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Chapter 5

Working with Text

Text regions function as commentary in a Mathcad worksheet,
explaining and annotating your computations and plots.

Mathcad supports many of the text editing and formatting features of
word processors. Mathcad text can include any combination of fonts,
sizes, and text styles. Text automatically wraps, breaking lines according
to margins you specify. You can specify the alignment, indentation, and
other properties of paragraphs in your text regions. You can define and
apply text styles to maintain consistency in the appearance of your text.

This chapter includes the following sections:

Inserting text
Creating and resizing text regions. Selecting and moving text and text regions.
Text and paragraph properties
Manipulating text that is already in a region: changing text properties such as
font and font size, and changingrpgraph properties such agament and
indentation.
Text styles
Working with text styles to streamline text formatting. Creating and applying
new text styles.
Equations in text
Embedding equations into text regions.

Text tools

Finding and replacing chacters in text and mathg®ens. Finding and
correcting spelling errors in text.
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Inserting text

This section describes how to create text regions in Mathcad. Text regions are useful
for inserting any kind of text into your worksheets and templates: comments around
the equations and plots in your worksheet, blocks of explanatory text, background
information, instructions for the use of the worksheet, and so on. Mathcad ignores text
when it performs calculations, but you can insert working math equations into text
regions as described in “Equations in text” on page 81.

Creating a text region

To create atext region, follow these steps. First, click in a blank space in your worksheet
to position the crosshair where you want the text region to begin. Then:

m  ChooseText Regionfrom thelnsert ]
menu, or press the double-qudtg key.
Mathcad begins a text region. The
crosshair changes into an insertion point
and a text box appears.

m  Now begin typing some text. Mathcad Fluid flow example]
displays the text and surrounds it with
text box. As you type, the insertion poir|
moves and the text box grows.

m  When you finish typing the text, click Fluid flow example
outside the text region. The text box diy +
appears.

Note You cannot leave a text region simply by pres$idh You must leave the text region by
clicking outside the region, by pressir@tfl ][Shift ][], or by repeatedly pressing one of
the arrow keys until the cursor leaves the region.

To insert text into an existing text region:

m  Click anywhere in a text region. A text box now surrounds your text. Anything you
type gets inserted at the insertion point.

To delete text from an existing text region, click in the text region and:
m  PresgBkSp] to delete the character to the left of the insertion point, or
m PresgDelete ]to delete the character to the right of the insertion point.

To overtype text:
m  Place the insertion point to the left of the first character you want to overtype.
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m PresqlInsert ]to begin typing inovertypemode. To return to the defauttsert
mode, presfinsert ] again.

You can also overtype text by first selecting it (see below). Whatever you type next
replaces your selection.

Tip  Tobreak a line or start a new line in a text region, gfgesMathcad inserts a hard page break
and moves the insertion point down to the next line. When you rewrap the text by changing the
width of the text region, Mathcad maintains a line break at this spot in the text. To delete a hard
return, click at the beginning of the next line in the text region and [B&Sp].

Moving the insertion point

In general, you move the insertion point around text regions by clicking with the mouse
wherever you want to put the insertion point. However, you can also use the arrow keys
to move the insertion point.

The arrow keys move the insertion point character by character or line by line within
text. PressingCtrl ] and an arrow key moves the insertion point word by word or line
by line. These and other ways of moving the insertion point are summarized below.

Key Action

[-] Move right one character.

[<] Move left one character.

[1] Move up to the previous line.

[+] Move down to the next line.

[Ctrl ][-] Move to the end of the current word. If the insertion point is already there,
move to the end of the next word.

[Ctrl ][] Move to the beginning of the current word. If the insertion point is already
there, move to the beginning of the previous word.

[Ctrl ][] Move to the beginning of the current line. If the insertion point is already
there, move to the beginning of the previous line.

[Ctrl ][¢] Move to the end of the current line. If the insertion point is already there,
move to the end of the next line.

