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Preface

Structur e of
This Manual

This document is a user manual for WhitePineBoard™, a product designed for IBM® and

I BM-compatible systems running Enhanced CU-SeeMe® on Microsoft Windows™, Windows
3.1, Windows NT, or Windows 95, and the Apple ® Macintosh® family or Macintosh-
compatible computers. The content of this document is described as follows:

O

O

Chapter 1 introduces the WhitePineBoard and provides an overview of its features.
Chapter 2 explains how to create a WhitePineBoard conference.
Chapter 3 describes the features of WhitePineBoard.

Chapter 4 provides specific instructions on how to import documents from popular
presentation, word processing, spreadsheet, and graphic programs.

Chapter 5 describes advanced features of WhitePineBoard: scrolling together, using More
Features, pre-sending files, and combining documentsin a Browser for ease of
presentation.

Chapter 6 explains how to use the WhitePineBoard drawing toolsto create and edit objects.

Appendix A describes how to contact White Pine Technical Support and information to
prepare to help us solve your problem.

Appendix B provides a complete menu reference, describing the commands on each menu
when you are using Fewer or More Features.
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I nt en d ed White Pine Software has designed this product for users who wish to use WhitePineBoard from
AUdl ence their Enhanced CU-SeeMe application.

Documentation When directions differ for use of WhitePineBoard in Windows or on aMacintosh, they are
Convent | ons noted in the text. Keyboard shortcuts are given in parenthesis after the command they replace.
The Windows shortcut isgiven first, followed by asemicolon, and then the Macintosh shortcut,

for example (Ctrl-N; Command-N).

This user guide contains information for using WhitePineBoard on computers using the
Windows operating system and the Macintosh operating system. Some pictures in this guide
show Windows dialog boxes and windows. Others show Macintosh dialog boxes and windows.
In most cases, WhitePineBoard will operate identically on these two operating systems. When
the two are substantially different, both versions of a dialog box or window appear.

When information pertains to only one platform, an icon appearsin the side bar:

For Windows

22 eus™
LneEe
':-—i=

®
MICROSOFTe
WINDOWSe
COMPATIBLE

For Macintosh

4

Mac O5

Personal computer system refers to both an IBM or IBM-compatible machine or an Apple
Macintosh or Macintosh compatible system. PC refersto an IBM or IBM-compatible machine.

System text appearsin the Cour i er font.

User input appearsin bold text.

All dialog boxes, menus, and other graphics that appear throughout the document are shown
with their default settings.

Vii



Chepter 1

| ntroduction

Working with
WhitePineBoard

e
| ntroduction

WhitePineBoard is designed to allow people using Enhanced CU-SeeMe to work together on
documents. WhitePineBoard allows you to sketch ideas on an electronic markerboard and to
share and mark up documents while discussing them in an Enhanced CU-SeeMe conference.

As you make the transition from conference table meetings to electronic conferences, your
document communication must evolve as well. It isno longer practical to sketch ideason a
markerboard because the markerboard is out of view of most of your colleagues. It isno longer
practical to photocopy a document and passit around the table asthere is no table.
WhitePineBoard replaces markerboards and photocopies and provides the medium for
document communication in videoconferences. WhitePineBoard allows you to present your
ideas and review documents electronically.

Y ou can use a WhitePineBoard document as a markerboard to sketch ideas, or you can import
documents from presentation, word processing, spreadsheet, graphic, and other types of
applications.

M ar kerboard

If you normally use colored markers on amarkerboard, WhitePineBoard provides an electronic
replacement for thisimportant meeting tool. Simply use the WhitePineBoard drawing toolsto
sketch your ideas just as you did with colored markers. WhitePineBoard provides a
sophisticated set of drawing tools you can use to sketch and edit ideas. As you sketch, other
participants see your work instantly. If you want, all conference participants can sketch
simultaneously. Figure 1-1 shows an example of Markerboard.

Untitled 1 [George]

Lislelr]

Marketing Organization

Section SW

e
Fen ’7
Fill
hone ‘ Jones ‘ ‘ Cortez ‘ ‘ DePaul

u |
OO OO

[ Ouerlan 106 [[show Comments{AIw] [ afulll1004 |

£

Figure 1-1. Markerboard with More Features Shown (Windows 3.x)
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Presentations

Y ou can present slide shows to clients and customers at remote locations using
WhitePineBoard. Most presentation programs, including Aldus Persuasion® and Microsoft
PowerPoint®, can save slide shows in a WhitePineBoard compatible format. With
WhitePineBoard, you can open the presentation document and give the presentation to a remote
colleague. Y ou can sketch on the slides or take notes that all of you can see. Figure 1-2 shows
asample of aslide presentation.

Slide One (George) S=————11

Introduction

& Sales by Region

e Sales by City

=

En s Totals by Sales Agent

= 1
g =
]
£

] Overlay 1 of 5 [show Comments [ATw]  [uuf[i00% [

Figure 1-2. Presentation with Mor e Featur es Shown (Macintosh)

See “Presentations’ in Chapter 4 for tips on importing slides and slide shows into
WhitePineBoard and “ Sizing Windows for Presentations” in Chapter 5 for information about
using WhitePineBoard featuresto makeit easier to give your presentation on remote computers.

Written Documents

If your organization writes text documents, WhitePineBoard lets you review and mark up these
documents with a remote person. WhitePineBoard will dramatically improve your editing
process because everyone can see the latest draft and type in corrections that all of you can
approve. Figure 1-3 shows a sample of awritten document. See “Word Processing” in
Chapter 4 for tips on importing word processing documents into WhitePineBoard.
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=————— Bird Report [EEDI’gE] Ee————————————

N TheMarsh Themarshes of the inlan d watensrsnss su stain
lavge nurnbers of weaterforel and providenurseries for fishes
1 and other animal sea-bfe, The hevon is a good example of an
o
=4

bid that is present in the Mid-ftlan He region s, These stork-
like creatives hawre longnecks and legs and pointed beaks,
Theywade 1 the rnarshes seaw hing for fish and small give number
...................... crus taceans,

Line | «— of spotters
-

hﬂleScimPsDnMaﬁh,W\e Etd= [reeat Blue Herons, far each

Snowrrand American egrets in lafperinbers, Some of the species.

Ren species whose calls are heard m eve‘ning suchas the
- Black-Crovwmed night heron weve spothed by our ewening
Fill group.

Mone

Caolar

= Jovertay 1 of 5 [[show Comments (AT ] [ ufuflio0® [

Figure 1-3. Written Document with Mor e Featur es Shown (M acintosh)

Spreadsheets

Spreadsheets (shown in Figure 1-4) from programs such as Microsoft Excel® and Lotus
1-2-3® can be imported into WhitePineBoard for review and annotatation. If you need to

recal culate during your teleconference, you can quickly and easily import the new spreadsheet

to share with other participants. See “ Spreadsheets’ in Chapter 4 for tips on importing
spreadshests into WhitePineBoard.

Monthly revenues (George) ==——-—-—"VH]

Monthly Revenues

Jan Feb Mar Apr May June
»
Jonesdlle '1-'0:%{ 435 671 653 B8O 692
Alexandria 224 G54 735 £a5 98 [:34u]
EBridgeport G017 635 BED 695 734 750
Newr City 452 502 44 655 643 612
Total 1,578 2226 2610 [ 2701} 2655 2,704
Fen ota \ . \ . \ \

[~ Joverlay 1 of 5 [Show Comments [2Tw] [ Juli00% [

Figure 1-4. Example of a Spreadsheet with M ore Features Shown (M acintosh)
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Graphic Documents

Y ou can use WhitePineBoard to review graphic documents (shownin Figure 1-5). Most graphic
programs such as ClarisDraw®, Canvas™, Aldus SuperPaint®, Corel DRAW™, Micrografx
Designer™, and Adobe Photoshop™ can save a document in aformat that can be imported by
WhitePineBoard. See “Graphics’ in Chapter 4 for tips on importing graphicsinto
WhitePineBoard.

PICT for brochure (Gearge) E—="—"uS0N|

Reduce hump >

Figure 1-5. Example of a Graphics Document with Fewer Features Shown (M acintosh)

Working Together

When you are connected with other participants using WhitePineBoard, the documents you
create, open, or import are automatically sent to them. This means everyonein aconference can
mark up, print, and save the document on their own computer. WhitePineBoard provides
Pointers which are cursors visible on al screens simultaneously that allow you to direct your
attention to specific portions of the markerboard or document.

WhitePineBoard provides other collaborative features to create a complete environment for
working together. These include the ability to synchronize scrolling and zooming between the
connected computers and to make comments on up to five overlays. See“ Advanced Features”
in Chapter 5.
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Chepter 2

Making a
Connection

I
Creating aWhitePineBoard Conference

A WhitePineBoard conference provides a medium for sharing ideas and documentsin a
conference. It is designed to allow you to work on documents with others who are in remote
locationsviaEnhanced CU-SeeMe. Using WhitePineBoard, you can sketch your ideas using the
drawing toolsand share, review, and mark up computer documents. There aretwo waysto make
connections:

0 Point-to-point between two people
0 Multipoint between two or more people using a Reflector

Important: Inorder to maintain privacy when conferencing viaareflector, have the conference
administrator restrict the conference to include only the people taking part in the conference.
Unless the conference is restricted, anyone with access to the reflector can participate in your
WhitePineBoard conference.

To make a WhitePineBoard Connection:
1. All participants start Enhanced CU-SeeM e, making a connection to the same conference on
the same Reflector.

Notes:

O Itisnot necessary for participants to have audio and video capabilities for
WhitePineBoard connections.

O If youarenotonaLAN or WAN network and wish to make an Enhanced CU-SeeMe
connection, use White Pine PPP, included with Enhanced CU-SeeMe. Follow the
instructions in the Enhanced CU-SeeMe User Manual for making a White Pine PPP
connection.

O For moreinformation on making an Enhanced CU-SeeMe connection, refer to your
Enhanced CU-SeeMe User Manual.

2. All participants choose WhitePineBoard from the Conference menu.

3. One participant creates a WhitePineBoard document by choosing New (Ctrl-N;
Command-N) for opens an existing document by choosing Open (Ctrl-O; Command-O)
from the File menu.

Alert messages appear on the screens. The WhitePineBoard originator receives amessage
stating who is connecting to the conference. The other participants receive a message
stating who originated the document.

The document is created on all computers. A time line appears on the screens as the
document is being downloaded or transferred.
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Note: Depending on a number of factors, such as a network bandwidth, the number of
participants connecting, and the number of conferences on areflector, it may take aminute
or two to open the document on each screen.

Once adocument has been created or opened, conference participants can begin reviewing
it together. When you are connected, WhitePineBoard links document windows so all
participants ook at the same part of the document as they work. Y ou and the other
participants can see the document, scroll through it, mark it up, and discussit. If one person
scrollsthrough the WhitePineBoard document, the other participantsfollow automatically.
When one person zoomsin or out of the WhitePineBoard document, all participants zoom
in or out. When one participant switches to a different WhitePineBoard document, the
active document on all computers changes. Afterwards, everyone can print, save, and close
the document(s).

2-2



Summary of
WhitePineBoard

Each participant starts
Enhanced CU-SeeMe, then
chooses WhitePineBoard
from the Conference menu.

.

One participant createsa  —»

WhitePineBoard document
in one of four ways.

v

WhitePineBoard sends the
document to the other
participants.

v

Each participant picks a
unique color for their
Marker and Text tool
using the Color menu

and a unigque Pointer

by double clicking

the Pointer tool to display
the Select a Pointer dialog

box.
v

Open: Choose Open from the File
menu to open adocument saved in a
format compatible with WhitePineBoard.

New: Choose New from the File
menu. Then, create new text and/or

illustrations.

Capture: Choose New from the File
menu. Then, choose Capture Image
from the Edit menu.

Paste: Choose New from the File
menu. Then, paste a selection from
the Clipboard using Paste Image
from the Edit menu.

All participants review the document:

* Discuss it over Enhanced CU-SeeMe.
* Point to what they aretalking about [ *| The documents are auto-
with the pointer. It isvisible on all

screens at the same time.

* Mark up the document with the Marker
and stick Post-it-notes™ on with the

Text tool.

The markups are drawn on all screens

at once.

More documents are
created or opened by
conference participants.

matically sent to al
conference participants.

Later, conference

v

Conference participants
print and save the document.
The document image and
the markups are saved.

participants reopen the
document with Open
from the File menu to

print it, review it, or share
the document in another
connection.

A 4

Figure 2-1. WhitePineBoar d Flowchart

Figure 2-3 isaflowchart diagramming the basic operation of WhitePineBoard.
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Chepter 3

The Document
Window

e
WhitePineBoard Features

This chapter explains the basics of using WhitePineBoard to make sketches and to share and
mark up imported documents. It explains the process of creating a WhitePineBoard document,
sending it to others, marking up the markerboard or animported document, printing, saving, and
reopening the WhitePineBoard document. It covers the following topics:

O Document window

O Displaying a document image

O Importing documents into the overlay

O Naming documents

O Sending documents

O Getting information about the active document
0 Saving documents

O Printing documents

In WhitePineBoard, you view your document in awindow. Figure 3-1 shows the parts of a
WhitePineBoard window.

Untitled 1 (Your Name) =[]

Tool Palette

——View lcon
(Sli%(\//ver:)Featur% Scroll Bar
Document Window
Click to reduce PP e Scroll Bar

Click to enlarge

Figure 3-1. The WhitePineBoard Window (M acintosh)
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WhitePineBoard tools alow you to draw in the document window just as you would on a
markerboard. A document window has two parts:

O

Document Image

Y ou can import adocument created in another application, such as Microsoft Excel, Adobe
Photoshop, or WordPerfect, and place it in the background of the WhitePineBoard
document as a document image. This document imageislike an “electronic printout”; you
can seeit and mark it up, but you can’'t make changes to theimage itself. Y ou mark up the
document image by drawing in an overlay.

Overlays

Anoverlay islike atransparent acetate sheet laid on top of the document image. If you use
the WhitePineBoard document as a markerboard, you draw in the overlay. If you areusing
Fewer Features, you have only one overlay. If you are using More Features, you can use up
to five overlays. See “Using Five Overlays and Showing Comments” in Chapter 5.

- Tool Palette - the Tool palette gives you access to the WhitePineBoard collaboration and
markup tools. With Fewer Features you have four tools, including a marker and a text
Post-it™ tool, and the color pop-up menu. More tools are available when you are using
More Features.

- Zoom Featur e - you can use the mountain icons in the bottom bar of the document
window to zoom in (Ctrl-click; Command-click) or out (Ctrl-shift-click;
Command-shift-click) of a document.

- Viewicon - the View iconisdisplayed in the upper right corner of the document window.
When you first connect, you see an Open Eye icon. This means your view of adocument
window is linked to the others' view so that you all see the same document and scroll
together while you work. See “Viewing Together” in Chapter 5.

Displaying a Document I mage

Y ou can import documents created in other applicationsinto WhitePineBoard and display them
as document images using one of three methods:

O Open - opening adocument as adocument image isfast and easy if the document is saved

in aformat recognized by WhitePineBoard.

0 Capturelmage - capturing a selection of adocument from screen display is convenient.

Thismethod allowsyou to import aportion of adocument that isnot in aformat recognized
by WhitePineBoard. It provides an easy way to show a change you have madein an
originating program.

3-2



Mac OS5

Mac OS

O Pastelmage - pasting a document image is useful when the Clipboard contentsarein a
compatible format.

On the Macintosh, both Word Perfect and Microsoft Excel can save pagesto the Clipboard
in picture format which can be pasted into a WhitePineBoard document as a document
image.

See “Importing Documents into WhitePineBoard” in Chapter 4 for instructions on importing
documents from many popular software applications.

