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Creating a document with templates
Click on   Menu > 'New' to view the selection of online or offline templates.

Online templates

There are many templates available online to download.

Where can I download online templates?

Simply use the search bar in the 'New' tab, or click on 'Online templates,' and choose a
template from the grid.

Try searching for these:

'note'

'CV'

'report'

'contemporary'

To return to the choice of offline templates, click the red 'X' icon next to the search bar.

What are the different types of templates?

There are two types of online templates: basic and full RTF.

Basic templates

Basic templates can be identified by the 'Lorem ipsum' text displayed in the grid, as
shown in the examples below. These templates consist of a title and body using a
particular font style.



Full RTF templates

Full RTF templates are complete templates for reports, CVs, HTML code, etc. Some
examples are shown below.

Why can't I view any online templates?

If you're having trouble accessing online templates, check if you are experiencing any
problems with your Internet connection and that there are no restrictions set by your
administrator.

Don't hesitate to contact us if these problems persist.

Offline templates

You can create a blank document or select one of the templates in the 'New' tab.

If there's text in the document editor, your new document will open in a separate window.



Recent files and favourites
Click on   Menu > 'Open' to view your recent files and favourites.

To open a recent or favourite file, simply click on it. Right-clicking on a file gives you more
options:

Open the file location

Copy the file path to the clipboard

Remove the file from the list

How do I add favourites?

You can add files as favourites by following these steps:

Select the 'Favourites' tab

Click on 'Add favourites'

Choose one or more files using the browser.

How do I remove files from either list?

To remove a specific file, right-click on it and select 'Remove the file from the list.'

To remove all files, click on the 'Clear this list' button at the bottom.
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How do I change how many recent files are shown?

By default, up to 10 files are displayed in the 'Recent' tab. To change this, follow these
steps:

Click on   Menu > 'Options'

Choose 'Appearance' from the list on the left.

Scroll down to the 'Recent files' section and enter a number.

You can choose to display from 0 to 30 files.

Can Type Express open the most recent file on startup?

Yes! To open the most recent file as soon as Type Express starts, follow these steps:

Click on   Menu > 'Options'

Choose 'Startup' from the list on the left.

Ensure the 'Open the most recent file' checkbox is ticked.

If you've set the number of recent files to 0, this feature will not work.

Opening files from the Web
Click on   Menu > 'Open' > 'Online sources' to download and open files from the Web.

How do I download files from the Web?

Type the file's web address into the text box illustrated below.

Make sure that the file:

ends with .txt or .rtf

is public, i.e. doesn't require a password to access it
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Choose a location to save the downloaded file while it's been edited in Type
Express. Click the 'Browse' button to choose a folder on your PC.

Then, click 'Download.'

Once the download process is complete, the file will open for editing in Type Express.

Why am I having trouble downloading files?

If you're having trouble downloading files, check if you are experiencing any problems
with your Internet connection and that there are no restrictions set by your administrator.
Also, check that the file you are trying to download is public.

Don't hesitate to contact us if these problems persist.

Browsing your PC for files
Click on   Menu > 'Open' > 'Browse this PC' to open the file browser.

How do I use the file browser?

Simply choose one or more files from the browser to open them in Type Express. Each
document will open in a separate window.

You can use the filter selection box at the bottom of the file browser to show both RTF
and TXT files, just RTF files or just TXT files, as shown below.

If you're using the document editor in the current window, the document will open in a
separate one. Type Express may have trouble opening very large files or files containing
large images. It is recommended that objects in the document are scaled down if this
problem occurs.

What's the difference between TXT and RTF?
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TXT files

TXT files, or text files, are just that: text. It is not possible to add pictures and other
objects to a text file. Therefore, if your document contains objects, like pictures or charts,
they will not be included in the TXT file.

RTF files

RTF files can contain all objects that can be found in Type Express. Unlike text files, the
formatting of the text in an RTF file will stay as you see it when editing in Type Express.

Why can't I open a particular file?

Type Express may have trouble opening very large files or files containing large images. It
is recommended that objects in the document are scaled down if this problem occurs.

If you can't open any file, please contact us and we'll be happy to help.

Saving files
Click on   Menu > 'Save as' > 'Browse this PC' to save a file on your computer.

Saving basics

How do I use the browser?

If you're saving changes to an existing file, simply click 'Save' from the Type Menu.

Otherwise, use the browser to simply choose a location you wish to save the document
to. You can choose whether to save the document as a TXT or RTF file by selecting the
type from the box marked 'Save as type,' as shown below.

Click on 'Save' to finish.



What's the difference between TXT and RTF?

TXT files

TXT files, or text files, are just that: text. It is not possible to add pictures and other
objects to a text file. Therefore, if your document contains objects, like pictures or charts,
they will not be included in the TXT file.

RTF files

RTF files can contain all objects that can be found in Type Express. Unlike text files, the
formatting of the text in an RTF file will stay as you see it when editing in Type Express.

Why isn't my document saving correctly?

Type Express may have trouble saving documents containing large images. It is
recommended that these are scaled down if this problem occurs.

If you're unable to save any file, please contact us and we'll be happy to help.

Changing save options

Take a look at these options to make saving files quicker.

How do I choose a default save location and file type?

Default save location

You can choose a default save location so that, when you first open the file browser, the
save location is opened automatically, allowing you to save a file quicker.

Click on   Menu > 'Options'

Choose 'Defaults' from the list on the left.

Click on the 'Choose' button pictured below.
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Default file type

As well as a default save location, you can choose a default save file type.

Click on   Menu > 'Options'

Choose 'Defaults' from the list on the left.

Looking at the section pictured below, choose between TXT or RTF.

How do I show or hide the save shortcut in the document editor?

