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Section 1

Introducing
GEM Desktop Publisher

Welcome to the world of desktop publishing with GEM® Desktop
Publisher™. Now you can compose and print your own illustrated

publications—including newsletters, pamphlets, brochures, and

catalogs—using just your personal computer and a printer!

Before desktop publishing, you had to combine material and labor from a
variety of sources: text from a word processor or phototypesetter, illustra-
tions from the art department, layout by a paste-up artist, and so on. It
was expensive and time-consuming.

With GEM Desktop Publisher, you are completely in charge. You can
make your documents look just the way you want them to, and you have
the added luxury of being able to fine-tune and tinker as much as your
deadline allows.
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Features

GEM Desktop Publisher offers a host of features that make it possible for
you to control the appearance of your documents:

WYSIWYG “What you see is what you get.” Your screen shows
what the final printed page will look like. You don’t
have to make a giant leap of the imagination from what
you see on the screen to what finally appears on paper.

menu-driven  Publisher’s commands are contained in menus, so you
don’t have to memorize complicated commands or enter
them in a command line. To execute a command, you
simply choose it from the menu.

icon-based The Publisher screen is a pictorial representation of your
workspace, and its functions are represented by “icons,”
pictures you act on directly with the mouse. For ex-
ample, to switch Publisher into its “Rectangle mode,”
you click on a picture of a cluster of rectangles.

text and graphics

Publisher eliminates the need for time-consuming and
expensive paste-up by letting you combine text and
graphics directly on the screen. Publisher uses text from
a wide variety of sources (listed on the next page) and
graphics from programs like GEM® Artline™, GEM®
Presentation Team™, GEM® Draw Plus™, GEM®
Graph™, GEM® WordChart™, GEM® Scan™, and GEM®
Paint™. You can also use graphics from other programs
that use the .GEM and .IMG file formats.

style sheets Style sheets allow you to save the text attributes of your
document, including typefaces, type styles, point sizes,
paragraph spacing and indents. You can use style sheets
over and over, applying them to other documents; you
don’t have to format each new document from scratch.
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Word Processor Support

Here are some of the word processors and text editors you can use to
write the text files you'll use in your GEM Desktop Publisher documents:

® formatted text:
—GEM?® 1st Word Plus™
—GEM® Write™
—Microsoft Word®
—MultiMate®
—WordPerfect®
—WordStar® (document mode)

® RFT-DCA format:
—IBM?® DisplayWrite®
—Lotus Manuscript™
—Microsoft Word, Version 3
—PFS:® Professional Write
—Samna Word™, Version 4
—Volkswriter 3™
—WordStar 2000™

® unformatted (ASCII) text:
—Microsoft Word
—Volkswriter®
—WordStar (non-document mode)
—WordStar 2000
—XyWrite™

You can even write your text file with Publisher itself.

You can “customize” Publisher so that its text editing keystrokes are the
same as those of any of the word processors listed above. For example, if
you use WordStar, you can configure Publisher so you can edit text with
the same keystrokes you use in WordStar.

Publisher also has a text mode in which you can enter new text, edit exist-
ing text, or chany,e the style (boldface, for example) of individual letters
and words.
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How to Use This Guide

The next two sections of the GEM Desktop Publisher User’s Guide describes
the installation and startup of Publisher. The tutorial (Section 4) takes
you through the creation of a comparatively simple two-page document,
with a single illustration on each page. The text file and picture files are
provided on your Publisher disks. The tutorial’s purpose is to introduce
you to some of the basic principles of Publisher, not to expose you to all
of its features.

The remainder of the guide contains reference material describing
Publisher in detail. By using the table of contents and index, you should
be able to find anything you want to know in these sections.

Basic Mouse Techniques

The GEM®/3 Desktop™ User’s Guide describes in detail how you use the
mouse and keyboard with a GEM application. If you have any questions,
refer to that book. For the time being, here’s a quick refresher on the
basic mouse techniques you’'ll use:

click Press and release the mouse button once.
Shift-click 1. Click on the first item (rectangle, paragraph, or
graphic element).