Opening a Document as a Document Image

Y ou can open documents saved in a compatible format directly into WhitePineBoard by using
the Open command from the File menu. WhitePineBoard can open documents saved in the
following formats:

0 Windows- BMP, EPS, GIF, PICT, PCX, TGA, TXT, TIF, and WMF
0 Macintosh - PICT, TEXT, or the Scrapbook

Note: PICT copies of pages or other selections can be pasted to a Scrapbook file, then opened
in WhitePineBoard. See “Opening a Scrapbook as a Browser (Macintosh)” in Chapter 5 for
more information on opening the Scrapbook file.

To open documents saved in compatible formats:

1. Access WhitePineBoard through Enhanced CU-SeeMe.

Before opening adocument, you can set adefault window size so your document windows
are sized as you wish. See “ Sizing Windows for Presentations’ in Chapter 5 for more
information.
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2. Choose Open (Ctrl-O; Command-O) from the File menu.

The Open dialog box is displayed as shown in Figure 3-2.

Windows 3.x
Change the folder as necessary to find
2z the document you want to open..
®
® ) . File Hame: Qirenl.mies: l— Click to open the
Highlight the cr\whitebdiculrent . highlighted
document you apenda int Eet : document
udget.i whitebd . .
want to open. netes imd i Click to cancel
without applying
Use the drop-down o changes.
“_i to show List Files of Type: Drives:
different formats. — | [anavaiable Files — [3]  [=c: « )
4’1\ Change drive as
Use when a document |1 Have Others Open Their Matching Local Capy | necessary to find the
has been pre-sent. [ Seale Image To Fit In Window document you want to
open.
! Choose to make the document image fit in P
the window of your computer.
Macintosh
. Use the pull-down menu to
change the folder.
i Highlight the £3 Current Jobs ¥
MH.C OS documentyou |l JEETTEYN = hard drive
want to open. 0 Brochure
P 0O Budget for May
Click to open the
— highlighted
Use the pull-down = document.
menu to show
different formats. | Show
Use when a document | |1 Have Others Open Their Matching Local Copy Click to open the
has been pre-sent. [ Convert Image To Editable Comments | document into the
Q Scale Image To Fit In Window current overlay.

I" Choose to make the document image fitin the
window of your computer.

Figure 3-2. Open Dialog Box

3. Choosethetype of documentsyou want to open using the drop down list (Windows) or the
Show pull-down menu (Macintosh).

The default shows all available documents.

4. If the document was pre-sent, click the “Have Others Open Their Matching Loca Copy”
check box.

Instead of sending the document, WhitePineBoard opens the matching copy on the other
computers. See “Pre-Sending Files’ in Chapter 5 for more information about pre-sending

files to the remote computers.

5.  If you want the document image to be scaled to fit in your computer screen, click the Scale
Image to Fit in Window check box.
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The entire document image will be displayed in your window , and if you are connected,
on the remote computersif your views are linked.

6. Select the document you want to open and click Open.
The document is:
O Opened as the document image of a new WhitePineBoard document.

O Sent to the others and placed as the document image of a new WhitePineBoard
document on the other computers when you are connected. Y ou see a progress
indicator showing the percent of the document that has been sent.

When the document is displayed on all screens, you can discuss it and mark it up.
Capturing a Screen Image of a Document

Y ou can capture any document displayed on your computer screen and placeit asthe document
image in aWhitePineBoard document. Y ou can capture only that portion of the document that
is visible on the screen. Because some documents cannot be displayed completely on your
screen, you may want to use one of the other methods to bring them into WhitePineBoard.

To capturean image from screen display:

1. Choose WhitePineBoard from the Conference menu.
2. Choose New (Ctrl-N; Command -N) from the File menu.

A new document isopened on your computer. If you are connected with others, it iscreated
instantly on their computers as well.

3. Open the document you would like to capturein its originating program so it is displayed.

For example, if you want to capture adocument image from aMacWrite™ document, run
MacWrite and open that document. Scroll to the part of the document you want to capture
so itisvisible on the screen.

4, Switch to WhitePineBoard.

Make sure the document you want to capture isimmediately behind the WhitePineBoard
window on your computer. If you have followed adifferent procedure, another screen may
be behind your WhitePineBoard window.

5. Choose Capture Image from the Edit menu.

If the active WhitePineBoard document already contains a document image, you are
warned (as shown in Figure 3-3) that the image will be replaced by the newly captured
image. The othersin your conference are not warned. Be sure to let the others know you
are replacing a document image.
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Keeps the

Capturing a new image will replace the image
Current lh:l is aﬂeadg in |hi§l ducumer':l. Do you wigh Replaces the
document to continue? current document
image available image with the
to mark up, ey newly captured
print, or save. document image.

Figure 3-3. Capture Image Alert M essage (M acintosh)

The document behind WhitePineBoard is displayed and the cursor becomes a cross-hair.

In Windows, WhitePineBoard displays the entire screen behind it, including the menus and
other attributes of the program. A cross-hair cursor is provided to drag over that part of the
screen you want to capture.

On the Macintosh, WhitePineBoard displays a flashing directional note as shown in
Figure 3-4. This message disappears when you start to drag the cross-hair cursor over the part
of the screen you want to capture.

‘ The menus remain Whiteboard menus.

€ File Edit Font Size Style Drawing Collaborate Windows &w

Flashing message.

|| Click mouse and drag to select image to capture ”

Budget for Brachure
A | B | € | D | E [ F | & | H®H | 1

The cursor becomes a

crosshair.
The document behind Carmpomer P
Whiteboard is Copre ) e
H 2 t |
dlsplayed. Drag the Sell\).&p (475000 $60.80
Colar (bes.on)  $36.80

mouse to select the
document image.

5| el <[] o o o ]

Figure 3-4. Directional Note Alert (M acintosh)

6. Drag the cross-hair to draw an imaginary rectangle around the area of the screen you want
to capture.

When you rel ease the mouse button, the portion of the screen you selected is:
0 Placed as the document image of your active WhitePineBoard document.

0 Sent to the others and placed as the document image on their computer screens when
you are connected. Y ou see a progress indicator showing the percent of the captured
image that has been sent.

When the document is displayed on all screens, you can mark it up.
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Pasting a Selection asa Document I mage

WhitePineBoard can paste a selection as a document image if it is saved to the Clipboard in an
appropriate format.

To placethe contents of the Clipboard as a document image:

1

Open adocument inits originating program, make a selection, and copy the selection to the
Clipboard. Or, copy a selection to the Clipboard from the Scrapbook.

See “Importing Documents into WhitePineBoard” in Chapter 4 for directions on copying
selections from documents in an appropriate format.

Launch WhitePineBoard.

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

The document is opened on all the computersimmediately when you are connected.
Choose Paste Image from the Edit menu.

If Paste Image is dimmed, the selection in the Clipboard is not compatible with
WhitePineBoard. If the active WhitePineBoard document already contains a document
image, the person pasting the image iswarned (shown in Figure 3-5) that the current image
will be replaced by the pasted image. The others are not warned, so be sure to discuss this
before replacing a document image.

Keeps the Pasting a new image will replace the image

current that is already in this document. Do you wish Rep| aces the
document o continuet current document
image available image with the
to mark up, ———__tancer_] — newly pasted
print, or save. document image.

Figure 3-5. Clipboard Already Contains a Document Alert M essage (M acintosh)

When you choose Paste Image, the Clipboard contents:

O

O

Are pasted as the document image of your active WhitePineBoard document.

Sent to the others and placed as the document image in the same document when you are
connected. Y ou see a progress indicator showing the percent of the pasted image that has
been sent.
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Y ou can bring a document or a selection from a document into the WhitePineBoard overlay as
an object using one of two methods:

0 Open adocument in acompatible format into an overlay
0 Pasteaselection from the Clipboard into an overlay
See Chapter 4, “Importing Documents into WhitePineBoard” for instructions on importing

documents from many popular programs.

Y our ability to edit adocument opened or pasted into an overlay with the drawing tool s depends
on the program it was created in. The WhitePineBoard object locking feature allows only one
person at atimeto work on any object, including text objects. If you are finished working on an
object, click outside of the object to remove your selection and allow the othersto edit it.

Opening a Document into an Overlay

To open adocument in a compatible format into an overlay:

1. Seect WhitePineBoard from the Enhanced CU-SeeMe Conference menu.
2. Choose Open (Ctrl-O; Command-O) from the File menu.

The Open diaog box is displayed. WhitePineBoard can open these documents into an
overlay: graphic documents on the Macintosh and text documents on both Windows and
Macintosh. Text documents are imported as text objects. Using the Text tool, you can edit
the imported text.

In Windows, WhitePineBoard opens all text documents into the overlay automatically. If
you want graphics objectsin the overlay, follow the directionsin “Pasting a Selection into
an Overlay.”

3. Select the document you want to open.
In Windows, select atext document.

On the Macintosh, click the Convert Image to Editable Comments check box (Figure 3-6).

0 Budget for brochure ¥| = hard drive
[0 Marsh article _
0 Stork for article
Desktop
[_Open_]
i
Show | All Available «
Check to open the [ Have Others Open Their Matching Local Copy
file into the OVer|ay_7 [ Convert Image To Editable Comments
[ Scale Image To Fit In Window

Figure 3-6. Open Document Dialog Box (M acintosh)

4. Click Open. The document opens into the current overlay.
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Pasting a Selection into an Overlay

To paste a selection from the Clipboard into the current overlay:

1. Copy aselection into the Clipboard from another WhitePineBoard document, from another
application, or, on the Macintosh, from the Scrapbook.

2. Switchto WhitePineBoard and display the overlay in which you want to place the selection.

3. Choose Paste from the Edit menu.

The Clipboard is pasted into the current overlay. Selections from word processing and
spreadshest applications are pasted into atext box automatically.

Note: Use Paste and not Paste Image; Paste |mage pastes a document image. If Paste is
dimmed, the selection in the Clipboard is not compatible with WhitePineBoard.

Namin g WhitePineBoard uses anaming method that hel psyou coordinate multiple documentswhileyou
D ocumen t S are connected. When you open or create adocument, WhitePineBoard makes you the document
“sponsor” by placing your name in parentheses after the document name in the Title bar. The
document sponsor is the only person who can send a document to someone who has closed it.

For example (Figure 3-7), an untitled document that George createsistitled “Untitled 1
(George)” on his computer and on the other computers connected to his.

Windows 3.x

\"é;;r:'%:ﬁs‘ﬁ@ Untitled 1 [George]

®

: Macintosh
‘ =—— Untitled 1 (George) ==
Mac OS

Figure 3-7. Untitled Documents
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Sending
Documents

Usually, WhitePineBoard sends documents that you create or open to the others to whom you
are connected. Documents are sent automatically in the following situations:

0 You are connected with WhitePineBoard already. When you create a new document, open
aWhitePineBoard document, or import a publishing document created in another
application, the document is sent automatically to the others as soon as it opens on your
compulter.

O Youareworking alone in WhitePineBoard and have documents open when you connect
with another user. All of the documents you have open in WhitePineBoard are
automatically sent when you connect with the others. Close documents you do not want to
share before connecting.

While documents are being sent, a progressindicator is displayed on the sending and receiving
computers. If adocument is empty or small, you may not see a progress indicator. Once a
document isfully sent, you can switch to that document and work while WhitePineBoard sends
the other documents. Y ou can switch to another application on your own computer, if you want.
The sending and receiving of documents continues uninterrupted in the background.

Pre-sending Files

Y ou should pre-send files to eliminate the need to wait for them to be transmitted during a
review session. Pre-sending filesis especialy important if you are using a slower
communicationslink, if you plan to use large documents or if you want to share alarge number
of documents. See “Pre-Sending Files’” in Chapter 5 for more information.

Re-sending Documents

Asdescribed in “Pre-sending Files’ in the previous section, when a document is created or
opened, it is automatically sent to another person who connects or who is connected. That
personisfreeto close the document at any time. However, if they close the document, they can
no longer view and discussit with you. If one or more usersin the connection close adocument,
you may want to resend it. This allows you to continue to work on it together and allows them
to save or print a copy.

Use Send Document from the File menu to resend a document. The Send Document command
fromthe Filemenu isdimmed unless at |east one other person in the connection has closed your
active document.

Tore-send adocument:

1. Make the document you want to send the active document.

An active document has atitle bar that is solid on Windows and striped on the Macintosh.
To make adocument active, choose it from the WhitePineBoard Windows menu or click
on any part of the document if you can seeiit.

2. Choose Send Document from the File menu.

The Send dialog box appears (Figure 3-8).
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Are you sure you want to send "PICT for
brochure (George)" to Brenda?
[] Have Dthers Open Their Matching Local Copy

e ]

Figure 3-8. Send Alert Message (M acintosh)

3. If the document was pre-sent, click the “Have Others Open Their Matching Local Copy”
check box.

Instead of sending the document, WhitePineBoard opens it instantly on the other
computers. See “Pre-Sending Files” in Chapter 5 for more information about pre-sending
files to the remote computers.

4. Click Send.

The document is sent.
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Getting

| nformation
about the Active
Document

WhitePineBoard provides information about the active document in a Document Info dialog
box.

Todisplay active document infor mation:
1. Make the document active on your screen.
An active document has atitle bar that is solid on Windows and striped on the Macintosh.

To make adocument active, choose it from the WhitePineBoard Windows menu or click
on any part of the document if you can seeiit.

2. Choose Document Info from the File menu.

The Document Info dialog box is displayed (Figure 3-9), containing the following
information:

Document Info:
Document Name: Notes from Wednesday (George)
Saved on your disk as: Notes from Wednesday
Who can send: George

Who Has This Document
George
Brenda

[

<

Figure 3-9. Document I nfo Dialog Box

0 Document Name - displays the name of the active document. The name displayed is
that chosen by the document sponsor.

O Saved on Your Disk As- when you save a document, the name of the document
displayed on your computer screen remainsthe name chosen by the document sponsor.
If you have saved the document, the name under which you saved it is displayed here.
Otherwise, the word Unsaved is displayed.

O Whocan send - The name of the person who isthe document sponsor (the participant
who originally sent the document to others) is displayed. Usually you will know who
the document sponsor is because the name is given in parentheses after the document
title.

O Whohasthisdocument - WhitePineBoard automatically sends adocument when you
are connected. However, another person may have closed a document. In the
Document Info dialog box, the names of those who have the document open on their
computers are listed. If one or more users have closed the document, use Send from
the File menu to send it. See “ Sending Documents’ earlier in this chapter for
information on sending documents.

3. Click OK.
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In Windows, the WhitePineBoard File menu has a command for exporting documents to a
different format. To open a WhitePineBoard document in another program, export it to a
compatible format. Y ou can export to these formats. BMP, PICT, EPS, GIF, PCX, TGA, TXT,
TIF, and WMF.

To export documents:

1. Choose Export from the File menu.

The Export dialog box appears as shown in Figure 3-10.

File Hame: Directories: :
| present.bmp | c:whitebd\current
= = e\ 2
[~ whitebd
= current
B3 -
&
Save File as Type: Drives:
BMP Files -BMP) =TS [+]

Figure 3-10. Windows 3.x Export Dialog Box

2. Typeaname for the exported document.
3. Choose afile typein the drop-down list.
4. Click OK.

The document is saved in the selected format.
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Y ou can save a document at any time. When you save a WhitePineBoard document, the

overlaysand all of the associated markup objects and the document image, if any, are saved.
The document is only saved on your computer, not on the other computers. Itisagood ideafor

everyone to save documents frequently.

Using Save As

Usethe Save As command to save newly created documents. The Save command is dimmed to

help you avoid overwriting an original file.

To save adocument using Save As.

1. Choose Save As from the File menu.

WhitePineBoard displays the Save As dialog box (shown in Figure 3-11).