[Homqg Move to the beginning of the current line.

[End] Move to the end of the current line.

Selecting text

There are several ways to select text within a text region:
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Tip

m  Click in the text region so that the text box appears. Drag across the text holding

the mouse button down. Mathcad highlights the selected text, including any full
lines between the first and last characters you selected.

m Click in the text and pregshift ] and an arrow key. Mathcad highlights the text
in the direction of the arrow key used.

m  Clickinthe textand preg€trl ][Shift ]andan arrow key. If a left or right arrow

is used, Mathcad highlights from the insertion point to the beginning of the current

or next word. If an up or down arrow is used, Mathcad highlights text from the
insertion point to the beginning or end of a line.

m  Select just one word of text by double-clicking it.
m  Select an entire paragraph of text within a text region by triple-clicking it.

m  Select an entire text region by clicking with the right mouse button on the region
and choosingelect Allfrom the pop-up menu.

Once text is selected, you can delete it, copy it, check the spelling, or change its font,

size, style, or color.

Once you've cut or copied text to the Clipboard, you can paste it back into any text region or into

an empty space to create a new text region.

Greek letters in text

Tip

To type a Greek letter in a text region, use one of these two methods:

o fi "

m  Click on the appropriate letter on the Greek toolbar. To see this toolba
on the Math toolbar, or choo3®olbars[] Greek from theView menu.

m  Type theRoman equivalendf the Greek symbol and then pré€srl ]G For
example, to entap, presd [Ctrl ]G See “Greek letters” on page 349 in the
Appendices for a table of Greek letters and their Roman equivalents.

As discussed in the section “Inserting math” in Chapter 4, ty@irg [|Gafter a letter in a math
region also converts it to its Greek equivalent. In additiOtr| [ ]G converts a nonalphabetic
character to its Greek symbol equivalent. For example, ty@hdt[ ]2[Ctrl ]Gin a text
region produces thdt character.

To change a texdelectioninto its Greek equivalent, select the text and then:
m  ChooseText from theFormat menu.

m  From the Font list select the Symbol font.

You can also change the font of a text selection by using the Formatting toolbar.
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Changing the width of a text region

When you start typing in a text region, the region grows as you type, wrapping only
when you reach the right margin or page boundary. (The location of the right margin
is determined by the settings in the Page Setup dialog box, which you can modify by
choosingPage Setugrom theFile menu.) Presg]] whenever you want to start a new
line. Often you would like to set a width for your whole text region and have lines wrap
to stay within that width as you type. To do this:

= Type normally until the first line reaches the width you want.
m  Type a space and pregsstrl  ][O).

All other lines break to stay within this width. When you add to or edit the text, Mathcad
rewraps the text according to the width set by the line at the end of which you pressed

[Ctrl [C]].

To change the width of an existing text region, do the following:

m Drag-select the text region by clicking in the worksheet outside it and dragging the
mouse pointer across the region and releasing it, or click anywhere in the text region.
A selection box encloses the text region.

= Move the pointer to the middle of the right edge of the text region until it hovers
over the “handle” on the selection rectangle. The pointer changes to a double-headed
arrow. You can now change the size of the text region the same way you change
the size of any window—by dragging the mouse.

Tip  You can specify that a text region occupies the full page width by clicking on the region and
choosingProperties from theFormat menu. Click the “Text” tab and check “Occupy Page
Width.” As you enter more lines of text into a full-width text region, any regions that are below
are automatically pushed down in the worksheet.

Selecting and moving text regions

To select and move a single text region or group of regions, follow the same steps that
you would use with math regions:

m Click on an empty spotin the worksheet, hold the mouse button down, and drag the
selection rectangle across the region or regions you want to select. When you release
the mouse button, dashed outlines show which regions are selected. If you have
selected a single region, a selection box appears around that region.

= Now move the mouse pointer to the edge of a selected region so that its appearance
changes to a hand.

