <9 v
L
4 2an i 4 deew

10 hete 0 10 B

76 b m B3 devm
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You can search for synonyms; you
can search for words that sound
similar to your search term, and
much more. The product
documentation goes into more
detail about the advanced search
options on this dialog.
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