Click on   Menu > 'Options'

Choose 'Appearance' from the list on the left.

Click on the button marked 'Show save shortcut in status bar' to toggle the
option.

Pinned folders
Click on   Menu > 'Save as' to view your pinned folders.

To save to a pinned folder, simply click on it. The file browser will appear with the pinned
folder selected. Right-clicking on a file gives you the following options:

Save to the folder

Copy the path to the clipboard

Remove the folder from the list

How do I pin a folder?

You can pin a folder by following these simple steps:

In the 'Save As' tab, click 'Pin a folder.'

Select the folder using the browser and click OK.
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How do I remove a pinned folder?

To remove a specific folder, right-click on it and select 'Remove folder from list.'

To remove all folders, click on the 'Clear this list' button at the bottom.

Printing and page setup
Click on   Menu > 'Print' to print your document.

How do I set up my document for printing?

Page setup

Before printing, consider setting up the size and orientation of the page. The default page
setting is A4 portrait. Clicking on 'Page setup' gives you the following options:

Paper size and source

Page orientation

Page margins



Print dialog box

Once you have finished setting up the page, click on the 'Print' button. From the print
dialog box, you can:

change which printer to print to

select the range of pages to print

set the number of copies

set the printer preferences

How do I preview my document before printing it?

Simply click on 'Print preview.'

From the print preview window, you can view from one up to six pages at a time, zoom in
and out, and directly print to the default printer.

Can I save my document as a PDF file?

If your computer supports it, you should be able to save your document as a PDF file, by
selecting a printer named similarly to 'Print to PDF' and clicking 'Print.'

Emailing documents
Click on   Menu > 'Share' > 'Email document' to send your document as the body of an
email.

How do I email my document?

To email a plain text document, follow these steps:

Enter the recipient's email address and subject of the email into the textboxes
pictured below.
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Click 'Send' to be transferred to your default mailing app.

Use your default mailing app to verify and send the email.

Why don't images and other objects appear in the email?

Please note that only plain text files are supported for the moment.

Therefore, the formatting and any objects in your document, (such as images, shapes,
etc.) will not be included in your email. You can always add them back using your default
mailing app, if possible.

Locking documents
Hide your open documents and protect them with a password, so they remain hidden if
someone else has to use your PC, allowing you to easily access them again afterwards.

To do so, click on   Menu > 'Share' > 'Lock documents.'

How do I lock and unlock my documents?

To lock all open Type Express windows, simply enter a password and click OK.

Once you've done this, all windows will hide and a small window will appear at the top of
the screen. Enter your password into the text box and click OK to unlock your documents
again.
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Important note

Please remember to save your work first before locking, as it isn't possible to regain your
password if you forget it.

How do I use the Alt+L shortcut?

You can quickly lock your documents using the Alt+L shortcut. Follow these steps:

Click on   Menu > 'Options'

Choose 'General' from the list on the left.

In the 'Locking documents' section, tick the option pictured below.

Setting a default password

You can also set a default password by following these steps:

Click on   Menu > 'Options'

Choose 'General' from the list on the left.

In the 'Locking documents' section, type your password into the text box pictured
below.

Click the blue arrow to save the password.

To remove the password, delete the text from the box and press the arrow again. This will
then require you to enter a password each time Alt+L is pressed.

Converting your document to HTML
Click on   Menu > 'Share' > 'Create HTML' to save your document as a HTML webpage.
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How do I convert my document to HTML?

To convert your document to HTML, follow these simple steps:

In the HTML preview window, click on 'Export HTML.'

Choose a folder and filename and click OK.

How do I preview my HTML page first?

The text in your document will be displayed in the preview window next to a browser. You
can edit the text on the left-hand side and click 'Run HTML preview' to update the
preview.

Dragging the splitter left and right between the two sections allows you to resize them as
you wish (demonstrated below). You can also zoom into your document using the slider
and the + or – buttons at the bottom of the window.

Default options
Click on   Menu > 'Options' > 'Defaults' to view the default options.

How do I set a default font?

In the section titled 'Set default font,' choose your font face and font size by typing in the
text boxes or by choosing one from the drop-down menus. You can also make the font
bold, italic or underlined by clicking on the adjacent icons.

In the section titled 'Set default text colour,' choose a text colour by clicking on the drop-
down menu and choosing a colour from the colour box. Then, click the blue arrow next to
the drop-down menu to save your colour choice.
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How do I choose a default save location and file type?

Default save location

You can choose a default save location so that, when you first open the file browser, the
save location is opened automatically, allowing you to save a file quicker.

Click on   Menu > 'Options'

Choose 'Defaults' from the list on the left.

Click on the 'Choose' button pictured below.

Default file type

As well as a default save location, you can choose a default save file type.

Click on   Menu > 'Options'

Choose 'Defaults' from the list on the left.

Looking at the section pictured below, choose between TXT or RTF.

How do I set a default colour scheme?

You should see a drop-down menu like the one pictured below, which allows you to
choose a default colour scheme. For more information about colour schemes, read the
'Font styles and colour schemes' topic.
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How do I set a default spellchecker language?

Simply choose an option from the section titled 'Set default spellchecker language.' When
using the spellchecker, the default language is the one used first to check for spelling
errors in your document. Choose between English, French or Spanish.

General options
Click on   Menu > 'Options' > 'General' to view the general options.

How do I change the interface language?

You can change the language of the interface, but please be aware that this will require
an immediate restart of Type Express. Therefore, please save all your work first.

In the section marked 'Change interface language,' choose between the following
languages:

English �United Kingdom)

French �France)

Spanish �Spain)

Italian �Italy)

How do I use the Alt+L shortcut?