Windows 3.x

File Hame:

Directories:
c:\whitebd

&

[+

Save File as Type:

=\
= whitebd

Drives:

[whiteboard Files [~ IMF)| ]

|c:

Cancel

Macintosh

5 Current jobs v

O PICT for brochure
[ Organization chart
[0 Notes from Wednesday

Save current document as:

|Budget

Figure 3-11. Save As Dialog Box

Both the overlay with any markups and the document image, if any, are saved.

2. Open the folder where you want to store the document.

3. Enter adocument name. Notice that WhitePineBoard drops the name of the document
sponsor from the title when you save it.

4. Click Save.

WhitePineBoard remembersthe size and location of the document window when you save
a document. When you reopen the document, the window is displayed as it was saved.
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Note: If you imported afile, do not use the same name when you save your new
WhitePineBoard document or you will losethe original file. WhitePineBoard does not save the
document in the original format. Use the Save As command again if you want to save a
document under a different name or to a different location.

Using Save

Once you have saved a document with Save As, you can choose Save (Ctrl-S; Command-S)
from the File menu to save the document. The document is updated using the name and location
you entered in the Save As dialog box.

Y ou can print adocument at any time. When you print adocument, WhitePineBoard prints the
markup objects together with the document image, if any.

Choosing a Printer

Before you print, select a printer if adefault printer is not specified. In Windows, use the Print
Manager from the Program Manager Main Group Window to sel ect aprinter. On the Macintosh,
use the Chooser from the Apple menu to select a printer.

Setting Up the Pages

Choose Print Setup (Windows) or Page Setup (Macintosh) from the File menu to prepare a
document for printing. The Print Setup dialog box appears (shown in Figure 3-12). Y ou can
change the paper size, the orientation of the printing, the scale of the printing, and more
depending on your printer. Refer to the manual that came with your printer.

Windows 3.x (Print Setup)

[ Printer
@

[ ly Apple Laserwriter Plus on LPT1:)

) Specific Printer: Options...
|Apple Laserwfriter Plus on LPT1: ng
" Orientation Paper
I ® Portrait Size: |Letter 81/2x11in |N%§
) Landscape Source: |Upp91 Tray L%,g
Macintosh (Page Setup)
Laserlllriter Page Setup 71z |m|
Paper: @ US Letter O A4 Letter _ —
CIUS Legal () BS Letter ‘| _Tabloid ]  [cancel]
Reduce or Printer Effects:
100t
Enlarge: ] Font Substitution?
Orientation [ Text Smoothing?
1@ [] Graphics Smoothing?
l|Il|] (< Faster Bitmap Printing?

Figure 3-12. Setup Dialog Box
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Printing a Document

Once you select a printer and specify the way you want the document to be set up using Print
Setup (Windows) or Page Setup (Macintosh), you are ready to print.

Toprint a document:

1.
document.

The Print dialog box for your selected Printer appears.

Choose Print (Ctrl-P; Command-P) from the File menu to print a WhitePineBoard

Click OK in the Print dialog box to print using the default print settings.

Y ou can change any selections available in the Print dialog box for your printer before

clicking OK.

Changing the Way the Document Prints

When you are using More Features, you can use the Layout dialog box (shown in Figure 3-13)
from the Drawing menu to set features that affect the way your document prints. Y ou can
change the size of the document and the printing sequence.

Change the —
document
size.

Layout:

[ Show Ruler

[] Allow Calibration
[4 Show Ruler Lines
[ Show Page Breaks

[ snap To Grid

spacing: in.

Drauwi

Print Sequence: —
= o

[ Print Last Page First

— Change the
print sequence.

— Check to print the
last page first.

[(rancer J[ wc )

Figure 3-13. Layout Dialog Box

Y ou can change the following characteristics of the document:

O Document Size

The Drawing Size box representsthe potential size of the WhitePineBoard document. Each
pageisrepresented in the box as asmall white rectangle. Place the Selection Arrow over a
white page symbol and drag to add or subtract pages. Figure 3-14 represents the size of a

document.

Figure 3-14. Representation of Document Size
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When you use Page Setup from the File menu to increase the size of apage, the larger page
sizeisreflected in the Drawing Size box. For instance, if you increase the paper size, the
white rectangles representing a page are proportionately larger and fewer pagesfit in the
gray sguare.

Print Sequence

Y ou can change the print sequence for a multi-page document. Click the button next to the
sequence you wish to use. The button on the left causes printing to occur by rows, across
the top of the document first. The button on the right causes printing to occur by columns,
down theleft side of the document first. To print the last pagefirst, click the Print Last Page
First check box.

Display Page Breaks

Y ou can hide or show page break linesin the WhitePineBoard document. The lines appear
as heavy dashed lines on screen. Y ou can draw acrossthe lines asif they were hidden. The
page break lines are not printed. To show the page break lines, place a check in the Show
Page Breaks check box.

Reopening the Document After Saving and Closing

Y ou may want to reopen a document you have previously saved to review the comments, print
it, or shareit with other users.

Toreopen the document:

1.

2.

Choose Open from the File menu.
Highlight the document in the Open dialog box.
Click OK.

Or

Double-click the document icon in the File Manager (Windows 3.x), ‘95 Explorer
(Windows 95), or the Finder (Macintosh).

The document opens.
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Saving a Document

Everyone can save a WhitePineBoard document. Y ou can reopen the WhitePineBoard
document later and review it by yourself or with others.

To save a document:

0 Choose Save Asfrom the File menu. The Save As dialog box appears.

If you opened adocument created in another application, enter anew document name so you do
not overwrite the original.

Change any setting as needed and then click OK to print your document.

Closing a Document

When you have finished working on a document, and have saved afina copy, closeit using
Close (Ctrl-W; Command-W) from the File menu or by clicking in the Close box.

Disconnecting from WhitePineBoard

When you are finished working together with WhitePineBoard, you can disconnect from the
other participants.

Todisconnect from WhitePineBoar d:
O Choose Close or Quit from the WhitePineBoard File menu.
If you have not saved the document, a dialog box appears asking if you wish to save the

document. When a WhitePineBoard document is saved, comments are saved and
WhitePineBoard remembers who made which comments.

The connection with the other users closes.

O You can unlink your views from the Collaborate menu. Once unlinked, you can look at
different parts of the same document or different documents without affecting the
document window of the others connected to you.
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Chepter 4 |mporting Documentsinto WhitePineBoard

This chapter explains how to import documents from avariety of applications into
WhitePineBoard for review and comment. The sections provide general guidelines for
importing documents from four types of applications. In addition, they provide specific steps
for several popular software packages. The four types of applications are:

O Presentations

O Word processing documents
O Spreadsheets

O Graphics

Remember, you can always capture an image of a document from the screen no matter which
application created it. Use either Copy and Paste or Paste Image for a quick and easy solution
for importing from many programs.

Once you have determined how to import adocument from your application, see“Displaying a
Document Image” for stepsto open, capture and paste an image, and “Importing Documents
into the Overlay” in Chapter 3 to open and paste into an overlay.

Presentations Y ou can import documents from presentation or slide show applications by saving the slides,
e 0 06 06 06 0 06 0 0 06 0 o capturing a slide from the screen, and pasting a selection as a document image or an object in
the overlay.
", On the Macintosh, most slide presentation programs can save in the scrapbook format. To open
a scrapbook, see“ Opening a Scrapbook as a Browser (Macintosh)” in Chapter 5.
Mac OS

Aldus Persuasion

vt To save an Aldus Persuasion slide show (Windows):
__H@ 1. Display adide or select the slide in Outline mode.

MICROSOFTe

WINDOWSe

2. Choose Save As from the Aldus Persuasion File menu.
3. Seectthe WMF format.
4. Click OK.

Repeat this process for each dlide. Then, group the slidesinto a Browser for easy presentation.
See “Browsing a Group of Documents” in Chapter 5 for more information.
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To save an Aldus Persuasion slide show as a scrapbook (Macintosh):

1

2.

3.

4.

Choose Export from the Aldus Persuasion File menu.
Givethefile anew name.
Choose the scrapbook format.

Click OK.

Then, in WhitePineBoard, use Open to open the scrapbook as a Browser.

M icr osoft Power Point

To save a Power Point slide show (Windows):

4.

Display aslide or select the dide in Outline mode.
Choose Save As from the PowerPoint File menu.
Select the WMF format.

Click OK.

Then, in WhitePineBoard, use Open to open the scrapbook as a Browser.

Repeat thisprocessfor each dide. Then, in WhitePineBoard, group the didesinto aBrowser for
easy presentation. See “Browsing a Group of Documents” in Chapter 5 for more information.

To save a Power Point slide show as a scrapbook (M acintosh):

1

2.

3.

4.

Choose Save As from the PowerPoint File menu.
Give the document a new name.
Choose Save dlides as pictures in a scrapbook.

Click OK.

Then, in WhitePineBoard, use Open to open the scrapbook as a Browser.
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Word
Processing

Y ou can import text from aword processing program in a number of ways, depending on the
capabilities of your program.

Toimport atext document asatext object in an overlay:

O Open adocument saved in the text format as an object into the overlay.

If your word processing program allows you to copy a page of text to the Clipboard in a
WhitePineBoard compatible format, use either of these methods to import pages as document
images.

0 Copy apageto the Clipboard and use Paste |mage from the WhitePineBoard Edit menu to
paste it as a document image.

O Onthe Macintosh, copy pages one at atime and paste them into the Scrapbook then use
Open from the WhitePineBoard File menu to open the Scrapbook

MacWrite

Y ou can open a MacWrite document saved in the text format. In addition, you can paste a
selection as atext object in an overlay. Save MacWrite documents as text files.

To open them into the overlay astext objects:

1. Openadocument in MacWrite.

2. Savethe document as atext (ASCII) file and close it.

3. Choose Open from the WhitePineBoard File menu.

4. Choose the document you want to open.

5. Check the Convert Image to Editable Contents check box.
6. Click OK.

The document opensinto the current overlay. See “ Opening a Document into the Overlay” in
Chapter 3.
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WordPerfect

Y ou can open a WordPerfect document using WhitePineBoard. Save Word Perfect documents
astext files.

To open them into the overlay astext objects.

1. Openadocument in Word Perfect.

2. Savethe document as atext (ASCII) fileand close it.

3. Choose Open from the WhitePineBoard File menu.

4. Choose the document you want to open.

5. Onthe Macintosh, check the Convert Image to Editable Contents check box.
6. Click OK.

The document opensinto the current overlay. See “ Opening a Document into the Overlay” in
Chapter 3.

‘ To copy WordPerfect documentsto the Clipboard in PICT format (Macintosh):

1. Makeaselection up to one page in length and copy it to the Clipboard using Copy
Mac OS (Command-C) from the Edit menu.

2. Click anywhere in the document to deselect the page.

3. Click on the graphicsicon in the upper right corner of the WordPerfect document.
4. Paste the page into the graphic window.

5. Select the text object that contains the page and copy it to the Clipboard.

Now, switch to WhitePineBoard and choose Paste Image from the WhitePineBoard Edit menu,
or on the Macintosh, paste the Clipboard to the Scrapbook.

4-4



K

Mac OS5

Microsoft Word

Y ou can edit a Microsoft Word document using WhitePineBoard. Save Microsoft Word
documents as text files.

To open them into the overlay astext objects:

1

2.

5.

6.

Open adocument in Microsoft Word.

Save the document as atext (ASCII) file and closeiit.

Switch to WhitePineBoard.

Choose Open from the WhitePineBoard File menu.

On the Macintosh, check the Convert Image to Editable Contents check box.

Click OK.

The document opensinto the current overlay. See “ Opening a Document into the Overlay” in
Chapter 3.

To copy Microsoft Word documentsto the Clipboard in PICT format (Macintosh ):

1

2.

3.

Make a selection up to one pagein length.
Copy the selection to the Clipboard using the Command-Option-D keyboard shortcut.

Paste the Clipboard to the Scrapbook or switch to WhitePineBoard and choose Paste Image
from the WhitePineBoard Edit menu.
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Spreadsheets

Mac OS

Y ou can import spreadsheets in a number of ways, depending on the capabilities of your
spreadsheset program. Capturing an image of a spreadsheet is areliable method.

If your spreadsheet program allows you to copy a page of text to the Clipboard in a

WhitePineBoard compatible format, use either of these methods to import pages as document

images.

0 Copy aselection to the Clipboard and use Paste Image to paste the Clipboard contentsas a
document image.

O Onthe Macintosh, copy pages one at atime and paste them into the Scrapbook and then
use Open from the WhitePineBoard File menu to open the Scrapbook.

Toimport a page of a spreadsheet asa text object in an overlay:
O Copy asdlection from the spreadsheet to the Clipboard and then use Paste from the
WhitePineBoard Edit menu to paste the Clipboard contents into an overlay as atext object.

M icrosoft Excel

Y ou can open a Microsoft Excel document using WhitePineBoard.
To save pages of Microsoft Excel documentsin a WhitePineBoard compatible for mat:

1. Makeaseection.

2. Copy the selection to the Clipboard, by holding the Shift key down while you choose Copy
Picture from the Excel Edit menu.

3. Switchto WhitePineBoard and choose Paste | mage or Paste from the WhitePineBoard Edit
menu.

Lotus1-2-3

Y ou can open a Lotus 1-2-3 Document using WhitePineBoard.
Toimport a page from L otus 1-2-3 as a document image:

O Captureit from the screen using Capture Image from the WhitePineBoard Edit menu.

In addition, you can paste Lotus Clipboard selections as text objectsin a WhitePineBoard
overlay.
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Gr aphl CS Y ou can import from drawing and painting programs in a number of ways, depending on the
o o0 000008 8 o o Capabilitiesof your program.

Toimport graphics as document images, use one of the following methods:
0 Save adocument in a compatible format then use Open from the WhitePineBoard File

menu to open it as a document image.

0 Copy aselection and use Paste |mage from the WhitePineBoard Edit menu to paste the
Clipboard contents as a document image.

' 0 OntheMacintosh, copy selections and paste them into anew Scrapbook file then open the
Scrapbook file.

Toimport graphics as objectsin an overlay, use one the following methods:

O Copy aselection and use paste from the WhitePineBoard Edit menu to pasteit into an

overlay.
‘ 0 OntheMacintosh, open adocument saved in the PICT format into the overlay using Open
N from the WhitePineBoard File menu and clicking the Convert Imageto Editable Comments
MaC OS check box in the Open dialog box.

Aldus Super Paint

‘ Y ou can open a SuperPaint document using WhitePineBoard (Macintosh).
To saveadocument in the PICT format:

Choose Save As from the Aldus SuperPaint File menu.
2. Enter anew name for the PICT file.
3. Click on the Save as radio button.
4. Choose PICT in the pull-down menu.
5. Click OK.

Adobe Photoshop

Y ou can open a Photoshop document using WhitePineBoard.
To save an Adobe Photoshop document in a WhitePineBoard compatible format:

1. Choose Save Asfrom the Adobe Photoshop File menu.
2. Enter anew name for thefile.
3. Select acompatible format.

4. Click OK.
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Canvas

Y ou can open a Canvas document using WhitePineBoard.
To save adocument in a compatible for mat:

1. Choose Save Asfrom the Canvas File menu.
2. Enter anew namefor thefile.

3. Select acompatible format.

4. Click OK.

ClarisDraw

Y ou can open a ClarisDraw document using WhitePineBoard (Macintosh).
Tosavein the PICT format:

1. Choose Save Asfrom the ClarisDraw File menu.

2. Enter anew namefor the PICT file.

3. Click the PICT radio button at the bottom of the Save As dialog box.
4. Click OK.

Core DRAW

Y ou can open a Corel DRAW document using WhitePineBoard (Windows) .
Tosavein acompatibleformat :

1. Choose Export from the Corel DRAW File menu.
2. Enter anew name for thefile.
3. Select acompatible format.

4. Click OK.

Harvard Graphics

Y ou can open a Harvard Graphics document using WhitePineBoard (Windows).