2. Press and hold down the Shift key.
3. Click on the remaining items.

double-click  Press and release the mouse button twice in rapid succes-
sion.

drag 1. Press and hold down the mouse button.
2. Move the mouse.
3. Release the mouse button.

If your mouse has more than one button, always use the button on the
left for all GEM Desktop Publisher operations.

14
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Defaults

From time to time this guide refers to Publisher’s various “defaults.” In
case you are not familiar with the term, here’s a brief definition.

Simply put, defaults are what a software program does automatically,
without you doing anything. For example, Publisher has a default font,
type style, and point size it uses for text. Publisher also has a default
folder (subdirectory) for storing your documents.

In many cases, you can change the defaults. For one thing, you don’t
have to store your documents in the default folder. Some defaults you
can change permanently; others you can change only for the duration of
your Publisher work session.
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Some Assumptions

One of the strengths of the GEM software line is the great variety of en-
vironments in which it will operate. Unfortunately, it’s not possible to
write a manual that fully describes every possibility. For that reason, the
GEM Desktop Publisher User’s Guide makes these assumptions:

® [t assumes you have a mouse or other supported pointing device.
Publisher is much easier to use with a mouse, and if you plan to use
GEM applications frequently, you will certainly find a mouse a very
worthwhile investment.

If you do not have a mouse, the GEM/3 Desktop User’s Guide describes
how to use the keyboard to do what you would otherwise do with a
mouse.

® The guide assumes your hard disk is drive C (identified as C: \ in the
illustrations). You might have your GEM applications on another
drive—drive D, for example. If that is the case, substitute your disk
drive identifier for the C identifier used in the guide.

® The guide assumes you are familiar with the basic GEM application
techniques and terminology described in the GEM/3 Desktop User’s
Guide.

Happy publishing!
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Section 2

Disks and Installation

This section describes how to prepare your system to run Publisher
(backing up the disks, the GEM Setup program, and installing
Publisher) and the results of installing the program.

Backing Up Your Disks

Before you use the disks that came with Publisher, make a backup copy of
each disk. This ensures that, if anything happens to one copy, you'll still
have a usable copy. (See the End User Program License Agreement
before copying your disks.)

You can format and copy disks from the GEM Desktop or from the
operating system command line; instructions are found in the GEM/3
Desktop User’s Guide and your operating system user’s guide. Briefly,
here’s what you do:

® First, format as many disks as are in your disk set and label them as
copies of your original disks.

® If you have a system with two floppy disk drives, you can back up the
disks with the GEM Desktop. With the GEM DESKTOP PUBLISHER
MASTER DISK in drive A and the copy disk in drive B, drag the drive
A floppy disk icon to the drive B floppy disk icon. When the master
disk has been copied, do the same for the GEM DESKTOP
PUBLISHER APPLICATION DISK, and the GEM DESKTOP
PUBLISHER FONTMERGE UTILITY DISK.

® If you have a system with a single floppy disk drive, use the
DISKCOPY command from the command line. DISKCOPY is
described in your operating system manual.

After you’ve backed up your disks, store one set in a safe place away
from heat, dust, and magnetism. Use the other set for installing
Publisher.
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Installing the GEM System Software

Before you install or use Publisher, you must make sure a set of files
called the GEM “system software” has been installed on your computer.
The GEM system software is included in the disk set that comes with
Publisher.

GEM Setup, the program that installs the GEM system software, is
described in your GEM/3 Desktop Installation Guide. GEM Setup creates
folders (subdirectories) and installs the GEM system software files on
your system.

Note: The GEM system software is frequently improved to make more
features available to you. If you have more than one GEM application,
make sure that the most recent release of the GEM system software is in-
stalled on your computer. The release number appears on the label of the
GEM/3 SYSTEM MASTER DISK. You should install the system software
from the disk set with the highest release number.