You can quickly lock your documents using the Alt+L shortcut. Follow these steps:

Click on   Menu > 'Options'

Choose 'General' from the list on the left.

In the 'Locking documents' section, tick the option pictured below.
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Setting a default password

You can also set a default password by following these steps:

Click on   Menu > 'Options'

Choose 'General' from the list on the left.

In the 'Locking documents' section, type your password into the text box pictured
below.

Click the blue arrow to save the password.

To remove the password, delete the text from the box and press the arrow again. This will
then require you to enter a password each time Alt+L is pressed.

How do I edit custom dictionaries?

Custom dictionaries are lists of words that are ignored (i.e. deemed correct) by the
spellchecker when checking over a document. To view dictionaries for English, French
and Spanish, follow these simple steps:

Click on   Menu > 'Options'

Choose 'General' from the list on the left.

Click 'Open' in the section marked 'View or edit custom dictionaries'

Changing language

A window will appear showing a list of all words contained in a dictionary for a particular
language. To change dictionaries, select a different language from the 'Language' drop-
down menu.

Adding words

To add a new word to the current dictionary, type the word into the text box at the bottom
of the window and click 'Add,' as shown below.

You can also add words to custom dictionaries when the spellchecker encounters an
incorrect word. For more information on this, read the 'Spellchecker' topic.
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How do I turn off saving charts, shapes and custom font styles?

To stop your charts, shapes and custom font styles from being saved, follow these steps:

Click on   Menu > 'Options'

Choose 'General' from the list on the left.

Scroll down to the section pictured below and toggle the options as appropriate.

How do I turn on or off message sounds?

Simply use the toggle button marked 'Play a sound when a messagebox appears.'
Switching this on will play a particular sound when a message is shown.

How do I show or hide the save prompt?

Simply use the toggle button marked 'Show prompt to save document changes.'

Switching this on will always show a messagebox asking you if you wish to save any
changes to your document when you close it. The prompt will not appear when no
document is open and there is no text in the document editor.

Appearance options
Click on   Menu > 'Options' > 'Appearance' to view the appearance options.

How do I change the application theme?

You can enable dark mode by ticking 'Dark mode' in the 'Application theme' section. This
will have an instant effect on all open windows.
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Auto dark mode

You can also choose to automatically switch to dark mode at a specific time of night by
following these steps:

Tick the toggle button marked 'Turn on dark mode at night.'

Select a time when dark mode should turn on from the drop-down menu.

Then, select a time when it should turn off.

How do I change how many recent files are shown?

By default, up to 10 files are displayed in the 'Recent' tab of the 'Open' menu. To change
this, follow these steps:

Click on   Menu > 'Options'

Choose 'Appearance' from the list on the left.

Scroll down to the 'Recent files' section and enter a number.

You can choose to display from 0 to 30 files.

How do I show or hide the shortcuts in the document editor?

To hide the save and word count shortcuts in the status bar of the document editor,
follow these steps...

Save shortcut

Click on   Menu > 'Options'

Choose 'Appearance' from the list on the left.

Click on the button marked 'Show save shortcut in status bar' to toggle the
option.
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Word count shortcut

Click on   Menu > 'Options'

Choose 'Appearance' from the list on the left.

Click on the button marked 'Show word count shortcut in status bar' to toggle the
option.

Then, select whether to display words, characters (including spaces) or lines
from the drop-down menu.

If the word count shortcut is visible, you can click on it to open the word count window.

Other options
Click on   Menu > 'Options' to get started.

Startup and font options

Click on 'Startup' or 'Fonts' to view the startup and font options respectively.

How do I control what happens on startup?

Open the Type Menu

You can choose whether to open the Type Menu when the application starts, or instead,
open a new blank document in the document editor. Use the toggle button marked 'Open
the Type Menu' in the 'Startup' section to do this.

Check for notifications

By clicking on the toggle button marked 'Check for notifications,' you can choose whether
or not to check for notifications, such as updates, on startup.

We recommend you keep this on to be notified about updates as they come.
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Can Type Express open the most recent file on startup?

Yes! To open the most recent file as soon as Type Express starts, follow these steps:

Click on   Menu > 'Options'

Choose 'Startup' from the list on the left.

Ensure the 'Open the most recent file' checkbox is ticked.

If you've set the number of recent files to 0, this feature will not work.

How do I manage my favourite fonts?

From the 'Fonts' section, you can manage your favourite fonts by checking and
unchecking them in the list of installed fonts.

Importing fonts

You can import a text file containing a list of fonts, each separated by a new line, into your
favourites. Click the button in the 'Import favourites from text file' section to do this.

Note that this will overwrite the current list of favourites.

Exporting fonts

To export your favourite fonts, or all fonts installed on your PC to a text file, click on
'Export favourites' or 'Export all' respectively.
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Importing and exporting settings

To transfer your settings when updating Type Express, you should export them from the
old version and then import them into the latest version. To do this, follow these steps:

Click on 'Export settings' on the side pane of the 'Options' menu.

Save the settings file in a safe place.

After updating Type Express, click on 'Import settings' and select the settings file.

All of your settings should then be imported.

The Info tab
Click on   Menu > 'Info' to get started.

What can I do from the Info tab?

You can copy the file path and open the file location of the file that is currently open using
the buttons at the top of the tab. To close the document, click on the button at the
bottom.

To open other files in the folder in which the current file is stored, click on the folder in the
section titled 'File location' and choose a file to open from the list (if any). You can also
open files from three folders up by clicking on the 'Show more' button. An example is
shown below.

How do I view a file's properties?

In the 'Properties' section, you can see the size of the file, as well as the dates that the file
was created, last modified and last accessed. The duration of time that the file was
opened is also displayed.

Undo, redo and the clipboard
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In the document editor, click on 'Home' to get started.