Tosavein a compatible format:

1. Choose Export from the Harvard Graphics File menu.
2. Enter anew name for thefile.
3. Select acompatible format.

4. Click OK.
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Micrografx Designer

Y ou can open a Designer document using WhitePineBoard.
Tosavein a compatible format:

1. Choose Save Asfrom the Designer File menu.
2. Enter anew name for thefile.
3. Select acompatible format.

4. Click OK.
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Chepter 5

Viewing
Together

e
Advanced Features

WhitePineBoard provides a number of advanced features which help you work with other
participants efficiently and easily. This chapter describes the following features:

O Viewing together

0 Using fewer features and more features

0 Using five overlays and showing comments
O Pre-sendingfiles

0 Browsing agroup of documents

WhitePineBoard providesa Viewsfeature that allowsyou to coordinate views of documentson
connected computers. When you first connect with WhitePineBoard, your view of a document
window islinked to the other participants' view so that you all seethe same document and scroll
together while you work. If one participant has resized the document window or if one hasa

large and one a small monitor, each participant’s upper |eft corner will be the samein the view.

While your views are linked, you aways see the same part of the same document so that if one
participant:

0 Usesthescroll arrows or scroll box, the others scroll.

0 Zoomsin or out, the others zoom in or out.

O Switchesto adifferent comment overlay, the others switch.

O Switchesto adifferent document, the others switch to that document.
O Creates or opens a document, the others switch to that document.

0 Closesadocument, the document below it on that screen becomes the active document on
the others' computers.

Even though your views are linked, you each can switch independently to another application
to work. If you do switch to another application, WhitePineBoard continues to work in the
background. Changes the others make, by drawing, scrolling or switching documents, are made
on your computer. When you switch back to WhitePineBoard, your documents and views are
current.

When you are sharing adocument, you may want to unlink your views. When you are unlinked,
you can scroll, switch documents, and zoom in and out without affecting the views of the others
with whom you are connected. Documents continue to be kept up to date instantly on all
connected computers even though you are unlinked.
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The View icon in the upper right corner of each document window indicates your view status.
This helps you keep track of whether you are linked or not.

The Open Eye icon means your views are linked.
The Closed Eye icon means your views are unlinked.
The Half Closed Eyeicon means your views are linked, BUT:

O You have closed a document that another person in the connection has switched to.
O Or, one or more participants have closed a document that you have switched to.

When you are linked, there is a check mark before Link View from the Collaborate menu.

O Linking

Choose Link View (Ctrl-L; Command-L) from the Collaborate menu to remove the check
mark and unlink your views.

0 Relinking

Any participant can re-establish the link. Choose Link View (Ctrl-L; Command-L) from
the Collaborate menu to relink your views.

O Controlling Window Size

Whenyou arelinked, you can synchronize window sizeson linked computers. Choose Link
Window Size from the Collaborate menu (shown in Figure 5-1). If screens are different
sizes, windows cannot be made larger than the smallest screen.

Caollaborate

—+— Choose to synchronize
the size of the windows
on all computers.

Select Pointer...

Figure5-1. Collaborate Menu (M acintosh)
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Using Fewer
Features and
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WhitePineBoard provides two levels of tools and other features. Y ou access them by choosing
Fewer Features or More Features from the Edit menu.

Fewer Features (Figure 5-2) provides a document window with afour-tool palette, short menus
and one overlay. Use Fewer Featuresif you are unfamiliar with computers or are learning
WhitePineBoard.

Windows
File Edit Font Size Style Collaborate Windows Help

Untitled 1 [George]

£l

| aaaall]100

Macintosh

# File Edit Font Size Style Collaborate Windows &,
=———————— Untitled 1 (Brenda) = |

[aalutfioo% T [ 8]

Figure5-2. Fewer Features Tool Palette
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Using More Features (Figure 5-3) gives you access to the full power of WhitePineBoard for
sharing and marking up document images. Thisfeature providesfive overlays onwhich you can
hide and show comments, as well as additional menu commands and an expanded tool palette.

Windows 3.x
7£i|e Edit Font Size Style Drawing Collaborate Windows Help

-] Untitled 1 (George) [-1-]
[ B
kA i
B
o
e
2|
Line
Fen
Fill
e |
Colo!
[+]
[~]Overlaytors [[showComments[AIw] || Laudl]100%
Macintosh

# File Edit Font Size Style Drawing Collaborate Windows ﬂ
= |Intitled | (Brendd) =————————— |

[SJ0vertay 1 of 5 [[Show Comments [aalul[00% [

Figure5-3. More Features Tool Palette

The document window has two parts: the document image background into which you can
import adocument image and one overlay—atransparent layer placed over the document image
in which you make comments.

When you choose More Features from the Edit menu, the document window still hastwo parts:
the background and one overlay. But, you may switch between five different overlays. Y ou can
make a different set of comments on each overlay. See “Using Five Overlays and Showing
Comments’ later in this chapter.
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Showing or Hiding Comments

The Show Comments feature of the document window is available to you when you choose
More Features from the Edit menu. With this feature, you can selectively hide or show the
comments of each person marking up the WhitePineBoard. For example, after working with a
colleague, you can hide all of your comments, showing only your colleague’ s comments. See
“Using Five Overlays and Showing Comments’ later in this chapter.

The Expanded Menus

When you are using More Features, several menus offer additional commands. In addition, the
Drawing menu is added to the Menu Bar.

O TheFileMenu

The expanded File menu includes the Pre-Send Files, Build Browser, and Save Browser
menu choices. Pre-Send Files allows you to send files ahead of an interactive meeting so
you can avoid the delay associated with sending alarge document or alarge number of
documents.Build Browser allows you to associate a group of documents for presentation-
style display in a single window known as the Browser. Combining the documentsinto a
Browser makesit easy for you to present the documentsto others. Y ou can build a Browser
and saveit for later use.

O Edit Menu

The expanded Edit Menu adds the Duplicate and Clear Image commands. Duplicate makes
acopy of aselected comment. Clear Image erases or clears the image from the document
background. Y ou cannot Undo this command.

0 TheDrawingMenu

The Drawing menu is added to the menu bar when you choose More Features. Useits
commands to manipulate the comments you make in an overlay. The Drawing menu has
commands that allow you to change the position of commentsin relation to each other, to
rotate and flip comments, to group and ungroup comments, to align commentsto agrid and
to each other, and to change the rounding on rounded rectangles and squares.

Using More Drawing Tools

An expanded Tool paletteis displayed for use when you choose More Features. See Chapter 6,
“Working with Objects’ for afull description of these tools.
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Using Five
Overlaysand
Showing
Comments

When you are using More Features, you can use five overlays.

Important: WhitePineBoard always displays one overlay at atime. When you have five
overlays, you can view and draw on each overlay one at atime.

Y ou have more space for comments and you can use each overlay for a different issue. For
example, while collaborating you can make comments regarding flow charting on one overlay,
business plans on another, and scheduling on athird. In this way you can keep each set of
comments separate to avoid confusion.

When you print from WhitePineBoard, you print the currently displayed overlay and the
commentsin that overlay. Y ou must display another overlay and its commentsto print it.

All five overlays and their associated comments are saved with a WhitePineBoard document.
Reopen the document with its overlays later to view and print it or to share the comments with
another person in another connection.

To use additional overlays:

1. Choose More Features from the Edit menu.

The bar at the bottom of the document window shows the number of the overlay being
displayed, for example, “Overlay 1 of 5.”

2. Click thetriangle on the top right to go forward through the overlays; click the triangle on
the bottom left to go backward through the overlays. See Figure 5-4.

Click the triangle on the top right to go to the

Click the triangle on the next overlay.

bottom left to go to the
previous overlay.

] Overlay 1 of 5 ||Show Cornrnents AT %] ||‘.J!|1009‘3 |¢|
‘ Indicates the current overlay.

Figure5-4. Overlay Triangles

Comments made on an overlay are hidden when you display another overlay. Switch back to
that overlay to seeits comments. When your views are linked, any switch to another overlay
occurs simultaneously on all computers.
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Showing and Hiding Comments

When you are using More Features, you may selectively hide or display a person’s comments
S0 you can more clearly see what each person has suggested.

To show or hide comments:

1

Use the Show Comments pop-up menu which islocated in the bar at the bottom of the
document window.

Click and hold on Show Commentsto display the pop-up menu.

The names of al persons connected are listed in the Show Comments pop-up menu. In
Figure 5-5, these are George and Brenda.

Checked names have their

+wBrenda comments displayed.
Choose to hide the comments v George
of othersand display just
Choose to show all
yourown. S'_m“" Al — comments.
Hide Others

Owverlay 1 of 5 [[Show Comrents : 100%
[ | h_ eald

Figure 5-5. Show Comments Pop-Up Menu (Macintosh)

Drag to hide or show the comments you want to see.

Remember, if the name of a person is checked, their comments are currently shown. To
hide the comments of one person, drag and rel ease on the name of that person. To redisplay
the comments, drag and release the name of that person. Choose Show All to show the
comments of everyone who hasmade commentsin the overlay. Choose Hide Othersto hide
all comments except your own.

When a person who has marked up the document is not currently looking at the document
because he has closed the document or because he is no longer connected, his name appears on
the list with a (not present) notation. In Figure 5-6, Juan islisted with (not present) after his
name. His comments are displayed and can be hidden even though he is not connected.

« “beorge
+ Brenda
v Juan (not present) 41— 5,50 made
commentsto this
Show AN document but is
Hide Dthers Qghﬁgg‘;gt'y

[FJowertay 1 of 5 [Show Comments: b Jeand100% 3] |

Figure 5-6. Show Comments - Person Not Present (M acintosh)
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How Hiding Comments Affects Printing and Saving

When you print from WhitePineBoard, the document image and the current overlay and its
displayed comments are printed. Only comments that are currently displayed are printed. If
comments are hidden, they are not printed.

When you save a document, you save the document image and each overlay with all of its
comments—whether hidden or displayed. WhitePineBoard remembers who made which
comments when it saves the document.

Using OverlaysWhen You are Linked to Another

When you are working with another person and your views are linked, you always look at the
same overlay and the same comments.

If everyoneis using More Features, when one person switchesto a different overlay all switch
to that overlay. Likewise, when one person hides comments, they are hidden for al.

Some participants in a connection may choose Fewer Features while other participants choose
More Features. Regardless of their choice, if their views are linked, everyone can see any of the
five overlaysdisplayed. In addition, everyone can make comments on any overlay displayed on
their computers. However, only the participants who are using More Features have the tools
available to switch between the overlays and hide and show comments.
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When you are using More Features, the Pre-Send Files feature allows you to send documentsto
others ahead of timeto minimize delaysin your conference. Y ou can use Pre-Send Filesto send
WhitePineBoard compatible documentsto others prior to sharing them interactively. When you
open the document, WhitePineBoard recognizes that the other participants have a copy and
opens the document on all computers.

Sending documents during a review session takes up tremendous bandwidth, and therefore
causes the conference to temporarily pause while the documents are sent, especially if you are
working with large documents or multiple documents or if you are sending documents over a
slow communications link. To avoid this delay, you should pre-send documents. Then, when
you are ready to review pre-sent documents they can be opened instantly on each computer.

Note: Before pre-sending files with formats other than text from Windows to a Macintosh
computer, openthemin WhitePineBoard and savethemin the WhitePineBoard format. Because
WhitePineBoard on a Macintosh does not read Windows formats such as BMP and WMF, you
cannot pre-send Windows graphic formatted files to a Macintosh and vice versa.

Topre-send files:

1. Choose Pre-Send Files from the File menu.

The Pre-Send Files dialog box appears (shown in Figure 5-7).

Windows 3.x
= Pre-5end Files
File Mame: Directories:
c:\whitebd\cument
agenda.imf =ch )
budgetimf (2= whitebd
nates. Imf = current
& B
List Files of Type: Drives:
All Available Files * Hec: 3
1 File To Send: Recipient: Brenda
plansmay.imf ‘ﬁ m
Add All
Macintosh
Pre-Send Files:
Recipient: Brenda — hard drive
£ Current jobs ¥
Ejeet
[ Catalog page 14 Sk
O Budget
O Notes from Wednesday _
[ _fAad ]
2 Files To Send:
PICT for brochure & @ ——
Catalog page 10
17| Send

Figure5-7. Pre-send Dialog Box
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2. Highlight a document you want to send, then click Add. To send all the documentsin a
folder, open the folder and click Add All.

Y ou may send up to 256 documents at one time. The documents you add are listed in the
Filesto Send window.

3. Click Send.

Whenyou click Send, the documentsinthe Filesto Send list are sent to the other computers
and placed in afolder called Received Files. Thisfolder is created automatically in the
folder in which the WhitePineBoard application resides. A progress indicator (Figure 5-8)
appears on all computers. Documents are sent in the background. This allows you to work
on other documents in WhitePineBoard or in another application while the documents are
being sent.

S$ending Item 1 of 1: balloon.pct

Figure5-8. Progress I ndicator (M acintosh)
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Sharing Pre-sent
Filesin
WhitePineBoard
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Y ou can use Pre-Send Files and other methods to pre-send files to share in WhitePineBoard
before using them. After you have pre-sent files, you are ready to open thefiles and share them.

To open apre-sent file:

1. Start WhitePineBoard and connect with the other participants to whom you have pre-sent

files.

2. Choose Open from the File menu. The Open dialog box appears (Figure 5-9).

Windows 3.x

File Hame:

Directories:

||agcnda.imf

| c:\whitebd\current

agenda.imf = en ®
budget imf [ whitebd
notes.imf = cument
plansmay.imf
repaort.imf
# —]
%
List Files of Type: Drives:
(AN Available Files  [+]  [H o [#]

= Have Others Open Their Matching Local Copy
O Scale Image To Fit In Window

Macintosh

£ Current Jobs ¥
0 Balloon.pct —hard drive
00 Stork for Brochure _
[ Budget for brochure
Deskiop
[_Open ]
o

Show | All Available «

[ Have Others Open Their Matching Local Copy
[ convert Image to Editable Comments
[1 scale Image to Fit in Window

Figure 5-9. Open Dialog Box

3. Select adocument to open and check the Have Others Open Their Matching Local Copy

check box.

A matching copy must have the samettitle, size, date and time. WhitePineBoard finds the

matching copy on the remote computersin the Received Files folder and opens the
document instantly on all computersin the connection without having to send it.

If WhitePineBoard does not find a matching file in your Received Files folder, amessageis
displayed (shown in Figure 5-10) to ask if you want to locate the file el sewhere on your disk.
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Brenda would like you to open your local

copy of "Brochure”, but a matching file does
not exist in your "Received Files" folder.
Would you like to look for it?

]

Figure5-10. L ocate File Elsewhere Alert M essage (M acintosh)

Click OK if youwould like to look for the file in another folder or floppy disk. A dialog box

(shown in Figure 5-11) is displayed to let you locate the file. If you click Cancel,
WhitePineBoard sends the document to you.

Windows 3.x
el i Select a matching copy for balloon.pct.
H File Hame: Directories:
“erpp s |’.pcl | c:\ whitebd
MICR()SO?;"SI: balloon.pct ﬁé = Cancel
[~ whitebd
&
&
List Files of Type: Drives:
[Mac PICT Files [+] | = L%g
Macintosh
1
[== Meetings v |
MaCOS 00 Budget e — hard drive
O Notes from Wednesday _
Desktop
] I Open |I

Figure5-11. Open a File Dialog Box
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Browsing a
Group of
Documents

To locate and open afile:

1. Locatethefile using the pull-down menu in the dialog box.
2. Highlight the file and click Open.

If thetitle, time, date and size match, the document opens on your computer. If something
does not match, the file is automatically sent to you instead.