Installing new releases of the system software will not affect your other
GEM applications.

Remember, without the GEM system software, you will not be able to in-
stall or run Publisher.
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Installing Publisher

Because Publisher can run under a variety of system configurations, you
cannot simply insert the master disk and run the program; you must first
“install” it. However, the GEM DESKTOP PUBLISHER MASTER DISK

includes an installation program that does the work for you.
To install Publisher, do the following:
1. Start the GEM Desktop.

2. Insert the GEM DESKTOP PUBLISHER MASTER DISK (or your back-
up copy) into drive A and open the drive A floppy disk icon.

3. Locate the icon called INSTALL.APP.

4. Double-click on the INSTALL.APP icon. This starts the Publisher in-
stallation program.

5. Follow the instructions that appear on the screen for installing
Publisher on your hard disk.

. If your system has more than one hard disk, the installation program

displays a dialog asking you to identify the disk on which you want
Publisher installed.

INSTALL .APF
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After Installation

The installation program places the GEM Desktop Publisher program
files in the GEMAPPS folder. It also creates a folder called GEMPAGES
inside the GEMAPPS folder. GEMPAGES is Publisher’s default folder
for saving your documents, although you can save your documents to
the folder or folders of your choice.

GEMPAGES itself contains another folder, called PAGENBRS. It con-
tains the page number files used in Publisher.

Finally, the installation creates a folder called FILTERS inside the GEM-
SYS folder. This folder contains the filter programs that do Publisher’s
word processor file translations.

The illustration below shows the arrangement of the folders used by

Publisher.
C
- 200000000
HARD DISK
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GEMAPP3
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0O 0O O ks
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Section 3

Starting Publisher

You can start GEM Desktop Publisher from the GEM Desktop or from
the command line. This section tells you how to start Publisher and
then describes what you see on the Publisher screen.

Starting Publisher from the GEM Desktop

To start Publisher from the GEM Desktop:

1. Start the GEM Desktop, as described in your GEM/3 Desktop User’s
Guide.

2. Open the GEMAPPS folder in one of the hard disk’s windows.
3. In the GEMAPPS folder’s window, find the PUBLISHR.APP icon.
4. To start Publisher, you have two choices:

® You can double-click on the PUBLISHR.APP icon. This is the
fastest method.

® You can click on the PUBLISHR.APP icon and then choose the
PUBLISHR.APP Open command from the File Menu.

Starting Publisher from the Command Line

To start Publisher from the command line:
1. Make sure you're in the hard disk’s root directory by typing €D \.
2. Type GEM PUBLISHR.

This command invokes the file PUBLISHR.APP and for that reason
uses the shortened spelling.
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Starting Publisher Directly to a Document

What if you want to work on an existing document at the beginning of
your Publisher session? You could do it in two steps. First start
Publisher and then open the document. Or you could do it in a single
step, starting Publisher so that the document appears in the work area
from the outset.

Publisher offers three ways of starting directly to a document: the “pre-
vious document” option, double-clicking on the document’s icon on the
GEM Desktop, or specifying the document’s filename in the command
line.

“Previous Document” Option

The “previous document” option makes it possible for you to start a new
Publisher session with the document you were working on when you
quit the previous session. Publisher automatically opens the document
exactly where you were the last time you saved it.

“Previous document” is one of the options in the Preferences dialog,
which Publisher displays when you choose the Set Preferences com-
mand from the Options Menu. Because this option determines what will
be on the screen at the beginning of your next Publisher session, you
must select it during the current session, and you must then choose the
Save Preferences command.

Set Preferences and Save Preferences are described in Section 8.
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NEWSLTTR.GWD

NEWSLTTR.GMP

Double-Clicking on the Document Icon

This method allows you to start directly to any document, not just the
last one you were working on.

Here’s how to start directly to a Publisher document from the GEM
Desktop:

1.

4.