How do I use the clipboard?

Towards to left of the tab, cut selected text and objects to the clipboard by clicking the
scissors icon, copy by clicking the two pages icon and paste the text or object onto your
document by clicking the clipboard and page icon.

Some objects that you paste into your document may be too large or incompatible. Try to
paste smaller images to ensure your document will save correctly.

Oops, I made a mistake. What do I do?

Click the blue arrows on the left of the tab to undo or redo an action. When they are
greyed out, it is not possible to undo or redo.

Fonts and formatting
In the document editor, click on 'Home' to get started.

Basic font changes

How do I change the font?

Use the two drop-down menus to change the font face and font size. Either type into the
text box or select an option from the list by clicking on the arrow button.

You can also increment and decrement the font size by clicking on the A� and A� buttons
respectively, pictured below.

Increase font size

Decrease font size



Font style

Click one of the buttons to change the style of the text to bold, italic or underlined, as well
as using strikethrough to cross out text, respectively.

Bold

Italic

Underline

Strikethrough

How do I set a default font?

In the section titled 'Set default font' of the 'Options' menu, choose your font face and font
size by typing in the text boxes or by choosing one from the drop-down menus. You can
also make the font bold, italic or underlined by clicking on the adjacent icons.

The font picker

Did you know you can download the font picker in Type Express as a standalone app?
Click here to find out more.

How do I use the font picker?

To use the font picker, open the font face drop-down menu and click on the 'Open font
picker' button. This will open a window, displaying the fonts installed on your PC, as in the
example below.

https://express.johnjds.co.uk/font


Hover over a font to show a range of options. You can change the font display size by
adjusting the slider; make the text bold or italic by clicking on the 'B' or 'I' icons
respectively; set the font as a favourite by clicking the heart icon; and copy the font name
to the clipboard by clicking the two pages icon.

Click on the four arrows icon to display the font in its own window, where you can type in
your own text to display, as well as perform the aforementioned actions.

Choose an option from the left-hand side of the main font picker window to filter fonts by
name. Click on 'All' to show all fonts, and click on the heart icon to show fonts that you
have set as your favourites. You can also search for fonts using the search bar at the top
of the window.

Once you have decided which font to use, click on the font name to apply it to your
document.

How do I manage my favourite fonts?

From the 'Fonts' section in the 'Options' menu, you can manage your favourite fonts by
checking and unchecking them in the list of installed fonts.

Importing fonts

You can import a text file containing a list of fonts, each separated by a new line, into your
favourites. Click the button in the 'Import favourites from text file' section to do this.

Note that this will overwrite the current list of favourites.

Exporting fonts

To export your favourite fonts, or all fonts installed on your PC to a text file, click on
'Export favourites' or 'Export all' respectively.



Aligning and indenting text
In the document editor, click on 'Home' to get started.

How do I align text on the page?

Use the three buttons pictured below to respectively align the selected text to the left,
centre or to the right.

Left align

Centre align

Right align

How do I indent text?

Next to the alignment buttons are the two buttons pictured below. Click these to
respectively increase or decrease the indentation of the selected text.

Decrease indent

Increase indent

What about subscripts and superscripts?

In the 'Home' tab, click the icons pictured below to respectively make the selected text a
subscript or a superscript.

Subscript

Superscript

Examples of subscripts:

    H2O      x1 + x2

Examples of superscripts:

    16th      x3 + x2



Text colour and highlighting
In the document editor, click on 'Home' to get started.

How do I change the text colour?

On the right-hand side of the 'Home' tab, use the 'A' button and its drop-down arrow to
change the text colour (pictured below).

Click on the 'A' button to set the text colour to match the colour shown below it. For
example, clicking the button above would make the text red.

The most recent text colour set will be displayed under the 'A' button, allowing you to
easily reapply this colour with one click. Alternatively, click on the drop-down arrow next
to it to choose a different colour.

Choosing a colour

You can choose from the current theme colours, or select a custom colour using the drop-
down menu. For the latter, choose a colour using the colour box or click on the 'Standard'
tab and choose from a preset range of colours or a set of recent colours.

Remember to click on the arrow next to the drop-down menu to set the text colour, as
shown below.

Changing the colour scheme

To change the theme colours, read the topic on colour schemes.



How do I highlight text?

Use the highlighter button (pictured below) and its drop-down arrow to change the
highlighting colour for the selected text.

Click on the orange highlighter icon to set the highlighting colour to match the colour
shown below it. For example, clicking the button above would highlight the text yellow.

Alternatively, click on the drop-down arrow next to it to choose a different colour from the
selection of highlighters.

The most recent highlighting colour set will be displayed under the felt tip icon, allowing
you to easily reapply this colour with one click.

How do I set a default text colour?

To set a default text colour for new documents, follow these steps:

Click on   Menu > 'Options'

Choose 'Defaults' from the list on the left.

In the section titled 'Set default text colour,' choose a text colour by clicking on
the drop-down menu and choosing a colour from the colour box.

Then, click the blue arrow next to the drop-down menu to save your colour
choice.

Lists and tables
In the document editor, click on 'Tools' to get started.

How do I insert a list?

There are two types of list that you can add to your document.

Bullet lists

Click the leftmost icon on the 'Tools' tab to start a bulleted list, like the one below. Click
the button again to remove the list.

Bullet 1
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Bullet 2

Numbered lists

Click the icon next to the bullet icon to start a numbered list, like the example below.

Option 1

Option 2

To learn how to indent a list, read the 'Aligning and indenting text' topic.

How do I insert a table?

You can insert a basic table by clicking the grid icon to the left of the 'Tools' tab, and then
drawing your attention to the side pane.