= Hold down the mouse button and drag the region to the desired spot. If you've
selected more than one region, the selected regions move as a group.

m Release the mouse button.
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You can also cut, delete, paste, and copy text regions as you would any other regions.
Select the regions, and then cho@se, Delete Paste or Copy from theEdit menu,
or click the corresponding buttons on the Standard toolbar.

|
Text and paragraph properties

This section describes changing various font properties and changing the alignment
and indenting oparagraphswithin a text region.

Changing text properties

Tip

To change the font, size, style, pi
sition, or color of a portion of the  fu ot S
text within a text region, first se-
lect the text. (See “Selecting text

=iyl Flad Lk
on page 73 for techniques of se- | % it o & ‘;. akc i
lecting text within a text region.) /B Fstmte st fepixl C L
Sairpis

Then choosd&ext from theFor- Lisdz

IFI:;.I in

mat menu to access the Text Fo ;-_:L‘: | P

mat dialog box. The Text Forma -~ ot

dialog box also appearswhenyo 4 Thee b0 TR Ty ko TH seine: kil b
click with the right mouse button teed o bty st arcl s pamtes
on selected text and chodSent  [mmie= =

from the pop-up menu.

Many of the options of the Text Format dialog box are also available via the buttons
and drop-down lists on the Formatting toolbar:

e : |
[foma w00 = B SO EEEEE

When you first insert text, its properties are determined by the worksheet or template
defaults for the style called “Normal.” See “Text styles” on page 78 to find out about
applying and modifying existing text styles and creating new ones for governing the
default appearance of entire text paragraphs or regions. Any properties that you change
for selected text as described heverridethe properties associated with the style for

that text region.

If you simply place the insertion point in text and then change the text properties through the
Text Format dialog box or the Formatting toolbar, any text you now type at that insertion point
will have the new properties you selected.

You can change the following properties of selected text:
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Font

To change the font of the selected text, scroll through the Font list in the Text Format
dialog box or Formatting toolbar and choose an available font.

Font Style

To change the style of the selected text, scroll through the Font Style list in the Text
Format dialog box or click on the style buttons on the Formatting toolbar.

Font Size

To change the size of the selected text, scroll through the Size list in the Text Format
dialog box or Formatting toolbar. Font sizes are in points. Note that some fonts are
available in many sizes and others aren’t. Remember that if you choose a bigger font,
the text region you're in may grow and overlap nearby regions. ClRepssrate
Regionsfrom theFormat menu if necessary.

Tip  You can specify that a text region automatically pushes regions down as it grows by clicking on
the region and choosirRroperties from theFormat menu. Click the “Text” tab and select
“Push Regions Down As You Type.”

Effects

To make selected text take on effects such as superscripts and subscripts, click on the
appropriate Effects options in the Text Format dialog box.

Tip  Asashortcut for creating subscripts and superscripts in text, uSeltkeript andSuperscript
commands on the pop-up menu that appears when you click with the right mouse button on
selected text.

Color

To change the color of the selected text, scroll through the color list in the Text Format
dialog box.

Changing paragraph properties

A paragraph in atextregion is any stream of characters followed by a hard return, which
is created when you tygel] . You can assign distinct properties to each paragraph in

a text region, includinglignment,ndentingfor either the first or all lines in the
paragraph, antdulletsor sequential numberintp begin the paragraph.

When you first create a text region, its paragraph properties are determined by the

worksheet or template defaults for the style called “Normal.” See “Text styles” on page
78 to find out about applying and modifying existing text styles and creating new ones
for governing the default appearance of entire text regions or paragraphs. Any para-
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graph properties that you change as describeddvereidethe paragraph properties
associated with the style for that text region.

You can change the properties for a paragraph within a text region by doing the

following:
= Select the paragraph by clicking in || — e - |
to place the insertion point, by drag- . o]

selecting it, or by triple-clicking it. et [ S [ =)
Careel |

m ChooseParagraph from theFormat Rge i B [l
menu, or click with the right mouse
button and choosRaragraph from
the pop-up menu. Mathcad displays
the Paragraph Format dialog box.