Find the folder containing the document you want. In its default con-
figuration, Publisher saves documents to a folder called GEMPAGES,
located inside the GEMAPPS folder.

Double-click on the folder containing the document. This opens the
folder and displays its directory of icons in the window.

Find the icon for the document you want. Each document is repre-
sented by two icons, one with the file extension .GWD and the other
with the file extension .GMP (see left).

For example, if you called your document NEWSLTTR, the two icons
are NEWSLTTR.GWD and NEWSLTTR.GMP. NEWSLTTR.GWD is
for use with Publisher; NEWSLTTR.GMP is for use with the GEM

Output program.

Double-click on the icon with the .GWD file extension. This starts
Publisher and brings that document onto the screen.

3-3



Starting Publisher Directly to a Document GEM Desktop Publisher

Command Line

To start Publisher directly to any document from the command line:

1.
2.

Make sure you're in the hard disk’s root directory by typing cD \.

If the document (we'll use NEWSLTTR.GWD as an example) is in the
GEMPAGES folder, type this command:

GEM PUBLISHR NEWSLTTR

Note that, because the document is in Publisher’s default folder, you
don’t need to name GEMPAGES in the command. Nor do you need
to enter the GWD file extension.

If the document is not in the GEMPAGES folder, you must provide

the full path information as part of the command. For example, if the
document is in a folder called PAMFLETS, the command takes this
form:

GEM PUBLISHR C:\PAMFLETS\NEWSLTTR

In either case, the command invokes the file PUBLISHR.APP and for that
reason uses the shortened spelling. :
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What Publisher Remembers

When you open a document, Publisher “remembers” how things were
when you last saved the document. When the document is loaded into
memory, it brings this information with it:

® style sheet

® page orientation (Portrait/Landscape)

® image size (for example, 8 x 10 or 8 x 13)

® unit of measure of the image (inches/centimeters)
® grid size (the space between grid points)

In addition, the paths for text and graphics files and for saving and open-
ing documents are set to where they were when you saved the docu-
ment. Finally, the document is opened to the page you were on when
you saved it.

Some of these terms might not be meaningful to you yet. They will be-
come meaningful as you use Publisher, and you can also look them up in
the index for quick reference.
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Publisher Screen

The illustration below shows the components of the Publisher screen.

menu bar title bar : base rectangle work area full box

[+ File Edit [Style Attributes Pages Options 7 PUBLISHR
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Menu Bar

The menu bar contains the names of Publisher’s menus. The menus work
in the same manner as the menus in other GEM applications:

® To display a menu, move the mouse pointer up to the menu’s name in
the menu bar. If you have your GEM Desktop preferences for menu
display set to “click,” you must click the mouse button on the menu
name in the menu bar.

® To choose a command, click the mouse button when the command
name is highlighted in the menu.

® If you display a menu and then decide not to choose a command, move
the pointer outside the menu and click the mouse button. This causes
the menu to disappear from the screen; it does not cause anything else

to happen.)
The commands in Publisher’'s menus are described in Section 8.

Window

Like many other GEM applications, Publisher creates a “window” on the
screen, consisting of the title bar, toolkit, work area, and border (full box,
size box, and sliders/scroll bars). You can move the Publisher window
and change its size using the components described in the remainder of
this section.
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Work Area

The work area is the part of the Publisher window in which you actually
compose your document.

You can make changes to the work area with many of the tools described
in this section: size box, scroll bars and sliders, page size panel, panner,
and ruler switches. In addition, the Page Menu contains many com-
mands that affect the work area in a variety of ways. These commands
are described in Section 8.

Note: The work area does not necessarily show a full-page view of the
document. Depending on your current page view (see the description of
the page size panel in the toolkit, later in this section), the work area can
show all of the page or only part of it.

Base Rectangle

Rectangles are the building blocks of Publisher. Rectangles tell Publisher
where to put your text or graphics. Every page must have at least one rec-
tangle; without it you can’t put anything on the page.