You will be able to set up to 10 columns and 20 rows, as well as set the cell width from
500px to 5,000px. Click 'Insert' to add the table to your document. An example is shown
below:

You can also adjust the size of the cells by dragging the borders across.

Pictures and screenshots
In the document editor, click on 'Tools' to get started.

How do I insert royalty-free icons?

You can insert thousands of royalty-free icons from Iconfinder in a range of styles. Start
by clicking on 'Icons' from the 'Pictures' drop-down menu.
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Use the search bar to search for an icon, and choose a style and size by selecting an
option from the 'Icon style' and 'Icon size' drop-down menus.

To insert an icon, select one from the grid and click 'Add to document' at the bottom of
the window.

How do I insert a royalty-free photo?

You can choose from millions of royalty-free photos from Unsplash by clicking on the
'Pictures' button and choosing 'Online pictures.' Then, use the search bar to find a photo.

To insert a photo, select one from the grid and click 'Add to document' at the bottom of
the window.

If you would like to view the photo on a larger scale before doing so, click on the 'Preview
photo' button. Click 'Go back' to return to the photo grid.

You can also customise how photos are inserted into your document beforehand. Click on
the icon picturing three gears in the bottom-left corner of the window. Then, specify the



size of the image, with the option to set a custom width in pixels. Furthermore, you can
also choose whether to add the photo's attribution text to your document.

How do I insert pictures from my PC?

Click on the 'Pictures' button, then 'Browse this PC,' to insert a picture from your device.
Select a picture using the file browser.

The following file formats are supported:

JPEG

PNG

GIF

BMP

Note

Saving large images in your document may take a while. Some images may not be
present, or appear pixelated, if their resolution is too high. Try to scale down these images
to ensure they save correctly.

How do I add a screenshot to my document?

You can take a screenshot by firstly clicking the 'Screenshot' button in the 'Tools' tab.
Using the toolbar at the bottom of the screenshot window, you can set a delay from 1
second to 10 seconds and choose whether to capture a full-screen screenshot or a
specified region of the screen.

Click 'Capture' to take the screenshot after the delay time (if any). If you chose to select a
region, click and drag the window over the desired region, resizing it if necessary. Click
'Capture' when the region is set.

To capture a different screenshot, click 'Capture new.' Note that the previous screenshot
will be deleted.

To insert the screenshot into your document, click 'Add to document.'

Shapes
In the document editor, click on 'Tools' to get started.



How do I insert a shape?

Click on the 'Shape' button and then select one of the following options from the drop-
down menu:

Rectangle

Ellipse

Line

Triangle

Once you've clicked on one of the options, a window will open, allowing you to customise
your chosen shape. Once you've finished, click 'Add to document' to insert the shape.
Some examples of shapes are shown below:

Reusing shapes

It is not possible to directly edit a shape once it has been placed in a document. However,
you can reuse a shape that you've previously added to your document, and edit it. Follow
the steps below:

Insert a shape into your document (as detailed above).

Click on the 'Shape' button in the 'Tools' menu, and choose 'Previously added'
from the drop-down list.

You'll then see a list of all previously-added shapes, like the one shown below.
Click on any of the 'Add to document' buttons to open the shape editor with the
chosen shape. Otherwise, click on the red cross icon to remove the shape from
the list.

1.
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How do I change a shape's fill colour and outline?

Fill colour

For rectangles, ellipses and triangles, you can either tick the 'No fill' checkbox to remove
the fill colour, or select a colour from the drop-down menu marked 'Fill colour.' Use the
colour box to select a colour, or click on the 'Standard' tab to select a preset colour or a
theme colour.

Outline colour

For all shapes, you can set the outline colour from the drop-down menu marked 'Outline
colour,' or for lines, 'Line colour.' Use the colour box to select a colour, or click on the
'Standard' tab to select a preset colour or a theme colour. For all shapes, except lines, you
can tick the 'No outline' checkbox to remove the outline.

Outline thickness

For all shapes, you can set the outline thickness by adjusting the slider marked 'Outline
thickness,' or for lines, 'Line thickness.'

Dashed lines

For all shapes, you can change the solid outline to a dashed outline by ticking the
checkbox marked 'Dashed outline,' or for lines, 'Dashed line.' This will allow you to choose
different patterns, as shown below:

What else can I do to customise shapes?

Shape size

For rectangles, ellipses and triangles, you can change the width and height of the shape
in the preview by moving the relevant sliders. For lines, you can change the length by
similarly adjusting the slider.

Rotation

You can rotate all shapes by clicking the buttons in the 'Rotation' section, rotating the
shape 90° clockwise or anti-clockwise.



Line join

For rectangles and triangles, you can change how the corners of the shape are joined.
The options include: normal, rounded or bevelled. If you can't notice the difference
between these, try increasing the outline thickness.

Drawings
In the document editor, click on 'Tools' to get started.

How do I insert a custom drawing?

You can draw onto a canvas and insert the drawing into your document, by clicking on the
'Drawing' button. A window will appear with a white canvas that you can draw on using
your mouse or a graphics tablet.

Once you've finished, click 'Add to document' to add the canvas to your document.
Similarly to shapes, it is not possible to edit the drawing once it has been placed in a
document.

Editing mode

You can change the editing mode to selection mode by clicking the lasso icon; pen mode
by clicking the pink pen icon; highlighting mode by clicking the orange highlighter icon;
and eraser mode by clicking the rubber icon.

Selection mode uses a lasso selection to encapsulate all strokes inside the selected area.
The selection can then be resized or deleted.

Eraser mode uses a stroke eraser to remove entire strokes from the canvas.



How do I change the pen?

To change the colour of the pen in pen mode, open the drop-down menu marked 'Pen
colour.' Use the colour box to select a colour, or click on the 'Standard' tab to select a
preset colour or a theme colour.