If you have several documents to review with a colleague, use the WhitePineBoard Browser,
available when you are using More Features. The Browser feature allows you to combine a
group of documents for easy presentation to others.

How the Browser Works

To share agroup of documents, first group or build them into a Browser using Build Browser
fromthe File menu. After you build aBrowser, aBrowser pal ette (Figure 5-12) appears on your
computer and a Browser document appears on the other computers when you are connected.
The Browser palette displays previews of the documents. A preview isaminiature version of a
document. The Browser document displays the documents, one at atime, as document images
that you can review and mark up. By clicking on the previews in the Browser palette, you can
switch quickly and easily from one document image to another in the Browser document.

T
]

Browser (George)

first preview

i Browseri:

E

udget for Bro

Browser palette

Browser document

[FJOverlay 1 of 5 [[Show Comments [alsdl50% [a[ s

Figure5-12. Browser Palette

When the Browser first opens, the document image represented by the first preview in the
Browser paletteis displayed. To display other document images, click on the corresponding
preview on the Browser palette.
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Building a Browser

Y ou can build a Browser before you connect or while you are connected.
Tobuild a Browser:

1. Choose Build Browser from the File menu.

The Build Browser dialog box appears shown in Figure 5-13.

Windows 3.x
File Name:- Directories:
c:\whitebd\current
agenda.imt I [ kA
: q hudutlli:r' [= whitebd
otes.|
MICROSOFTo rotes B current
WINDOWSe b [+
4
List Files of Type: Drives:
All Available Files ¥ [B o [#]
1 Image To Browse:
repart.imf k3
[+1 Remove g
O Scale Image To Fit In Window
|Send Each Image To Dthers As Necessary Ltj
Macintosh
1
Build Browser:
— hard drive
M OS =] Current Jobs + I
ac 0 Budget for brochure ifs
0O Marsh article
Desktop
[__Add ]
[ Add Al
1 Image To Browse:
Stork for article [
|
A

[] Scale Image To Fit In Window

| Send Each Image To Others As Necessary |

Figure 5-13. Build Browser Dialog Box

2. Highlight adocument you want to include in the Browser, then click Add or click Add All
to add al documentsin the current folder.

The documents you add are listed in the Images To Browse window. Y ou may browse up
to 256 files at onetime. Y ou may choose documents from different folders, but you cannot
add whole folders. Instead, open folders and click Add All.
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3. If you want to scale the document image to fit in the window on your computer screen,
check the Scale Image To Fit in Window check box.

4. Click Browse.

The Browser palette opens on your computer. A Browser document is displayed on your
computer and the others computers. It displays the document image represented in the first
preview. Now you can review, mark up, print, and save thisdocument image. Usethe Grow
Box to resize the Browser palette as needed to see more previews. Y ou may close the
Browser pal ette using the Close box. To reopen, choose Browser from the Windows menu.

Switching Document | mages

The Browser palette allows you to select the preview document images which are displayed in
the Browser document.

To switch document images use either of the following procedur es.

O Click on apreview of adocument image (see Figure 5-14).

T
|

Browser (George)

first preview

iBrows:

Browser palette

Browser document

Overlay 1 of 5 ||Show Comments — [oalul50% e e

Figure5-14. Preview of a Document I mage (M acintosh)

0 Usethe Go To pull-down menu (shown in Figure 5-15) at the bottom of the Browser
palette.

Click and hold on Go To to display the pull-down menu. Drag and rel ease on the name of
the document image you want to display in the Browser window.
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?|E

FICT for broch.. Report Budget for Bro

Drag and release on
the name of the
document image
you want to display.

Budget for Brochure '
plans for month

Figure 5-15. Go To Pull Down Menu (Macintosh)

Regardless of the method you use, the document image is sent to the connected computers and
displayed as the current document image in the Browser document on the other computers. If
comments have been made, the Browser owner is prompted to save the current document image
and its comments before the send and display occurs.

Progress indicators on the sending and receiving computers let you know how the send is
progressing. To avoid having to wait for document images to be sent, pre-send the documents.

Reordering the Browser Palette

The person who builds or opens the Browser can change the order of the previewsin the
Browser palette. Drag a preview to placeit in a different position. As you drag, you see an
outline of the preview (Figure 5-16). Release the mouse where you want to place the preview.

Drag the preview you want to reorder.

gl
W
-

4

FICT for broch.. Feport Etud

[T
Jirg B
(]
nn
T

Release the mouse
where you want
the preview
placed.

i

tifor Bro...

Figure 5-16. Dragging a Preview (M acintosh)
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Pre-Sending Browser Files

Y ou should pre-send the documents to be shared in a Browser to avoid waiting for them to be
sent asyou review them. If you do not pre-send the documents, each document is sent when you
use the Browser palette to select it for display.

Y ou can pre-send Browser documents using one of the methods described in the previous
section “Pre-Sending Files” earlier in this chapter.

In addition, you can pre-send the documents as you build the Browser. When you are building
aBrowser, use the drop-down list (Windows) or the pop-up menu (Macintosh) at the bottom of
the Build Browser dialog box. If you use the default, Send Each Image To Others AsNecessary,
adocument is sent each time you use the Browser pal etteto switch documents. Y ou canindicate
that files have aready been sent or choose to pre-send the files as you build the Browser. See
Figure 5-17.

Choose if you want to send the

files each time you switch to <+ Images To Browse:

one using the Browser palette. PICT for brochure [
Report
Budnot for Brochuro

been aready been sentto |

Images Have Already Been Pre-Sent

the remote compuiters. Pre-Send Now Before Opening Browser N

Choose if the files have v Send Each Image To Others fis Necessary Jo, ) H
|

" Choose if you want to send the files now
before opening the Browser.

Figure5-17. Building a Browser (Macintosh)

To build a browser:

1. ChooselmagesHaveAlready Been Pre-Sent if you have aready sent thefilesto the remote
computers.

Before you use the Build Browser dialog box, use one of the methods described in
“Pre-Sending Files’ earlier in this chapter to send the files to the remote computers.

2. If youwant to send thefiles as you build the Browser, choose Pre-Send Files Now Before
Opening Browser.

WhitePineBoard sends the files to the Received Files folder on the remote computers before
displaying the Browser palette and the Browser document. Regardless of the method the
Browser creator usesto pre-send files to you, WhitePineBoard checks your Received Files
folder whenever the Browser creator uses the Browser palette to switch documents. If the
document isin the Received Files folder, WhitePineBoard opens and displaysiit instantly
instead of sending it. If WhitePineBoard does not find a matching file in your Received Files
folder, adialog box isdisplayed (shown in Figure 5-18) to help you locate the file el sewhere on
your disk. A matching file has the same title, date, time and size.
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copy of "balloon.pct'’, but a matching file does
not exist in your "Received Files" folder. Would
yvou like to look for it?

E Louise would like you to open your local

Cancel §

Figure5-18. L ocate File Elsewhere Alert M essage (M acintosh)

Click OK if you would like to look for the filein another folder or floppy disk. A dialog box is
displayed (Figure 5-19) to let you locate the file.

Windows3.x
ﬂ hd Select a matching copy for balloon.pct.
q File Hame: Directories: ]
MICROSOFTe * pct | c- whitebd hcurrent
® balloon. pct 2] = o\
(== whitebd
&
&
List Files of Type: Drives:
[Mac PICT Files 3 [=e B
Macintosh
1
‘ |ﬁ] Meetings ‘VI
[0 Budget <+ = hard drive
MacOS 0 Notes from Wednesday _
[ Balloon.pct
Desktop
] I Open I

Figure 5-19. Open Dialog Box
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To locate and open afile:

1. Locatethefile.
2. Highlight the file and click Open.

When you click Open, WhitePineBoard checks to see if the document matches the one opened
on the remote computer. If the document matches, it opens on your computer. If the document
does not match, WhitePineBoard sends the document to you.

Closing a Browser Document

Y ou can close the Browser document at any time. However, if you are the Browser creator,
closing the Browser document causes you to close the entire Browser.

The Browser creator has both the Browser palette and the Browser document open. The
Browser palette can be closed with the Close box and reopened from the Windows menu by
choosing Browser. However, if the Browser creator closes the Browser document, both the
Browser document and the Browser pal ette are closed. In this case, the Browser must be rebuilt
from scratch.

The others have only the Browser document on their computers. If aperson closesthe Browser
document, that person is no longer sharing the Browser. The Browser creator can resend it
using Send from the File menu. See “Re-Sending Documents” in Chapter 3.

Saving the Browser Palette

After building aBrowser, you can save the Browser palette. Thisallowsyou to create aBrowser
before sharing it with others and making a presentation. Choose Save Browser from the File
menu. The saved Browser pal ette can be opened from the Open dialog box. If you pre-send a
Browser palette with WhitePineBoard' s pre-send features or on disk, send the files that make
up the Browser palette also. The saved Browser palette contains directions which allow
WhitePineBoard to recreate the Browser from these files. If you are pre-sending a Browser
palette from Windows to a Macintosh, save the filesfirst in the WhitePineBoard format.
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Saving a Browser

The currently displayed Browser document and its comments can be saved by any participant
at any time.

When the Browser creator saves the current document:

0 Document image is saved with its comments.
O Preview inthe Browser paletteis updated to include the comments.
If the Browser creator changes the document name, the new name is displayed under the

preview in the Browser palette and in the Go To pull-down menu.

If the Browser owner switches to adocument after it has been saved with its comments, it must
be resent to the others in the connection.

When someone saves the currently displayed Browser document, with its document image and
comments, it is saved on that person’ s computer.

Opening a Scrapbook as a Browser (Macintosh)

WhitePineBoard can open any filein the Macintosh Scrapbook format as a Browser. There are
several ways you can create scrapbooks to share as a Browser:

O You can create a Macintosh Scrapbook file, then paste the images you want to shareinit.
0 Youcan useaprogram that can save in the scrapbook format to create a scrapbook.

For example, you can create scrapbooks from pages or selections copied in the PICT format
from WordPerfect and Microsoft Excel. Presentation programs such as Aldus Persuasion or
Microsoft PowerPoint can save side shows in the scrapbook format on the Macintosh.

To open a scrapbook asa Browser:

1. Choose Open from the File menu.

The Open dialog box is displayed (shown in Figure 5-20).

=3 Current Jobs ¥

0 Agenda — hard drive
O Brochure
i ) [ Budget for May
Highlight the D Scrapbook
scrapbook file.
[_open_]
5
Check if the filewas || "
presend tothe —H— [ Have Dthers Dpen Their Matching Local Copy
remote computer. [ Convert Image To Editable Comments

m scale Image To Fit In Window

Check to make the document image fit
in the window of your computer.

Figure 5-20. Open Dialog Box (M acintosh)
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2. Highlight the scrapbook file.
3. Click Open or double-click the scrapbook file.

The scrapbook automatically opens as a Browser palette on your computer; a Browser
document containing the first preview is displayed on all computers.

A Browser created from a scrapbook works the same way as a normal Browser.
Pre-sending the Scrapbook Browser

Y ou can pre-send the scrapbook file to the remote computers using one of the methods
described in the section “Pre-sending Files” earlier in this chapter. Then, when you open the
scrapbook, click the Have Others Open Their Local Copy check box. Y ou cannot send a
scrapbook to a Windows computer. Build a Browser instead.

Saving a Document from the Scrapbook Browser

Because comments cannot be saved in the scrapbook format, you must name and save an
individual document to afile, not the scrapbook. Once you save a document image with
comments, WhitePineBoard sends it to the others when you select it for display regardless of
whether it has been sent previously.

Sizing Widows for Presentations

Y ou can prepare for presentations on remote computers by presetting window display features
of WhitePineBoard. These features are Scale Image To Fit in Window, Set Default Size, and
Link Window Size. These features allow you to coordinate the window size on the remote
computers with yours and make sure the others see the entire document image you are
presenting.

Presentations can be made conveniently using a Browser or individual documents if you wish.
See the preceding section for information on building group of documentsinto a Browser.

To sizeawindow:

1. Setyour own window size using the Set Default Size command from the Windows menu.

Set adefault size small enough so you can continue to video-conference and see the
WhitePineBoard window. See “ Setting Default Window Size” later in this chapter.

2. Connect with others and choose Link Window Size from the Collaborate menu

When your windows sizes are linked, everyone’ sdocument sizeisthe same. See* Opening
aDocument as a Document Image” in Chapter 3 for information on linking your windows
and window sizes.

3. Open the Browser or document and check the Scale Image To Fit in Window check box.

When the document image opens in the Browser document, or single document, the entire
image is scaled so that it is entirely within the window of each computer.
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Setting Default Window Size

Use the Set Default Size command from the Windows menu to set a default document size for
WhitePineBoard documents.

To set the default window size:

1. Setthe current active document to the size and position on screen that you want to be used
for documents you create or open.

2. Choose Set Default Size from the Windows menu to display the dialog box.

Use the size and position of the current
ﬁ document as the default for new documents?

—

Figure5-21. Window Size Default Alert M essage (M acintosh)

3. Click OK.

Documents you create or open are displayed in the size and in the position on screen that
you set.

To change the default screen size, repeat the previous steps again.
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Chepter 6

I
Working with Objects

Using the WhitePineBoard drawing tools, you can draw on a markerboard or mark up a
document that you have imported as a document image. This chapter describes the drawing
tools and lists features available on the Edit, Font, Size, Style and Drawing menus that allow
you to create and edit objects. In addition, this chapter discusses the tools available in both the
Fewer Features mode and the More Features mode.

O

O

Drawing Objects and Marking Up Document Images
Using the Tool Palette

The Basic Shape Tools

Changing the Line, Pen, Fill, and Color

Editing Objects

Placing Objects Precisely
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Drawing
Objectsand
Marking Up
Document

| mages

Y ou and the other participants connected with you can draw on the markerboard and mark up a
document using the WhitePineBoard drawing tools. Each time you use atool you create an
object, not abitmap. An object can be edited. Any participant can select, move, delete, resize
and edit objects as described in this chapter.

Objectsyou draw are drawn instantly on all computers. Everyone can draw on the markerboard
or mark up the document image at the same time. All can edit the objects.

O

Drawing on a Markerboard
Use the drawing tools to write and draw on the markerboard.
Marking Up a Document

Mark up the document image just as you would a hard copy printout. Y our markups are
drawn in an overlay that islike atransparent acetate sheet laid on top of the document
image.

TheTools

WhitePineBoard providesyou with al the tools you need to draw on the markerboard or to
mark up adocument. The tools include basic drawing tools, such as amarker and a
Post-it™ note tool. They also include more advanced tools such as line toolswith arrows,
and tools that make basic shapes, such as rectangles, circles and polygons.

Y ou can choose Fewer Features or More Features from the Edit menu. When you are using
More Features, WhitePineBoard provides an expanded Tool palette, additional commands and
a Drawing menu.
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Using the T ool
Palette

The Tool palette gives access to the drawing tools. It appears on the |eft side of your screen
when you have a document open. When you are using the Fewer Features mode (Figure 6-1) ,
the Tool palette contains four tools and the Color pop-up menu. When you switch to the More
Features mode (Figure 6-2), the expanded Tool palette is displayed.

Pointer —— Marker

Selection Arrow —— k| A +— Text

1— Color selection

Figure 6-1. Fewer Features (Windows 3.X)

Pointer Marker
Selection Arrow KA Text
Panning ‘iﬁ? . Line
Rounded Rectangle 'on ]| Rectangle
Arc ~ | Oval
Freehand ol Polygon
Line selection
Fen
- [ Pen selection
Fill selection Fin
Mone
Calor
Color selection

Figure 6-2. More Features (Windows 3.x)

Click inthe Close box to hidethe Tool palette; redisplay it by choosing Drawing Toolsfrom the
Windows menu. Y ou can drag the Tool palette by the top bar to move it to a different place on
the screen.