When you start Publisher, the base rectangle is already in the work area.
The black squares at its corners (called handles) indicate that the base rec-
tangle is the “current” (or selected) rectangle. A rectangle must be selected
before you can insert text or graphics into it, move or size it, or otherwise
work with it.

Appendix B describes rectangle layers, an important concept for your
daily work in Publisher.
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Title Bar

The title bar shows the name and full directory path information for the
document currently in the work area. It also tells you what page of the
document you’re on.

For example, when you start a new document, the title bar reads

C:\GEMAPPS\GEMPAGES\UNTITLED.GWD (page 1)

This means you are on page 1 of an as-yet untitled document. It also
means that, unless you change the path information, when you name
and save the document, it will be stored in the GEMPAGES folder on
your hard disk.

If you are working on a document you have named and saved pre-
viously, the title bar shows its name, as in the following example:

C:\GEMAPPS\GEMPAGES\NEWSLTTR.GWD (page 4)

This title bar tells that you have “opened” (read into your computer’s
memory) a file called NEWSLTTR.GWD, which is in the GEMPAGES
folder of your hard disk. You are currently on page 4 of the document.

The title bar has another function: you can use it to move the window.
By placing the pointer anywhere on the title bar and dragging with the
mouse, you can move the window to another part of the screen. You
can’t move the window up into the menu bar or off the left side of the
screen.
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Toolkit

The toolkit contains the five mode switches, a mini-selector, the page size
panel, panner, and ruler switch.

Mode Switches
Publisher has five operating modes:
Select The mode for selecting, moving, or sizing a

rectangle.

Rectangle = The mode for creating a new rectangle.

Text The mode for entering new text or marking
blocks of text for cutting, copying, or chang-

Text % o s )

o ing text style.

The mode for creating paragraph styles and
assigning them to paragraphs.

Paragraph

Graphics The mode for drawing filled rectangles,
rounded rectangles, circles, and lines in
% ‘ your document.

To select a mode, place the pointer on its switch and click the mouse but-
ton. You can also switch modes from the keyboard. The keystroke com-
binations for mode switching are listed in the Icon Shortcuts dialog,
displayed when you choose the Icon Shortcuts command.
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Mini-Sel
crwen —waeed By clicking on a name in the mini-selector, you can choose:
M| =, ASC ® a text or graphics files to include in your document

X PAGENBRS | ® a paragraph style name from the current style sheet

:::: ETTR ® a text style for a marked text block

Mt The mini-selector is described in detail in Appendix D.

TRABS I;i;:;l;:g

TUTORIAL ===

VETVOL1 v

The page size panel contains four “buttons” that you click on to change
how much of the document is visible in the window:

2PG : ro AT Shows a full-page view of the current page
" and its facing page. The current page is iden-
[ Morn | 2x tified in the title bar. To make the other
page current, simply click inside the page.
Full 2 PG Shows a full-page view of the current page
- alone.
rm
Norm m Full The most accurate view of the placement of

text and graphics on the page. One inch on

o I A
jl . the screen equals one inch in printed out-
put, with slight variations attributable to dif-
ferences between printers and screens.
2x 2 PG m Shows the current page twice as close up as
- the Norm size.
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When text is so small it would not be
readable, it is “greeked,”—displayed as
shaded lines rather than literal charac-
ters. Greeked text accurately shows
you the layout of your paragraphs, and
it has the extra advantage of increasing
the program’s speed. Greeking is most
common in Full and 2 PG views.

il s By B M1 [Se 00 B 1 17000

Seaion T
Advanced Techniques
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L) wn N -
e e M N D

The panner lets you select part of the page and then move that part into
the work area. Itis operable only in Norm and 2x sizes.

9

Here is how to use the panner:

1. Click on the panner icon.

Publisher switches the page from its current size (Norm or 2x) to Full.
A panning rectangle appears on the page, outlining what was in the
work area when you clicked on the panner.