You can set the pen thickness by adjusting the slider below the drop-down menu. Note
that changing the pen colour and thickness will not change the pen marks already added
to the canvas.

It is currently not possible to change the highlighter colour and thickness.

Symbols and equations
In the document editor, click on 'Tools' to get started.

How do I insert symbols and emoji?

Click on the 'Symbol' button to start inserting a symbol or emoji. The side pane will
appear, allowing you to search for a symbol, or choose one from a selection of categories.
These include:

Lettering

Arrows

Standard

Greek

Punctuation

Mathematics

Emoji

After choosing one, click on a symbol from the list to insert it into your document. Please
be aware that some symbols may not be available in your chosen font.

The font 'Segoe UI Emoji' must be installed on your PC to insert emoji.

How do I insert a preset equation?

You can also insert preset equations by clicking on the approximation symbol (two wavy
lines) towards the right of the 'Tools' tab. Similarly, the side pane will appear, allowing you
to click on an equation from the list to insert it into your document. An example equation
is shown below:



Equations use the font 'Cambria.'

Charts and graphs
In the document editor, click on 'Tools' to get started.

Inserting and customising a chart

How do I insert a chart?

Click on the 'Chart' button and choose 'New chart' to start inserting a chart.

A window will open showing a preview of the chart. You can change the chart type by
clicking one of four buttons on the right-hand side of the window. Choose from the
following options:

Column chart

Bar chart

Line graph

Pie chart

For examples of each of these types of charts, scroll down to the 'Chart examples'
section.

To find out how to edit the chart data, read the relevant section further down this page.
Once you've finished, click on 'Add to document' to insert the chart into your document.

Reusing charts

It is not possible to directly edit a chart once it has been placed in a document. However,
you can reuse a chart that you've previously added to your document, and edit it. Follow
the steps below:

Insert a chart into your document (as detailed above).

Click on the 'Chart' button in the 'Tools' menu, and choose 'Previously added'
from the drop-down list.

1.

2.



You'll then see a list of all previously-added charts, like the one shown below.
Click on any of the 'Add to document' buttons to open the chart editor with the
chosen chart. Otherwise, click on the red cross icon to remove the chart from the
list.

How do I edit chart data?

You can edit chart data by clicking on the button in the 'Data' section. A window will
appear with the current data.

You can edit the label and the value of each data point by editing the respective text
boxes. Click the three dots next to each data point for more options. Clicking the three
dots will allow you to add a data point above or below the current data point, as well as
clear or remove the data point from the list.

The maximum number of rows allowed per graph is 15. Blank rows will be ignored when
added to the chart.

Importing chart data

You can import data into your chart from a comma-separated CSV file, up to the limit of
15 data points in total. In the edit data window, click on 'Import data' and select a CSV file
with the following label-value format:

    Label,1

    Another label,2.5

Please note that importing chart data will clear any existing data points.

How can I customise my chart?

Chart title

You can enter a chart title, which will appear on top of the chart, and axis titles for the X
and Y axis. The latter is not available for pie charts.

3.



Colour theme

You can change the colour scheme of the chart by selecting an option from the 'Colour
theme' section. The choices are:

Basic

Berry

Chocolate

Earth

Fire

Greyscale

Light

Pastel

Green

Semi-transparent

Size in document

You can change the size of the chart for when it is added to your document. Do this by
adjusting the slider marked 'Size in document.'

Doughnut shape

For pie charts, tick the box marked 'Doughnut shape' to turn the pie chart into a doughnut
chart. An example of this is shown below.

Data labels

To show the value labels for the data on the chart, tick the box marked 'Show value
labels.'

Chart examples

Here are some examples of the different types of charts:

Column chart



Bar chart

Line graph

Pie chart



Doughnut chart

Text blocks and hyperlinks
In the document editor, click on 'Tools' to get started.

How do I add a hyperlink to a file?

You can add a hyperlink to a file by clicking on the chain icon to the right of the 'Tools'
tab, and choosing a file in the browser.



An image with the filename will be added to your document, like the one pictured below.
You can double-click the hyperlink to open the file using your default application
associated with the particular file type.

For links to websites, read the 'Design options' section.

How do I insert the date and time?

To insert the current date and time, click on 'Text Block' and choose 'Date & Time.'

You can then click on a format from the list in the side pane. It is also possible to change
the format language by choosing an option from the drop-down menu marked 'Language.'

How do I import text from a file?

You can import plain text and rich text files into your document, without having to open
the document separately and copy over the text.

Click on 'Text Block' from the 'Tools' tab, and then choose 'Text from File.' Select a file to
import using the file browser.

If you would rather add a hyperlink to a text file, rather than importing its text into your
document, read the section above.

How do I add text properties?

To add text properties to your document, click on 'Text Block' and choose 'Property.'
Then, click on an option from the list in the side pane to add the property to your
document.

The available properties are:

Number of words

Number of characters

Number of lines

File name (if the current document has been saved)

File path (if the current document has been saved)

Application name



Font styles and colour schemes
In the document editor, click on 'Design' to get started.

How do I select a font style?

To change the style of the selected text to a preset style, click on 'Font Styles.' A list of
preset design styles will appear in the side pane. Click on one of these to change the
selected text to match.

You can change these preset styles to match the current selection by clicking on the
button to the right of each style. Hovering over the particular style will display an icon to
signal where the button is. This is demonstrated below.

Saving font styles

Font styles get saved by default, so that when you restart Type Express, the custom
styles you added are restored. To turn this off, follow these steps:

Click on   Menu > 'Options'

Choose 'General' from the list on the left.

Scroll down to the 'Saved data' section and toggle the font styles checkbox as
appropriate.