Click on atool to useit. The Pointer, Marker and Selection Arrow tools turn black when you
click them once. They stay selected until you choose another tool. The Text tool and the basic
shape toals - the Line, Perpendicular Line, Rounded Rectangle Arc, Oval, Freehand and
Polygon - work in two ways.

O Click thetool once to make one object. Thetool is selected with agray background. Click
in the document window to draw. When you are finished, the Sel ection Arrow becomesthe
active tool.

0 Double-click the tool to make more than one object. The tool is selected with a black
background. It remains selected until you select another tool or press the Enter key.

Display the Line, Pen, Fill and Color pop-up menus by clicking and holding on the Tool palette
in the box where the desired menu name and the current setting are displayed. Drag and release
on the selection of your choice.
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The Pointer

The Pointer (shown in Figure 6-3) isacursor that isvisible on al of the connected computers,
the others can see your Pointer whileit isin your document window. The Pointer also appears
in the Participants List in Enhanced CU-SeeMe. Use the Pointer to draw the others' attention to
asection of thedocument asyou talk about it. Everyone’ s Pointer can be active at the sametime.

Pointers are visible on both computers.

Budget for Budget for
Brochure Brochure. &7
Printing Printing

$100 $100

Figure 6-3. Pointer
The Pointer works in the following ways.
00 To usethe Pointer, click on the tool, then move the mouse over the document.

0 To usethe Pointer temporarily while you are using any other tool, hold down the Control
and Shift keys.

O Todraw while using the Pointer, hold down the mouse button; the Pencil tool appears.
Release the mouse button to return to the Pointer.

The Pointer remains the active tool until you choose another.

Each person can choose a different Pointer icon.

To changeyour Pointer:

1. Display the Select a Pointer dialog box (shown in Figure 6-4) by choosing Select Pointer
from the Collaborate menu.

2. Choose the Pointer you want to use.

The Tool palette displays the Pointer you selected.

Select a Pointer:

BT R ox & W @
» ¢ ® F v & X $
3 d o € ¥ X o
Eoto? % &3 &
o

Figure 6-4. Pointer Dialog Box
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I-beam

TheMarker

The Marker draws on your document image much like amarker would on amarkerboard. To
draw an object with the Marker, press, hold, and drag with the mouse.

Y ou can choose a different color for your Marker. See the “ Changing the Line, Pen, Fill, and
Color” section later in this chapter.

TheMarker remainsthe activetool until you click on another tool or pressthe Enter key to make
the Selection Arrow active.

The Text Tool

The Text tool allows you make Post-it like objects. To make atext object, choose the Text tool
from the Tool palette. Y our cursor becomes an I-beam. Click in the drawing where you want
the text to be inserted. A Text box appears.Start typing your text. When you reach the right
margin, words wrap to the next line.

To create acustom-sized box, do not rel ease the mouse after you click. Instead, drag to form the
margins of atext box the size you want. For more information on text, see “Editing Text
Objects’ later in this chapter.

The Selection Tool

Usethe Selection tool to sel ect objects before you edit them. Once sel ected, they can be moved,
resized, deleted and they can be edited with features on the Edit and Drawing menu.

Y ou must sel ect objects before you move or edit them. Y ou can select asingle object or multiple
objects. To make selections, first click on the Selection Arrow. The cursor becomes a black
arrow. When you select an object, it has small squares called “handles’ (shown in Figure 6-5)
at each corner of the rectangular space in which it is drawn.

I:[ —— A handle.

Figure 6-5. Handles
O Selecting by Clicking

You can click any part of afilled object or click the outline of an empty object to select it.
To select multiple objects pressthe Shift key while, at the sametime, you click each object.
For information on filling objects see“ Changing the Line, Pen, Fill, and Color” later in this
chapter.

O Selecting with the Marquee

When you drag the Selection Arrow on the screen, it draws a selection rectangle of moving
dashed lines. Therectangleis called the“marquee”. To select one or more objects using the
selection rectangle, drag so you enclose the objects completely in the marquee, then
relesse.
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O Selecting All Objects

Select al of the abjects in your document by choosing Select All (Ctrl-A; Command-A)
from the Edit menu. Select All selectsvisible objectsonly. If there are hidden objectsin an
overlay and you choose Select All, only objects that are displayed are selected. See
“Showing or Hiding Comments” in Chapter 5.

O Deselecting Objects
Deselect an object in any one of these ways:
- Click anywhere outside of the selected object
- Choose another tool
- Select another object
O Object Locking

Only one person at atime can select an object or group of objects. When another person
selects an object, outlined handles appear in your document window (shown in Figure
6-6). Y ou cannot select an object another person has selected.

[ | B A black handle shows
your selection.

An outlined handle shows
another person's selection.

Figure 6-6. Object L ocking
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TheBasic Shape
Tools

0

= 0] |0

When you choose More Features from the Edit menu, the basic shape drawing tools become
available on the Tool palette. These tools allow you to make lines, lines with arrows, rounded
rectangles and rounded sguares, rectangles and sgquares, arcs, ovals and circles, polygons, and
freehand lines. There are two methods of drawing with abasic shape tool. Y ou can choose to
start drawing from a corner or from the center.

First, select the tool. The cursor becomes a cross-hair for each basic shape tool.

To draw shapes and lines from a corner, click where you want to start drawing. Drag the tool
where you want to locate the object. The shape starts at the place where you begin and becomes
larger as you drag, growing in the same direction that you drag.

To draw shapes and linesfrom the center, press the Option key, click where you want the center
of the object to be. Drag thetool in any direction. The center of the shapeisat the placeyoufirst
clicked.

When a color is assigned to a basic shape, both its line and fill assume that color.

The Rounded Rectangle tool draws rounded rectangles. Pressthe Shift key while using the tool
to draw rounded squares.

Y ou can change the rounding of the corners for these rectangles. Choose Round Corners from
the Drawing menu to display the dialog box. Click on the size rounding you want, then click
OK.

The Rectangle tool draws rectangles. Press the Shift key while using the tool to draw sguares.

The Arc tool draws arcs. Press the Shift key while using the tool to draw quarter circles.

The Oval tool draws ovals. Press the Shift key while using the tool to draw circles.

The Panning tool allowsyou to make adjustmentsto your view of the WhitePineBoard window.
Click the Panning tool to select it; your cursor turns into a hand. Drag with the hand and your
document moves in the direction your are dragging.

The Linetool draws line with arrows. It draws straight lines at any angle with an arrow at the
end. Press the Shift key while using the Line tool to constrain the linesto 45 and 90 degree
angles.Y ou can draw lineswithout arrows or onesthat have arrows at either or both ends of the
line. Use the Line pop-up menu on the expanded Tool palette to choose aline format. See
“Changing the Line, Pen, Fill, and Color” later in this chapter.

The Freehand tool draws free form lines and shapes. Click where you want to start the object,
then drag in whichever direction you want to draw. If you select afill, WhitePineBoard fillsthe
enclosed areas of freehand objects. If the beginning and end pointsdo not join, the shapeisfilled
asif there were a straight line between the starting and ending points.

The Polygon tool draws shapesthat consist of straight linesand angles. To draw apolygon, click
and release to place the first corner. Then move the mouse to draw the first side and click to
finish it. Draw and click to create each succeeding side. Complete the polygon by clicking at
thefirst corner or double-clicking elsewherein the document. Pressthe Shift key whileyou start
aside to make a 45 or 90 degree angle.
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Changing the
Line, Pen, Fill,
and Color

Line

Fen

Fin

Color

You can use the Line, Pen, Fill, and Color pop-up menus at the bottom of the Tool palette to
change the appearance of objects. When you are using the Fewer Features mode, only the Color
menu is displayed. From the Edit menu, choose More Features to display the other menus.

Y ou can use the pop-up menus in two ways:

0 Choose alinewidth, arrow, fill, pen or color before you use atool.
O Select one or more objects and then choose a new line width, arrow, fill, pen or color.

To choose a different line, arrow, pen, fill or color, open a pop-up menu and make a new
selection. For exampl e, to open the Color pop-up menu, press and hold the cursor over that part
of the Tool palette that displaysthe name*“ Color” and displaysthe currently selected color. The
pop-up menu appears. Drag and release on the color of your choice.

The Line Menu (Figure 6-7) alows you to choose your line width and whether or not you want
arrow heads.On thetop half of this menu, you can choose adifferent linewidth for lines, aswell
asfor outlines of other objects such as rectangles. On the bottom half of the menu, you can
choose lines with arrows at either or both ends or choose lines with no arrows.

MNone Choose a
— line width.

Choose to use
[ no arrows.

— Choose to draw
arrows at either
or both ends of a
line.

Jo

Figure6-7. LineMenu

The pen menu allows you to choose a pattern for lines and outlines of objects.

The Fill pop-up menu allows you to choose afill pattern for objects. For example, use the Fill
menu tofill aselected text box with awhite background to block out the document image behind
it.

The Color menu allowsyou to choose acolor for objects. If each person chooses aunique color,
itiseasy totell at aglance which objects each person drew. Note that the Color menu does not
appear on black and white monitors.
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Editing Objects

Before you edit objects, select them with the Selection Arrow. See” The Selection Tool” earlier
in this chapter. Once selected, an object can be edited using the Selection Arrow, the keyboard,
and commands from the Edit and Drawing menus. Y ou can move, delete, resize, and edit
objects.

Deleting, Moving, and Resizing Objects

WhitePineBoard allows you to delete, move, and resize objects:

a

Deleting Objects
Select one or more objects. Press the Delete key to delete them.
Moving Objects

Select one or more objects. Drag the selection to a new spot on the screen. Or pressthe
arrow keys on the keyboard to move in small increments.

Changing the Size or Shape of Objects
Select one or more objects. Drag any handle to change the shape and size of the object.

To resize and keep the same proportions, click and hold a handle, press the Shift key, and
then drag at a 45 degree angle. Make sure you click the handle before you press the Shift

key.

To reshape the selected object along a horizontal or vertical axis, click ahandle, pressthe
Shift key, and then drag horizontally or vertically. The use of the Shift key restrains the
changes to one direction.

Cutting, Copying, Pasting, Clearing, and Duplicating Objects

WhitePineBoard provides the standard Macintosh Cut, Copy, Clear and Paste commands from
the Edit menu.

Cut (Ctrl-X; Command-X) - Deletes and copies to the Clipboard the selected object. The
Clipboard isaholding place used to store the text or graphicswhich you last cut or copied.

Copy (Ctrl-C; Command-C) - Copies the selected object to the Clipboard without
removing it from the document.

Paste (Ctrl-V; Command-V) - Places the Clipboard contentsinto your current overlay as
an object. The contents are pasted in the center of your overlay. Objects are automatically
selected after pasting so you can immediately move or resize them.

Clear - Erases a selected object from the screen without affecting the contents of the
Clipboard.

Duplicate (Ctrl-D; Command-D) - Duplicates a selected object.
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Changing the Position of Objects

Y ou can use commands from the Drawing menu to change the position of objects. The Drawing
menu is available when you are using More Features.

0 Changing Stacking Orders

When you make anew object, it isplaced in front of existing objectsin an overlay. Choose
Bring to Front or Send to Back from the Drawing menu to move a selected object forward
or backward in a stack of objects.

O Rotating Objects

Choose Rotate Left (Ctrl-[;Command-[) Rotate Right (Ctrl-]; Command-]) from the
Drawing menu to rotate one or more sel ected objectsright or left in 90 degree increments.

O Flipping Objects

Choose Flip Horizontal or Flip Vertical from the Drawing menu to flip a selection
horizontally or verticaly.

O Aligning Objects

Use Align Objectsfrom the Drawing menu (Figure 6-8) to align selected objectsin relation
to each other. The command is dimmed unless you have at |east two objects selected.

Align Objects:

Jaz] 2] &
) Left Sides 3 L/R Centers 3 Right Sides
By B g
) Top Sides O T/B Centers ) Bottom Sides

[ Cancel J [[

0K

)

Figure 6-8. Align Objects

First, select two or more objects for alignment. Then, choose Align Objects from the
Drawing menu. The Align Objects dialog box appears. Click a button to select an
alignment. Y ou can select only one buttonin each row at atime. (If necessary, you can click
on a selected button to deselect it.)

Use the top row of buttons to align objects along their Ieft or right sides or along their
left/right centers. Use the bottom row to align objects along their tops or bottoms or along
their top/bottom centers. Click OK to apply the alignment to the selected objects.

Aligning Objectsto the Grid

To place objects precisely, select one or more objects and choose Align to Grid from the
Drawing menu.
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Grouping Objects

Choose Group (Ctrl-G; Command-G) from the Drawing menu to combine two or more sel ected
objects into a single object. An object made by grouping selected objects has only one set of
handles. Y ou can resize, move, copy, and delete a grouped object as if it were a single object.

To edit individual objects that make up the group, select the grouped object then choose
Ungroup (Ctrl-H; Command-H) from the Drawing menu. Ungroup rel eases objects from a
group. They become separate objects and can be moved and edited individually.

Editing Text Objects

Y ou can edit text as you type or select text and edit it.

O Editing Text asYou Type

Click in the text to position the insertion point when you want to make additions or
deletions. Delete by backspacing or drag over text to highlight or select it, then press the
Delete key.

0 Editing Existing Text

If you want to add or edit text in an existing text object, choose the Text toal. Click the
I-beam in the text to place the insertion point. Make the changes you want. When you use
the Text tool to edit atext object that has been rotated or flipped, WhitePineBoard
temporarily placesthe text in itsorigina position in the Text box so it is easy to edit.

0 Editing Grouped Text Objects

A text object that is part of agroup of objects cannot be edited until it is released from the
group with the Ungroup command from the Drawing menu. See*“ Grouping Objects’ earlier
in this chapter.

O Selecting a Text Object

Select atext object by clicking it with the Selection Arrow. See “ The Selection Tool”
earlier in this chapter. Y ou can edit a selected text object and apply font and style changes.
To resize atext object, drag one of the handles. Asyou drag the handle, the Text box
changes shape. The charactersthemselves do not change, but the wordswrap to fill the new
Size text box.

0 Formatting Text

Y ou can change the appearance of your text by applying formatting. Y ou can change the
color, font, font size, style, alignment and line spacing of text. Formatting appliesto all of
the text in atext box. Use one of two methods to apply formatting:

- Choose formatting before you type.

- Click to place the insertion point in the text or select atext object by clicking it, then
choose the formatting you want.
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O Color

Use the Color selection pop-up menu to apply color to atext object. See “ Changing the
Line, Pen, Fill and Color” earlier in this chapter.

O Font, Size, and Style

The Font, Size and Style menus (Figure 6-9) are displayed when you have a document
open. Use these menus to change the formatting of the characters, the line spacing and the
alignment of the text in atext box. Changes apply to all of the text in atext box.

Chicago
Courier
« Geneva
Helvetica
Monaco
Times

Other Point Size...

Type
— Style.

— Align text
in the text
box.

+ Plain T
Bold #B
Ftatic %1
E2 Underline %U
9}
im «Align Left
"g% Align Middle
1@ Align Right
2} i
36 « Single Space
48 1-1/2 Space

Double Space

- Line
Spacing.

Figure 6-9. Font, Size, Style Menus

If you have fonts on your computer that another person does not have, these fonts are dimmed
on your Font menu (Figure 6-10). Y ou cannot use dimmed fontsto type text objects. However,
the fonts of text in the document image are not affected.

| Font BN

Chicago
Courier

«heneva
RN

Helvetica

Hofgurnn
Monaco

Times

Figure 6-10. Font Menu
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Placing Objects
Precisely

Y ou can position and align objects using features on the Layout dialog box (shown in Figure
6-11). Display it by choosing Layout from the Drawing menu (available when you are using
More Features). Y ou can display rulersand ruler lines, allow calibrations, snap objectsto agrid,

and display page breaks.