2. Drag the panning rectangle to the part of the page you want in the
work area.

3. Release the mouse button. Publisher returns the page to its former
size with the selected part of the document now in the work area.

If you click on the panner icon and then decide you don’t want to
change what'’s in the work area, simply click on the panner or the pan-
ning rectangle.

After you click on the panner icon, all other functions of the program, in-
cluding the menus, toolkit, and window border, become non-functional.
They don’t become functional again until you finish dragging the pan-
ning rectangle or click on it.
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Ruler Switch
The ruler switch turns the ruler (at the left and top of the page) on and

1z off. To use the ruler switch, simply click on it. When the ruler is turned
off, you have a more space available in the work area for your document.

v
i

The ruler can measure the page in inches, centimeters, or picas. To set
the unit of measure, use the Rulers in Inches or Image Size command in
the Page Menu. These commands are described in Section 8.

The ruler switch is called a “toggle” because—like a toggle switch—it
changes something back and forth between two states, like ON/OFF or
LEFT/RIGHT.

Mouse Form

“Mouse form” refers to the symbol that represents where the mouse is on
the screen. The mouse form can be a pointer, cross hair, I-beam, or hand,
depending on its location and Publisher’s current mode:

The mouse form is always a pointer when it is outside

\ the work area (in the title bar, a menu, scroll bar, or the
toolkit). Itis also a pointer inside the work area when
Publisher is in Select mode, Paragraph mode, or
Graphics mode. See “Mode Switches” later in this sec-
tion.

+ When Publisher is in Rectangle mode, the mouse form
becomes a cross hair whenever it is inside the work area.

When Publisher is in Text mode, the mouse form be-

I comes an “I-beam” whenever it is inside the work area.
Note that the I-beam and the text cursor are not the same
thing. See “I-beam and Text Cursor” in Section 6 for a
full description of the difference between the two.

The mouse form becomes a hand whenever you are drag-
@ ging a rectangle in Select mode or Graphics mode.

3-13



Publisher Screen GEM Desktop Publisher

Size Box

The size box changes the window’s size. By dragging the size box, you
can “size down” the window (make it smaller) or make it larger again.

Full Box

The full box is a toggle. After you size down or move the window, click-
ing on the full box changes it back to full-screen size. From then on, click-
ing on the full box switches the window back and forth between
full-screen size and the most recent size and/or position.

Scrolling Points: Arrows, Scroll Bars, and Sliders

The scroll arrows, scroll bars, and sliders allow you to move a different
part of your document into the work area.

To move toward the bottom of the document page, you can:

® click on the down-arrow

® click on the part of the scroll bar below the slider

® drag the slider toward the down-arrow

To move toward the top of the document page, do exactly the opposite.

You can also scroll horizontally; the principles are the same as for vertical
scrolling.

Scrolling is described in detail in the GEM/3 Desktop User’s Guide.
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Section 4

Tutorial

This tutorial walks you through the creation of a GEM Desktop
Publisher document from start to finish. When you’re done, you'll
see how easy it is to create professional-looking documents and how you

have control over the outcome.

The tutorial describes the creation of the two-page newsletter illustrated
on the next page. When you are finished, you will be able to print it on a
laser printer, dot-matrix printer, or phototypesetter. The Publisher instal-
lation program has transferred all the files you need to your hard disk
and placed them in the GEMPAGES folder.

You will also create a style sheet as part of the tutorial. Style sheets (you'll
learn more about them as you work through the tutorial) are one of the
most powerful features of GEM Desktop Publisher.

An Important Assumption

Before you begin the tutorial, please note an important assumption we’ve
had to make in preparing the tutorial. The tutorial was prepared on the as-
sumption that this is the first time anyone has done the tutorial with this installa-
tion of GEM Desktop Publisher.