How do I change the colour scheme?

To change the colour scheme displayed when changing the text colour, shape colour, etc.,
click on 'Colour Schemes.' Click on any of the buttons in the side pane to set the colour
scheme to the 10 colours displayed underneath.

To set your own choice of 8 colours, click on 'Custom colour scheme' at the bottom of the
list of colour schemes. Then, use the drop-down menus to select all 8 colours. You can
also click on 'Randomise' to generate a random colour scheme.

Click OK to set the colour scheme once finished.

1.

2.
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How do I set a default colour scheme?

In the 'General' section of the 'Options' menu, you should see a drop-down menu like the
one pictured below, which allows you to choose a default colour scheme. For more
information about colour schemes, read the 'Font styles and colour schemes' topic.

Design options
In the document editor, click on 'Design' to get started.

How do I change the text case?

Click on 'Change Case' to change the case of the selected text. Choose from lowercase,
uppercase or title case. Examples of each are:

this is a lowercase example

THIS IS AN UPPERCASE EXAMPLE

This Is A Title Case Example

What other design options are there?

Formatting URLs

To format web links so that they appear with underlined blue text, check the 'Format
URLs' button in the 'Design' tab. If this button is checked, you will be able to use
CTRL�Click on highlighted links to visit the website.

Word wrap

Choose whether or not the text extends onto a new line when it reaches the end of the
text box space, by checking or unchecking the 'Word Wrap' button.

Reading aloud



In the document editor, click on 'Review' to get started.

How can I listen to my document?

Click the 'Read Aloud' button to hear a spoken version of your document. A window will
open containing the text in your document.

To set the volume of the speaker, click on the speaker icon next to the play button, and
adjust the slider accordingly. You can change the rate of speech by moving the slider next
to the speaker icon. You can also change the voice of the speaker by choosing an option
from the 'Voice' drop-down menu.

Press the play button to start the speech.

How do I add more voices?

To install more voices, choose the 'Get more voices' option from the drop-down list
pictured below. This will transfer you to the Settings app, where you can install other text-
to-speech voices. Note that not all voices installed on your PC will be compatible with
Type Express.

How do I convert the speech to a WAV file?

To save the speech as a WAV file, click on the 'Save as WAV file' button, choosing a file
location using the browser.

Word count and selecting and clearing text
In the document editor, click on 'Review' to get started.



How do I view the word count?

To see the number of words, characters (including and excluding spaces), and lines, click
on 'Word Count' in the 'Review' tab to show a window with these figures.

If enabled, you can also use the word count shortcut in the status bar. Read the next
section to find out more.

How do I show or hide the word count shortcut?

To hide the word count shortcut, follow these steps:

Click on   Menu > 'Options'

Choose 'Appearance' from the list on the left.

Click on the button marked 'Show word count shortcut in status bar' to toggle the
option.

Then, select whether to display words, characters (including spaces) or lines
from the drop-down menu.

If the word count shortcut is visible, you can click on it to open the word count window.

How do I select and clear all text?

To select all the text in your document, click 'Select All' in the 'Review' tab. Otherwise, to
clear all the text in your document, click 'Clear' and choose 'Clear all text' from the drop-
down menu.

How do I clear text formatting?

To revert the formatting of selected text to the default font, click on 'Clear' and then
choose 'Clear formatting' from the drop-down menu.

Find and replace
In the document editor, click on 'Review' to get started.

How do I find and replace text?

To find and replace text, click on 'Find & Replace.'

1.
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Finding text

To find text in your document, in the side pane, type the phrase you want to search for in
the text box marked 'Find what?'

When you have finished customising your search, click 'Find next' to find the next
occurrence. A message will appear when there are no more occurrences.

Replacing text

To replace an occurrence with another phrase, type the new phrase into the text box
marked 'Replace with...'

Click the 'Replace' button to replace the current occurrence, or click 'Replace all' to
replace all occurrences with regard to your search criteria.

How can I narrow down my search?

You can customise the search by clicking on the blue arrow in the side pane.

Tick the 'Match case' checkbox to find phrases that exactly match the case of the phrase
in the text box. For example, if you typed in capital letters, only phrases in capitals will be
searched for.

Tick the 'Match whole word' checkbox to ignore a result that forms only a part of a word.
For example, if you wanted to search for the word 'spell,' words like 'spellcheck' and
'spellchecker' would not be included.

You can also specify the direction of search in relation to the cursor by selecting an option
from the section marked 'Search for text...'

Spellchecker
In the document editor, click on 'Review' to get started.

How do I check my document for spelling errors?

To search for potential spelling errors in your document, click on the 'Spellchecker' button.
Click the 'Start checking' button in the side pane to start or, to change the spellchecker
language first, click the blue arrow and choose a language from the list.

If a spelling error is found and there are corrections available for it, a list of suggestions
will appear in the side pane. Click on one to replace the error.

Right-click on a suggestion to read the word aloud, or to spell out the word, provided that
a text-to-speech voice in the relevant language is installed on your PC. See the 'Reading



aloud' topic for more information.

Alternatively, to ignore this particular occurrence, click 'Ignore once,' or to ignore all
occurrences for this session of Type Express, click 'Ignore all.'

To continue searching for errors, click 'Continue' in the side pane. Once no more errors
have been found, a message will appear.

What should I do if the spellchecker flags up a correct word?

If an error is in fact correct, you can add it to your personal dictionary by clicking on the
'Add to dictionary' button.

Your personal dictionaries for each of the available languages are stored on your PC. For
more information on custom dictionaries, read the next section.

How do I edit custom dictionaries?