E e =

A bpaeyd
F Lak ™ okt ™ Lot

m  Change the appropriate properties in the dialog box and click “OK.”

You can change the following paragraph properties:
Indent

Toindent every line in the paragraph the same amount, enter numbers in the “Left” and
“Right” text boxes. To indent thiérst line of the paragraph a different amount than the
rest of the lines, as for a conventional or hanging indent, select “First Line” or
“Hanging” from the “Special” drop-down list and enter a value below.

Bullets

To begin the paragraph with a bullet, select “Bullets” from the “Bullets” drop-down
list. Select “Numbers” from the drop-down list to have Mathcad number successive

- i—
- z—
- T—

paragraphs in the region automatically. Alternatively, on the

Formatting toolbar.

Alignment

To align the paragraph at either the left or right edge of the text region, or to center the
text within the text region, use these three alignment buttons. Alternatively, click one
of the three alignment buttowns the Formatting toolbar.

|
Text styles

Mathcad usetext stylego assign default text and paragraph properties to text regions.
Text styles give you an easy way to create a consistent appearance in your worksheets.
Rather than choose particular text and paragraph properties for each individual region,
you can apply an available text style, setting a range of text and paragraph properties
at once.
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Every worksheet has a default “normal” text style with a particular choice of text and
paragraph properties. Depending on your worksheet and the template from which the
worksheet is derived, you may have other predefined text styles to choose from, which
you can apply to existing or new text regions. You can also modify existing text styles,
create new ones of your own, and delete ones you no longer need.

This section describes the procedures for applying, modifying, creating, and deleting
text styles. See the previous section, “Text and paragraph properties,” for details on the
available text and paragraph properties and for instructions on formatting selected text
within a text region.

Applying a text style to a paragraph in a text region

Tip

When you create a text region in your worksheet, the region is tagged by default with
the “Normal” style. You can, however, apply a different style to each paragraph—each
stream of characters followed by a hard return—within the text region:

m  Click in the text region on the paragraph where you want to change the style.

= ChooseStyle from theFormat menu, or click  EE GG

with the right mouse button and cho&tgle s

from the pop-up menu, to see a list of the ave [EEEIR——

able text styles. Available text styles depend « [r=x= imd. e |

the worksheet template used. Moredl oty |
m Select one of the available text styles and clic e |

“Apply.” The default text in your paragraph ac an
quires the text and paragraph properties asso
ed with that style.

As an alternative to choosirfyle from theFormat menu, you can apply a text style to a text
paragraph simply by clicking in the paragraph and choosing a style from the left-most drop-
down list in the Formatting toolbar. To apply a text style to an entire text region, first select all
the text in the region using one of the methods described in “Selecting text” on page 73.

Modifying an existing text style

You can change the definition of a text style—its text and paragraph properties—at any
time.

To modify a text style:

m  ChooseStyle from theFormat menu. Mathcad brings up the Text Styles dialog
box showing the currently available text styles.

m  Select the name of the text style you want to modify and click “Modify.”
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= The Define Style dialog oy |
box displays the defini- I e w |

tions of that text style. =
Bssed Or | r| Fumgmh | Carcal |

m  Click “Font” to modify
text formats such as the ?:::mm i 15l k(AT Fdt i
font, font size, font styl- ~ Insst B et usiied
ing, special effects, and
color. Click “Paragraph”
to modify the indenting and alignment for paragraphs. See “Text and paragraph
properties” on page 76 for details about the available text and paragraph formatting
options.

m  Click “OK” to save your changes.

Any new text regions to which you apply the modified text style will reflect the new
definition for that text style. In addition, any text regions previously created with the
text style will be modified accordingly.