Affects the placement of

‘ objects

Changes the
screen
appearance |

Layout:

TE Show Ruler

[J Allow Calibration
[ Show Ruler Lines
[ Show Page Breaks

[ Snap To Grid

spacing: in. —1

Drawi

Print Sequence:

[ Print Last Page First

[ Cancel ][[ 0K ]]

— Changes the size
of the grid spacing

Figure 6-11. L ayout Dialog Box

See “Changing the Way the Document Prints” in Chapter 3 for a description of the printing
features of the Layout dialog box.

Y ou may find it useful to display the rulers and ruler lines to help you place objects in precise
locationsinthe overlay. Similarly, use Snap to Grid to force objectsto aligntotheinvisiblegrid.

O DisplayingtheRulers

To show therulers, click in the Show Ruler check box. Therulers appear along the top and
left sides of the document window.

0 DisplayingtheRuler Lines

To show theruler lines, click inthe Show Ruler Lines check box. Ruler lines are displayed
in the overlay at oneinch intervals vertically and horizontally. The lines are to help you
align objects only and are not printed.

0 Show Page Breaks

To show the page breaks, click the Show Page Breaks check box. Page break lines are
drawn on the computer screen. They do not print.
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O Allow Calibrations

To turn on the grid, click in the Snap to Grid check box. The grid isinvisible; however,
when the grid is on, new objects snap to the top left corner of the nearest grid point.
Existing objects that are dragged or resized “snap” to the nearest grid line. To move a

sel ected object from one grid lineto another, pressthe arrow keys on the keyboard. Change
the size of the grid by entering anew grid spacing number in the Spacing number box on
the Layout dialog box.

0 Movingthe Zero Point on the Rulers

Therulers have zero points in the upper left corner of the screen. Y ou can change the
position of the zero point for one or both rulers. For example, you can move the zero point
on the rulersto coordinate with one corner of an object. Click the Allow Calibration check
box on the Layout dialog box to select or deselect this feature. Then, click OK.

To change the zero point, click anywhere on either Ruler and drag into the drawing area.
Dashed lines appear intersecting the Ruler. Drag to where you want the zero points
repositioned. Refer to Figure 6-12. The zero points of the Ruler are repositioned where the
dashed lines intersect the Rulers. Click the white square between the two rulersto return
the zero points to their original position.

Click here to return the zero
points to the original position.

Drag to reposition both Rulers.

Figure 6-12. Moving Point Zero
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Appendix A

Technical
Support Policy

I
Technica Support

White Pine Software provides tel ephone support to all Registered users after registering the
product. Only purchased copies of the product can be registered, meaning that you cannot
register any of the freeware versions available through Cornell University.

Y ou can contact technical support using the conventional methods listed in “Contacting White
Pine Software” or you can receive technical support through White Pine Web.

WWW Technical Support

White Pine’'s World Wide Web pages offer a variety of information about our company, our
products, and demo versions of our released software, in addition to technical support.

The Technical Support pages offer on-lineregistration, technical support through aninteractive
form, and alist of Frequently Asked Questions about using CU-SeeMe on both the Windows
and Macintosh platforms.

To reach the technical support’s Web page, use the following URL.:

http://www.wpine.com/support/index.html

E-Mail Support

White Pine' s technical support staff also answers questions through e-mail. It isimportant that
you provide all theinformation listed in the “ Before Contacting Technical Support” section, in
addition to the following information:

0  Your name
0 Company name
0 Phone number

Thisinformation is necessary for contacting you directly, if required.
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Before
Contacting
Technical
Support

To get your problems solved as quickly as possible, the technical support staff requires as much
pertinent information as possible. If you can supply uswith thisinformation at the time of your
call, we can understand and resolve your problem much faster. Y ou should have this
information ready and be at your computer when you call Technical Support and be ready to
reproduce the problem while talking to atechnical support staff member.

Please fill out the following information before calling:

Serial #:

Product:

Version:

Date Purchased:

Original Purchaser:

PC Configuration
Make and Model:

DOS Type and Version:

Microsoft Windows Version:

Disk Space:
Memory (RAM):

Video Card Manufacturer and Model:

Sound Card Manufacturer and Model:

Camera Manufacturer and Model:

Microphone Manufacturer and Model:

Contents of the following files:

O Network configuration files, if applicable (for example, TCP.CFG or NET.CFG)
O  WIN.INI

O SYSTEM.INI

O CUSEEME.INI

O AUTOEXEC.BAT

O CONFIG.SYS
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Macintosh Configuration
Model:

System Version:

Finder Version:

Memory (RAM):
AV Card:

VRam:

Camera Manufacturer and Model:

Microphone Manufacturer and Model:

Digitizer Manufacturer and Model:

Communications Configuration

Internet Connection:
Ethernet: ISDN: Modem:

Modem Manufacturer and Model:

Model of your Ethernet Board:

Network drivers and other communication software installed on your system:

TCP/IP Driver:

Dial-Up (if using amodem) PPP/SLIP:
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Contacting
White Pine
Softwar e

To better serve our customers, White Pine Software has Technical Support personnel at both
East Coast and West Coast offices.While Technical Support oftentakescallsimmediately, there
aretimeswhen arepresentative may be unavailable. Rather than putting customers on hold, our
policy isto make every effort to contact you as soon as possible. If your problem can not be
resolved during your initial call, theissue will be discussed with our product specialists and
engineering staff and the representative will contact you to keep you informed of the status of
the situation.

Hours

8:00 am - 8:00 pm EST
Support Phone
603-594-2804

Fax

603-836-9051
Internet

E-Mail: support@CU-SeeMe.com
WWW: http://mww.CU-SeeM e.com/support

SalesHot Line

For more information about all of White Pine Software’ s products, please contact White Pine's
sales department. Demos and product information are also available on the World Wide Web.

E-MAIL: United States: info@wpine.com
or
International: euro_info@wpine.com
Phone: 1-800-241-PINE (7463)
WWW:  http://www.CU-SeeMe.comx
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I
AppendixB  TheWhitePineBoard Menus

This appendix displays the WhitePineBoard menus and gives a brief description of each
command on the menus displayed when you are using Fewer Features or More Features.

The File Menu When you are using More Features, the Pre-Send Files and build Browser commands are added
e s s 0 0 0000 s s s totheFilemenu.
New (Ctrl-N; Command-N) - Opens a new, empty WhitePineBoard document.

Open (Ctrl-O; Command-O) - Opens a saved WhitePineBoard document or imports a
document saved in a compatible format.

Close (Ctrl-W; Command-W) - Closes the active document.

:El“ :3 Save (Ctrl-S; Command-S) - Saves the active document and its comments. If you have not
pen... .
Close w1l saved a document before, use the Save As dialog box.
save a5 Save As - Use Save Asthefirst time you save a document and later to save a document under
save RAs... adifferent name, in a different format, or to store it in adifferent folder.
Page Setup... Export Files (Windows) - In Windows, export files to aformat that another of your programs
Print... ®P can open.
Document Info... Print Setup (Windows) /Page Setup (Macintosh) - Allows you to set the margins, paper size,
Send Document... and other parameters depending on the printer you have chosen.
Quit %0 Print - Prints the active document, the active overlay and the displayed comments.
Document Info - Displaysthe Document Info dialog box which tellsyou if you have saved the
[ File | active document and under what name, who the document sponsor is, and if othersin a
New #®N connection have the document open.
Open... #0
Close %W Send Document - Sends a document to the others when they have closed it. This command is
Save s dimmed unless you are connected to another person and are sharing documents and only then
Save As... if another person has closed the active document.
Page Setup... Pre-Send Files - Pre-sendsfilesto othersyou are connected with. Y ou can send files you want
Print... #P

to use in WhitePineBoard.

Document Info...

s Build Browser - Builds a set of documents into a Browser palette containing previews of the
end Document...

documents which can be displayed in a Browser document.

Pre-Send Files...
Build Browser... Save Browser - Saves a Browser palette for later use. It is dimmed unless you have built a

S$ave Browser... Browsar.

Quit #®0

Quit - Quits WhitePineBoard. If you have documents open when you quit, you are prompted to
save them.
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The Edit Menu

| Edit I

Undo #®Z
Cut #H
Copy #C
Paste 3D
Clear

Select Al ¥R

Duplicate 3D

Capture Image
Paste Image

Preferences...
Fewer Features

The Font Menu

Chicago
Courier
« Geneva
Helvetica
Monaco

Times

Undo (Ctrl-Z; Command-Z) - Undoesthe last action taken. If you are in aconnection, someone
else's action counts as yours.

Cut (Ctrl-X; Command-X) - Deletes and copies to the Clipboard a selected annotation.

Copy (Ctrl-C; Command-C) - Copies selected annotation to the Clipboard without removing it
from the document.

Paste (Ctrl-V; Command-V) - Places the Clipboard contents into your current overlay asan
annotation.

Clear - Erases a selected annotation from the screen without affecting the contents of the
Clipboard

Select All (Ctrl-A; Command-A) - Selects al displayed annotations in a document.
Duplicate (Ctrl-D; Command-D) - Duplicates a sel ected annotation.

CaptureImage - Captures a document displayed on your computer screen with a capture
marquee and places it as the document image in an Imagexpo document.

Paste Image - Pastes a selection from the Clipboard as the document image if the Clipboard
contents are in an appropriate format.

Clear Image - Clears the document image from the active document. Y ou cannot use Undo to
reverse this action. This option is available only if you are using More Features.

Preferences - Displays the Preferences dialog box to set preferences for Imagexpo.
Fewer Features/More Features - Toggles between Fewer and More Features mode.
The Font menu isdisplayed when you have a document open. Choose a font before you type

with the Text tool or select text with the Text tool or select atext box with the Selection Arrow
then choose a font.

When you are in a connection, you can only use afont that is available on every computer in
the connection. If you have afont that at least one other person does not have, that font is
dimmed on your computer. Y ou cannot use it.
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The Size Menu

| size

0]
1m
<2
14
1@
2
516
18]

Other Point Size...

Style Menu

v Plain
Bold
fialic
Underline

®T
*®B
#®1
£

+ Align Left

Align Right

Align Middle

v Single Space
1-1/2 Space
Double Space

The Size menu is displayed when you have a document open. If you chose Other Point Size, a
dialog box allows you to enter any type size.

The Style menu is displayed when you have a document open. Choose a style from the menu
before you type or select text with the text tool or select atext box with the Selection Arrow to
change styles.

Plain (Ctrl-T; Command-T) - Makes the Text tool type plain text and changes selected text or
text in atext box to plain text.

Bold (Ctrl-T; Command-T) - Makes the Text tool type bold text and changes sel ected text or
text in atext box to bold text.

Italic (Ctrl-lI; Command-1) - Makesthe Text tool typeitalics and changes selected text or text
in atext box toitalics.

Underline (Ctrl-U; Command-U) - Makes the Text tool type underlined text and changes
selected text or text in atext box to underlined text.

Align Left - Aligns the text you type with the Text tool to the left in the Text box.

Align Middle - Aligns the text you type with the Text tool in the middle of the Text box.
Align Right - Aligns the text you type with the Text tool to the right in the Text box.
Single Space - Single spaces the text you type with the Text tool.

Oneand a Half Space - Spaces the text you type with the Text tool with one and a half line
spacing.
Double Space - Double spaces the text you type with the Text tool.
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T h e D rawin g The Drawing menu is displayed when you have a document open and are using More Festures.
Menu Use the commands to edit objects.

Bring To Front
Send To Back

Rotate Left %[
Rotate Right %]
Flip Horizontal

Flip Dertical
Group ®G6
Ungroup #H
Align To Grid

Align Objects...
Round Corners...

Layout...

o o9 00900 8 0 0 s BringtoFront-Changesthe stacking order by bringing one or more selected objects to the

front.
Send to Back - Changes the stacking order by moving one or more selected objectsto the back.
Rotate L eft (Ctrl-[; Command-[) - Rotates one or more selected objects to the left 90 degrees.

Rotate Right (Ctrl-]; Command-]) - Rotates one or more selected objects to the right 90
degrees.

Flip Horizontal - Flips one or more selected objects horizontally.
Flip Vertical - Flips one or more selected objects horizontally.
Group (Ctrl-G; Command-G) - Groups two or more selected objects.
Ungroup (Ctrl-H; Command-H) - Ungroup sel ected grouped objects.

Align To Grid - Aligns selected objectsto theinvisible Grid. Set grid size on the Layout dialog
box.

Align Objects - Aligns selected objects to each other.

Round Cor ners - Displays the Round Corners dialog box. Useit to change the rounding of the
corners on rounded rectangles and squares

Layout - Displaysthe Layout dialog box. Use it to show and hide the Rulers, calibrate the zero
point of the rulers, show and hide ruler lines, show page breaks, snap objectsto agrid, change
the grid size, and change print sequence.
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TheCollaborate
Menu

Collaborate

Select Pointer...

TheWindows
Menu

Set Default Size...

+ Drawing Tools

+Memo 1 (Evelyn)

Use the Collaborate menu when you are connected to another person.
Disconnect - Choose Disconnect to break the WhitePineBoard connection with the others.

Link View (Ctrl-L; Command-L) - Choose Link View to link and unlink your views. When
you are linked, a check (V) appears before the command. When your views are linked you all
see the same part of the same document and when one person scrolls or zooms, the others’
documents scroll and zoom.

Link Window Size - Links the window size on all computers so you al see the same thing.
Select Pointer - Select a unique Pointer from a pal ette of choices.

Use the Windows menu to display or hide certain dialog boxes and palettes and to switch
between open documents.

Set Default Size - Allows you to set a default window size and position for documents you
open or create.

Drawing Tools - Hides or shows the Tool palette.

Browser - Displays the Browser palette after you have closed it. The command is dimmed if
you have not built a Browser.

Documents you have open -The documents you have open are listed at the bottom of the
Windows menu. Choose a document to make it the active document. The sample menu lists a
document “Memo” which Evelyn opened.
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Glossay

Active Window

Bitmap

Bitmapped Graphics

Browser

Capture Image
Clear Image

Closed Eye Icon

Comment

The foremost and visible document window; the document window where the next action will
take place. An active window’ stitle bar is highlighted.

(1) A set of hitsthat represents the graphic image of an original document in memory.

(2) A set of bitsthat represents the positions and states of a corresponding set of items, such as
pixels. Used by the Macintosh to construct graphic images and fonts.

The name given to a graphic document composed only of bitmaps. See object-oriented
graphics. In Windows, BMP is a bitmapped graphic format.

A featurethat allows you to combine a set of documents making it easy for you to present them
to othersin a connection. A Browser consists of a Browser palette containing previews of the
documents and a Browser document window in which the documents are displayed one at a
time.

A featurethat allows you to capture a document displayed on screen and place it as adocument
image in aWhitePineBoard document. See Paste Image, Clear Image.

A command on the Edit menu when More Features are selected that removes the document
image. Y ou cannot Undo this action.

A View icon which appears above the right scroll bar on document windows indicating that
your screen is not linked to the screens of other conference participants. Seealso Linking
Views, View icon, Half-closed Eyeicon, Open Eyeicon.

An object or note added by way of explanation on markerboard or a document image. In
WhitePineBoard, the comments made with the tool s on the document image to explain changes
that need to be made.
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Cross-hair

Deselect

Dialog Box

Dimmed

Document Image

Graphics

Half-Opened Eye Icon

Handles

Icon

The shape of the cursor used for certain comment tools including the basic shape tools.
The deselect command has an effect opposite to that of a select command. See selection.