Custom dictionaries are lists of words that are ignored (i.e. deemed correct) by the
spellchecker when checking over a document. To view dictionaries for English, French
and Spanish, follow these simple steps:

Click on   Menu > 'Options'

Choose 'General' from the list on the left.

Click 'Open' in the section marked 'View or edit custom dictionaries'

Changing language

A window will appear showing a list of all words contained in a dictionary for a particular
language. To change dictionaries, select a different language from the 'Language' drop-
down menu.

Adding words

To add a new word to the current dictionary, type the word into the text box at the bottom
of the window and click 'Add,' as shown below.

1.
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How do I set a default spellchecker language?

Simply choose an option from the section titled 'Set default spellchecker language' in the
'Defaults' section of the 'Options' menu. When using the spellchecker, the default
language is the one used first to check for spelling errors in your document. Choose
between English, French or Spanish.

Dictionary
In the document editor, click on 'Review' to get started.

How do I look up words?

To look up definitions of words, click on the 'Dictionary' button. You can also right-click on
a selected word in your document and choose 'Look up in dictionary.'

In the side pane, making sure 'Definitions' is selected, use the search bar to search for a
word and click on the drop-down arrow to the right of the search bar to change the
language.

How do I look for synonyms of words?

Once you have searched for a word using the search bar, click on the 'Synonyms' button.
Depending on the chosen language, either click on one of the 'Synonyms' buttons below a
definition (as shown below), or simply choose from a given list. Click on a synonym from
the list to add it to your document.

Why can't I get definitions or synonyms?

If you're not getting any definitions or synonyms for a particular search, be sure to:

check your spelling is correct

try using words like 'swim' instead of 'swam'

If this problem persists, we may be experiencing issues. Please try again later and check
for app updates.



Notifications
You'll be notified when there is a new version of Type Express.

How do I get notifications?

Click on the bell icon at the bottom of the document editor to view notifications about
future updates to Type Express. To do this, an Internet connection is required.

You should be notified of any updates by default. To turn this off, read the following
section.

If you are having trouble accessing notifications, check if you are experiencing problems
with your Internet connection and that there are no restrictions set by your administrator.

How do I turn off notifications?

We recommend that notifications are kept on so that you can be notified about any
important updates. If you want to turn them off, follow these steps:

Click on   Menu > 'Options'

Choose 'Startup' from the list on the left.

Untick the 'Check for notifications' toggle button.

Using the side pane and status bar
Navigate to the document editor to see the side pane and status bar.

How do I use the side pane and status bar?

The side pane

The side pane appears at the right-hand side of your document when performing tasks,
such as inserting a table or changing the colour scheme.

To hide the side pane, click on the right-facing arrow at the top of the pane.
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The status bar

The status bar is the long bar at the bottom of the document editor.

In the status bar, a short message may appear in lieu of 'Type Express,' such as when
saving a document or finding a phrase in a document.

It is also possible to use the status bar to zoom in and out of your document using the
slider or the + or – buttons at either side. The default zoom level is 100%.

How do I manage the status bar shortcuts?

To hide the save and word count shortcuts in the status bar of the document editor,
follow these steps:

Save shortcut

Click on   Menu > 'Options'

Choose 'Appearance' from the list on the left.

Click on the button marked 'Show save shortcut in status bar' to toggle the
option.

Word count shortcut

Click on   Menu > 'Options'

Choose 'Appearance' from the list on the left.

Click on the button marked 'Show word count shortcut in status bar' to toggle the
option.

Then, select whether to display words, characters (including spaces) or lines
from the drop-down menu.

If the word count shortcut is visible, you can click on it to open the word count window.

Keyboard shortcuts
Take note of these keyboard shortcuts to perform tasks quicker.
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What shortcuts can I use?

Below is a list of keyboard shortcuts in Type Express...

F1 Help

F7 Spellchecker

CTRL + A Select all

B Bold

C Copy

D Font styles

E Centre align

F Find and replace

G Symbols

H Equation

I Italic

J Share

K Hyperlink

L Left align

M Offline pictures

N New

O Open

P Print

Q Table

R Right align

S Save

T Date and time

U Underline

V Paste

W Strikethrough

X Cut

Y Redo

Z Undo

+ Superscript

– Subscript

< Decrease font size

> Increase font size

ALT + L Lock documents

F4 Exit



How do I use the Alt+L shortcut?

You can quickly lock your documents using the Alt+L shortcut. Follow these steps:

Click on   Menu > 'Options'

Choose 'General' from the list on the left.

In the 'Locking documents' section, tick the option pictured below.

Setting a default password

You can also set a default password by following these steps:

Click on   Menu > 'Options'

Choose 'General' from the list on the left.

In the 'Locking documents' section, type your password into the text box pictured
below.

Click the blue arrow to save the password.

To remove the password, delete the text from the box and press the arrow again. This will
then require you to enter a password each time Alt+L is pressed.

What's new and still to come
These are the features that every Type Express user should know about.

New features

Have you tried these new features?

Inserting royalty-free icons

Reusing shapes, charts and colour schemes
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Auto dark mode

Insert royalty-free photos

Look up definitions of words

We're consistently improving Type Express with minor bug fixes and an ever-improving
user experience. Let us know how we did, and if you have a feature request, don't
hesitate to email type@johnjds.co.uk

Coming soon

You should be notified via the app of any updates available. Check the 'Notifications' topic
for more on this.

To find out more about the upcoming features to Type Express, view the Type Express
roadmap.

Troubleshooting and feedback
We're always looking for ways to improve Type Express.

Get in touch

Please click here to contact us and let us know your feedback or troubleshooting query.
We will aim to respond as soon as possible.

You can also send us an email at type@johnjds.co.uk.

mailto:type@johnjds.co.uk
file:///C:/roadmap
https://express.johnjds.co.uk/help#contact
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