Creating and deleting text styles

You can modify the list of available text styles in your worksheet by creating new ones
and deleting ones you no longer use; any text style changes are saved with your
worksheet. You can base a new text style on an existing text style, such that it inherits
some text or paragraph properties but not others, or you can create the style entirely
anew. For example, you may want to base a new “Subheading” style on an existing
“Heading” style, but choose a smaller font size, keeping other text and paragraph
properties the same.

Creating a text style
To create a new text style:

m  ChooseStyle from theFormat menu. Mathcad brings up the Text Styles dialog
box showing the currently available text styles.

m  Click “New" to bring up the Define Style dialog box.

m Enter a name for the new style in the “Name” text box. If you want to base the new
style on one of the existing styles in the current worksheet or template, select a style
from the “Based on” drop-down list.

m  Click the “Font” button to make your choices for text formats for the new style.
Click the “Paragraph” button to choose alignment and indentation options for the
new style.

m  Click “OK” when you have finished defining the new style.

Your new style now appears in the Text Styles dialog box and can be applied to any
text region as described in “Applying a text style to a paragraph in a text region” on
page 79. When you save the worksheet, the new text style is saved with it. If you want
to use the new text style in your future worksheets, save your worksheet as a template
as described in Chapter 7, “Worksheet Management.” You may also copy the text style
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into another worksheet simply by copying and pasting a styled region into the new
worksheet.

Note If you base a new text style on an existing text style, any changes you make later make to the
original text style will be reflected in the new text style as well.

Deleting a text style
You may delete a text style at any time. To do so:

m  ChooseStyle from theFormat menu. Mathcad brings up the Text Styles dialog
box showing the currently available text styles.

m  Select one of the available text styles from the list.
m Click “Delete.”

The text style is removed from the list of available text styles. However, any text regions
in your worksheet whose text and paragraph properties were defined in terms of that
text style will continue to display the properties of that style.

Equations in text

This section describes how to insert equations into your text regions. Equations inserted
into text have the same properties as those in the rest of your worksheet. You can edit
them using the methods described in Chapter 4, “Working with Math.”

Inserting an equation into text

Place an equation into text either by creating a new equation inside a text region or by
pasting an existing equation into a text region.

To add a new equation into a text region or a paragraph, follow these steps:

m Clickinthe textregion or paragraph t

place the insertion point where you | The uniwersal gravitalional constam, &, has the
want the equation to start. value | and can be used 1o determine the

acooleralion of a loss massive object toward &
mone mass e objecd,

m  ChooseMath Regionfrom thelnsert
menu Thiz unlversal grawiadlomal congtant, &, hag 1ha
' walue = ardl can b wend 10 Sieaming T

accalpration of a lods magdive objoct 1oward a

mans massive chiscl
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m  Typeinthe equation justas you wou

. ! Thee univorsal gravitational consfamt, 5, has the
in a math region.

value G = 667284 10" —"— and can be used
m  When you've finished typing in the " rl.' - il
; i {9 determing the sccoleration of 4 e
equation, click on any textto return § . .q o et toward 8 more massive abjec.
the text region. Mathcad adjusts th

line spacing in the text region to accommodate the embedded math region.

To paste an existing equation into a text region, follow these steps:

m  Select the equation you want to paste into the text.

m  ChooseCopy from theEdit menu, or click on the Standard toolbar.

m  Click in the text region to place the insertion point where you want the equation to
start.

B

m  ChoosePastefrom theEdit menu, or click on the Standard toolbar.

Disabling embedded equations

When you first insert an equation into text, it behaves just like an equation in a math
region; it affects calculations throughout the worksheet. If you want the equation to be
purely cosmetic, you can disable it so that it no longer calculates. To do so:

m  Click on the equation you want to disable.

m  ChooseProperties from theFormat menu. Click on the Calculation tab.
m  Click the “Disable Evaluation” check box.

m Click “OK.”

Once you have done so, the equation can neither affect nor be affected by other
equations in the worksheet. To turn it back on, remove the check next to “Disable
Evaluation” in the Properties dialog box.