(2) A box that contains a message requesting information from you. Sometimes the message
warns you that you' re asking your computer to do something it cannot do or that you are about
to destroy some of your information. In these cases, the message is often accompanied by a
beep. (2) A box that an application displaysto request information or to report that it iswaiting
for a process to complete.

Used to describe words or icons that appear in gray. For example, menu commands appear
dimmed when they are unavailable.

The bitmapped representation of a document you want to review that is placed in the
background of a WhitePineBoard document. The document image cannot be edited. See
overlay.

(1) Information presented in the form of pictures or images.

(2) The display of pictures or images on a computer’s display screen.

A view icon which appears above the right scroll bar on the document window indicating that
your screen islinked to the others' but the active document is not present on all computers. See
also Linking Views, View icon, Closed Eyeicon, Open Eyeicon.

Squares placed at the corners of an object’s“ space” when it isselected. These are usually black,
but the squares are white for contrast as necessary. Outlined squares for handles indicate
sel ections made by another person.

An image that graphically represents an object, a concept, or a message.
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imf
The WhitePineBoard format on Windows computers.

Insertion Point
The place in atext box where text appears when you type. The insertion point is represented by

ablinking vertical bar. Y ou can move the insertion point by clicking where you want to make
achange in the document.

Keyboard Shortcut
A keystrokethat you can useinstead of amouse action to perform atask. For example, pressing

both the Command and the X keys at the same time is the same as choosing the Cut command
from the Edit menu.

Link
A connection between the document views (i.e. scroll position, zoom level and active
document) of connected computersin WhitePineBoard. See Linking Views.

Linking Views
A feature of WhitePineBoard which forces the screens of linked users to show the same view,
that is, the same part of the same document. An icon on your screen above the right scroll bar
indicates your link status. See View icon, Closed Eye icon, Half-Closed Eyeicon, Open Eye
icon.

Object Locking
A feature of the WhitePineBoard which prevents more than one person from selecting the same

object at the same time.

Object-Oriented Graphics
The name given to drawings made up of separate, discrete objects which keep their identity as

you move them around. Comments in WhitePineBoard are object-oriented graphics.

Open Eye Icon
A view icon which appears above the right scroll bar on document windows indicating the that

your views are linked with the views of the others. See also Linking Views, view icon, Closed
Eye icon, Half-closed Eye icon.

Overlay
The electronic equivalent of atransparent acetate sheet laid on top of the document imagein a

WhitePineBoard document. Y ou can use up to five overlays per document. Comments are made
in the overlay.
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Paste Image

PICT

pixel

Pointer

Preferences

Preview

Selection

Stack

Text Box

Command used to paste a selection from the Clipboard as the document image. See Capture
Image, Clear Image.

A Macintosh file format. WhitePineBoard' s native file format is PICT2.

Short for picture element; the smallest dot you can draw on the screen. Also alocation in video
memory that corresponds to a point on the graphics screen when the viewing window includes
that location. On amonitor, each pixel can be black, white, or colored, so it can be represented
by a bit; thus, the display is said to be a bitmap.

A small shape on the screen that follows the movement of the mouse or shows where your next
action will take place. For example, the pointer can be an arrow, an 1-beam, a crossbar, or a
wristwatch. Isis used to draw another’ s attention to a specific part of a shared document.

A number of options used in WhitePineBoard which are preset but can be changed according to
your wishes with the Preferences dialog box. Access Preferences on the Edit menu.

A miniature image or display of adocument in a Browser palette. See Browser.

(1) Theinformation or items that will be affected by the next command. The selection can be
highlighted (text), or displayed with handles (graphics). (2) A seriesof characters, or a selected
graphic, at which the next editing operation will occur.

A group of objectswhich are drawn or dragged one on top of another.

(1) Theplace or placesin any dialog box where you can type information.

(2) A dashed box in which you type text which is entered on the screen by using the Text tool.
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View Icon
Anicon displayed in the upper right corner of a document window that tells you whether your
document views are linked to the others when you are connected. See Linking Views, Open
Eye icon, Half-closed Eye icon and Closed Eyeicon.

Zoom

A feature that allow you to increase or decrease the magnification at which your document
window is displayed.
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Index

A

Active document
getting information 3-12
Active documents
displaying 3-12
Adobe Photoshop 4-7
Aldus Persuasion 4-1
Macintosh 4-2
Windows 4-1
Aldus SuperPaint
Macintosh 4-7
Align Objects B-4
Align To Grid B-4
Aligning objects 6-10
Allow Calibration 6-14
Allow calibrations 6-14

B

Basic shape tools 6-7
Bring to Front B-4
Bring to Front/Send to Back 6-10
Browser 5-13, B-5
building 5-17
changing order of previews 5-16
closing a document 5-19
opening a scrapbook 5-20
presending files 5-17
pre-sending the scrapbook 5-21
preview 5-13
saving a document 5-20
saving a document from the scrapbook 5-21
saving the palette 5-19
switching document images 5-15
Browser palette
reordering 5-16
Build Browser 5-13, 5-14, B-1

C

Canvas 4-8
Capture Image
Edit menu
Changing
color 6-8
fill 6-8
line 6-8
pen 6-8
Changing stacking order 6-10
ClarisDraw 4-8

Clear B-2
Clear Image B-2
Clearing objects 6-9
Clipboard
document image 3-7
CloseB-1
Closed Eyeicon 5-2
Closing a Browser document 5-19
Closing documents 3-18
Connecting to WhitePineBoard 2-1
Copy B-2
Copying objects 6-9
CorelDraw
Windows 4-8
Creating a document 2-1
Cut B-2
Cutting objects 6-9

D

Deleting objects 6-9
Dimmed fonts 6-12
Disconnect B-5
Disconnecting from WhitePineBoard 3-18
displaying 6-13
Displaying a document image 3-2
Document image 3-2
opening a document 3-3
pasting a selection 3-7
placing contents of Clipboard 3-7
Document Info B-1
Document window 3-1
Drawing menu 5-5, 6-10, B-4
grouping objects 6-11
layout 6-13
Drawing tools B-5
Duplicate B-2
Duplicating objects 6-9

E

Edit menu 5-5, 6-9, B-2
Clear B-2
Copy B-2
Cut B-2
Duplicate B-2
Paste B-2
Select All B-2
Undo B-2

Editing Objects 6-9

Index-1



Editing text 6-11

color 6-12

existing 6-11

font 6-12

formatting text 6-11
group objects 6-11

new 6-11

selecting text object 6-11

Enhanced CU-SeeMe 2-1
Excel 4-6

Export Files B-1
Exporting documents 3-13

F

Fewer Features 5-3

Fewer FeaturessMore Features B-2

File Menu

Page Setup (Macintosh) B-1

File menu 5-5

Build Browser 5-13, B-1
CloseB-1

Document Info B-1
Export Files B-1

New B-1

Open B-1

Pre-Send Files 5-9
Pre-send Files B-1

Print B-1

Print Setup (Windows) B-1
Quit B-1

Save B-1

Save AsB-1

Save Browser B-1

Send Docuemnt B-1

Flip Horizontal B-4
Flip Vertical B-4
Flipping objects 6-10
Font menu B-2
Fonts

dimmed 6-12

Fonts, dimmed B-2

G

Graphic documents 1-4
Graphics 4-7

Adobe Photoshop 4-7
Aldus Superpaint 4-7
Canvas 4-8

ClarisDraw 4-8
CorelDraw 4-8

Harvard Graphics 4-8
Micrografx Desinger 4-9

Group B-4
Grouping objects 6-11

H

Half Closed Eye 5-2
Harvard Graphics
Windows 4-8
Have Others Open Their Matching Local Copy 5-11
Hide Others 5-7
Hiding comments 5-8

L

Layout 6-13, B-4

Link View 5-2, B-5

Link Window Size B-5
controlling window size 5-2

Linking 5-2

linking views 5-1

Lotus 1-2-3 4-6

M

MacWrite 4-3
Marker 6-5
Markerboard
replacing with WhitePineBoard 1-1
Menus
Drawing 6-10, 6-11
drawing 5-5
Edit 5-5, 6-9
File 5-5
Micrografx Designer 4-9
Microsoft Excel 4-6
Microsoft PowerPoint
Macintosh 4-2
Windows 4-2
Microsoft Word 4-5
Macintosh 4-5
More Features 5-4, B-2
basic shape tools 6-7
overlays 5-6
printing 3-16
Moving objects 6-9

N

Naming documents 3-9
New B-1

O

Objects 6-2
aligning 6-10
changing stacking order 6-10
clearing 6-9
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cutting 6-9
deleting 6-9
duplicating 6-9
flipping 6-10
grouping 6-11
moving 6-9
pasting 6-9
reshaping 6-9

Objects copying 6-9

Objects rotating 6-10

Open 3-17, B-1

Open documents
Windows menu B-5

Open Eyeicon 5-2

Opening adocument 3-3

Other Point Size B-3

Overlays 3-2
importing a document into 4-3
importing a spreadsheet 4-6
importing documents into 3-8
importing graphics 4-7
opening a document 3-8
pasting a selection 3-9
printing 5-6
saving comments on separate 5-6
using 5-8
using More Features 5-6

P

Page Setup (Macintosh) B-1
Paste B-2
Paste Image B-2
Pasting a selection 3-7
Pasting objects 6-9
Photoshop 4-7
Placing objects precisaly 6-13
Pointer 6-4
changing 6-4
PowerPoint
Macintosh 4-2
Windows 4-2
Preferences B-2
Pre-Send Files B-1
Pre-send files
sharing 5-11
Pre-sending files 3-10, 5-9
Browser 5-17
Presentation
Aldus Persuasion 4-1
Presentations 1-2, 4-1
Microsoft PowerPoint 4-2
sizing windows 5-21
Print B-1

Print Setup (Windows) B-1
Printing
choosing a printer 3-15
documents 3-16
setting up page 3-15
using More Features 3-16
Printing documents 3-15
Printing from overlays 5-6

Q

Quit B-1
R

Received Filesfolder 5-11
Relinking 5-2
Reopen adocument 3-17
Re-sending documents 3-10
Rotate Left B-4
Rotate Right B-4
Rotating objects 6-10
Round Corners B-4
Ruler lines 6-13
Rulers 6-13

zero point 6-14

S

Sadleshot line A-4
e-mail A-4
phone A-4
web address A-4
SaveB-1
Save AsB-1
Save Browser B-1
Save, Save As 3-18
Saving a Browser document 5-20
Saving documents 3-14, 3-18
Save 3-15
Save As 3-14
Saving the Browser palette 5-19
Scrapbook
opening 5-20
pre-sending 5-21
saving adocument 5-21
Screen image
capturing 3-5
Select All B-2
Select Pointer B-5
Selection tool 6-5
deselecting objects 6-6
object locking 6-6
select by clicking 6-5
selecting al objects 6-6
selecting with marque 6-5
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Send Document B-1
Send Each Image To Others As Necessary 5-17
Send to Back B-4
Sending documents 3-10
Set Default Size B-5
Set default window size 5-22
Set Default windows Size 5-22
Show All 5-7
Show Comments 5-5, 5-7
Show page breaks 6-13
Show Ruler 6-13
Show Ruler Lines 6-13
Size menu B-3
Sizing windows 5-21
Snap to Grid 6-13
Spreadsheets 1-3, 4-6

Lotus 1-2-34-6

Microsoft Excel 4-6
Switch documents

while linked 2-2
Switching document images 5-15

T

Technical support A-2
E-Mail A-1
hours A-4
Internet A-4
phone number A-4
WWW A-1

Text
Text tool 6-5

Tool Palette 6-5

Tool palette 3-2, 6-3
changing color 6-8
changing fill 6-8
changing line 6-8

changing pen 6-8
expanded 5-5
|-beam 6-5
marker 6-5
pointer 6-4
selection tool 6-5

U

Undo B-2
Ungroup B-4

V

View icon 3-2
Viewing a document together 5-1

W

Windows
Export FilesB-1
Windows menu
Set Default Windows Size 5-22
Word processing 4-3
MacWrite 4-3
Microsoft Word 4-5
WordPerfect 4-4
WordPerfect 4-3, 4-4
Macintosh 4-4
Working with other participants 1-4
WWW technical support A-1

Z

Zero point 6-14
Zoom

whilelinked 2-2
Zoom feature 3-2
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White Pine Software, Inc.

Single User Software License Agreement

CAREFULLY READ ALL THE TERMS AND CONDITIONS OF THIS AGREEMENT PRIOR TO
BREAKING THE DISK SEAL. BREAKING THE DISK SEAL INDICATES YOUR ACCEPTANCE OF
THESE TERMS AND CONDITIONS.

If you do not agree to these terms, return the unopened disk package and the other components of this
product to the place of purchase and your money will be refunded. No refunds will be given for products
which have opened disk packages or missing components.

LICENSE: You have the non-exclusive right to use the enclosed program. This program can only be used
on a single computer. You may physically transfer the program from one computer to another provided
that the program is used on only one computer at a time. You may not electronically transfer the program
from one computer to another over a network. You may not distribute copies of the program or
documentation to others. You may not modify or translate the program or related documentation without
the prior written consent of White Pine Software, Inc.

YOU MAY NOT USE, COPY, MODIFY, OR TRANSFER THE PROGRAM OR DOCUMENTATION, OR
ANY COPY EXCEPT AS EXPRESSLY PROVIDED IN THIS AGREEMENT.

BACK-UP and TRANSFER: You may make one copy of the program solely for back-up purposes. You
must reproduce and include the copyright notice on the back-up copy. You may transfer and license the
product to another party if the other party agrees to the terms and conditions of this Agreement and
completes and returns a Registration Card to White Pine Software, Inc. If you transfer the program you
must at the same time transfer the documentation and back-up copy or transfer the documentation and
destroy the back-up copy.

COPYRIGHT: The program and its related documentation are copyrighted. You may not copy the program
or its documentation except as for back-up purposes and to load the program into the computer as part of
executing the program. All other copies of the program and its documentation are in violation of this
Agreement.

TERM: This license is effective until terminated. You may terminate it by destroying the program and
documentation and all copies thereof. This license will also terminate if you fail to comply with any term or
condition of this Agreement.

WARRANTIES and DISCLAIMERS: The Licensee understands that computer systems are complex and
failure of a system can be due to any one of a number of different reasons, including failure of any
hardware or software component, conditions in the environment such as static electricity, line failures, and
a host of other causes. For these reasons, White Pine Software, Inc. cannot be responsible for any harm
that may be suffered due to failure of the computer system, even if it can be shown that White Pine
Software, Inc. took part in some way in that failure. White Pine Software, Inc. warrants that it has used its
best efforts and skill in the production of its software. Other than this, White Pine Software, Inc. disclaims
any and all warranties, with respect to software, INCLUDING BUT NOT LIMITED TO THE WARRANTY
OF MERCHANTABILITY AND WARRANTY OF FITNESS FOR A PARTICULAR PURPOSE.

ACKNOWLEDGEMENT: YOU ACKNOWLEDGE THAT YOU HAVE READ THIS AGREEMENT,
UNDERSTAND IT, AND AGREE TO BE BOUND BY ITS TERMS AND CONDITIONS. YOU ALSO
AGREE THAT THIS AGREEMENT IS THE COMPLETE AND EXCLUSIVE STATEMENT OF
AGREEMENT BETWEEN THE PARTIES AND SUPERSEDES ALL PROPOSALS OR PRIOR
AGREEMENTS, VERBAL OR WRITTEN, AND ANY OTHER COMMUNICATIONS BETWEEN THE
PARTIES RELATING TO THE SUBJECT MATTER OF THIS AGREEMENT.

Should you have any questions concerning this Agreement, please contact in writing White Pine Software,
Inc., 542 Amherst Street, Nashua, NH 03063.
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