For a more general discussion of disabling and locking equations, see “Disabling
equations” on page 144.

Text tools

Mathcad has tools for finding and replacing text as well as checking the spelling of text.

Find and Replace

Mathcad’sFind andReplacecommands on the Edit menu are capable of working in
both text and math regions. By default, however, Mathcad finds and replaces text in
text regions only.
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Searching for text
To find a sequence of characters:

m  ChooseFind from theEdit menu.
Mathcad brings up the Find dialog

Fipd minat .
box.
I Mok ke wned anks Lmpctee ﬂ
= Enter the sequence of characters Yo i ws s T U & [own
want to find. P Fredn [ast Fagee:

I~ M
m Click “Find Next” to find the occur- e

rence of the character sequence im-

mediately after the current insertion point location. Use the available options in the
dialog box to search upward or downward in the worksheet, to match whole words
only, to match the case exactly of the characters you entered, and to specify whether
Mathcad should search in text or math regions or both.

On-line Help  The Help topic “Characters You Can Find and Replace” details the characters you can find in
math and text regions, including Greek symbols. Many special characters, including punctuation
and spaces, can be located only in text or in math strings.

Replacing characters
To search and replace text:

m  ChooseReplacefrom theEdit menu [Foploce . @|

to bring up the Replace dialog box.

‘o mest
m  Enter the string you want to find (the fugucs v

target string) in the “Find what” box.
I Hstoh hoie soed sy

m  Enter the string you want to replace i = Huichgas
with in the “Replace with” box. Check & Frein lss Fagees
the appropriate boxes to match whol I Fisiin st fegen
words only, to match the case exactly
of the characters you entered, and to specify whether Mathcad should search in text
or math regions or both.

Al

You now have the following options:
m  Click “Find Next” to find and select the next instance of your target string.
m  Click “Replace” to replace the currently selected instance of the string.

m  Click “Replace All" to replace all instances of the string.

Spell-checking

After creating text, you can have Mathcad search it for misspelled words and suggest
replacements. You can also add words that you commonly use to your personal
dictionary.
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Note Mathcad spell-checks text regions only, not math or graphics regions.

To begin spell-checking, specify the portion of the worksheet to spell-check. There are
two ways to do this:

m  Click at the beginning of wherever you want to spell-check. Mathcad spell-checks
starting from this point and continues to the end of the worksheet. You can then
either continue the spell-check from the beginning of the worksheet or quit spell-
checking.

m Alternatively, select the text you want to spell-check.

Once you've defined a range over which to check spelling:

m  ChooseCheck Spellingfrom theEdit | - |

. “.f/c’ Ul Pl pinchai
menu, or click on the Standard
toolbar. S ? [ wee |
ks |

m  When Mathcad finds a misspelled - _E“il
word, it opens the Check Spelling d —*ﬂ—l
alog box. The misspelled word is -
shown along with a suggested replac Lo |
ment, or a list of possible replace-

ments. If Mathcad has no immediate
suggestions, it shows only the misspelled word.

Tip  To determine whether a word is misspelled, Mathcad compares it with the words in two
dictionaries: a general dictionary of common English words supplemented by mathematical
terms and a personal dictionary. If there are certain correctly spelled words throughout your
worksheet which Mathcad nevertheless shows as being misspelled, you may want to add them
to your personal dictionary.

After the Check Spelling dialog box appears, you have several options:

m  To change the word to the suggested replacement, or to another word you select
from the list of possible replacements, click “Change.”

m  Click “Suggest” to see additional but less likely replacements. If Mathcad can offer
no additional suggestions, “Suggest” is grayed.

m  To change the word to one not listed, type the replacement into the “Change to”
box and click “Change.”

m  To leave the word as is, click “Ignore” or “Add.” If you click “Ignore,” Mathcad
leaves the word alone, continues spell-checking, and ignores all future occurrences
of the word. If you click “Add,” the word is added to your personal dictionary.
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