If that is not the case—if anyone has done the tutorial before you—there
will be files called TUTORIAL.ASC, TUTORDOC.GWD, TUTOR-
DOC.GMP, and TUTSTYLE.STL in the GEMPAGES folder. To do the
tutorial properly, you need to restore things to a “first-time” setup, using
the GEM Desktop or your operating system to delete these files or (if
your predecessor wants to keep them) rename them to something like
TUTORIAL.ASX, TUTORDOC.GWX, TUTORDOC.GMX, and
TUTSTYLE.STX.
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ARTICHOKE SALES BOOM

significant increase in the sales of
California’s favorite vegelable Despne
g COsts iated with producing
the volume being consumed continues to increase.

@E he artichoke industry has recently reported a

Califernians are not the only fans of the gustatory
globe, as much of the crop is exported to the Eastern
United States as well as to South America. Many
varieties of the artichoke also thrive in Europe and
Asia. The plant was originally cultivated in California
by Italian and Yugoslavian immigrants at the turn of
the century.

The first shipment to the East Coast took place in 1907, and traffic has been brisk ever

since. Most of the trade is in the fresh vegetable, but a small p ge of the crop is
canned.

Vive la France

he globe, or French artichoke (Cynara scolymus), is a member of the family
@(‘ itae, having a blance to a large thistle. It grows three to four feet

tall with large flower heads thai resemble a large green pine cone. This is the
part eaten, while young and tender.

The conditions necessary for this plant to thrive exist in very few places in the United
States. In California, most of the crop comes from a strip of land along the coast between
San Francisco and M 'y and hing a mile or two inland. The cool foggy climate is
ideal; artichokes can withstand neither heat nor frost.

Commercially, the globe artichoke is propagated by sprouts at the rate of about 900 plants )

per acre.

They are usually placed six feet apart in rows six feet apart. Rich, well-drained land,
plenty of water, and fertilizer are required for normal growth.

The buds must be cut before they open, lest they become woody. The small, compact buds
are usually the more flavorful but tend to be sold locally at roadside stands. Ironically, the
greatest demand is for the larger, less tasty buds.

page 1

An Acquired Taste

he taste for the vegetable is usually acquired through else’s urgings.

The artichoke is beneficial in that it is high in iron, minerals, and iodine. In

California, it is eaten primarily in salads or steamed and dipped in butter. In
Europe, however, artichokes are also baked, boiled, fried, and stuffed. They make a unique
and flavorful appetizer when served hot--whole or in segments--with mayonnaise, butter,
or salad dressing, each bract (leaf) pulled off separately and dipped in sauce. The heart is
then cut up and eaten, once the hairy "choke" has been removed.

The artichoke has long been valued as a culinary vegetable. The earliest records of its use
are in Asia; it then spread to Italy and Southern France. Many different ways to prepare
them have flourished over the years. For instance, in Italy, the dried hearts of both the
cultivated and wild varieties are used in soup.

A ’Choke of a Different Color

he J lem artichoke (Helianth; b ) is a quite different plant, grown

primarily for its tubers. It is not related to the globe-type artichoke at all. It is

native to the Eastern United States. Each six- to ten- foot tall plant can bear 30 to
50 potato-like tubers that can be boiled and eaten. They range in color from reddish purple
to yellowish white. The tops can be harvested for silage if cut while tender, but this stunts
the growth of the tubers. It acquired the name Jerusalem because its foliage resembles that
of the sunflower and Jerusalem is a corruption of the Italian word "girasole,” which means
sunflower.

The J lem artichoke is ly grown in home gardens as a vegetable and is often
pickled. It enjoyed a brief renaissance during the 1960’s “back to the earth” movement. It is
now, alas, used principally for livestock feed in the Northwest. It is easy to cultivate,
thrives in poor soil, and is not injured by frost. This accounts for the gigantic yields that
can be achieved. In temperate climes, they can spread like weeds.

Two different plants and both relatively unknown, that is, until recently. The current sales
boom will bring more people than ever to savor the gustatory globe. But the tuber, like the
turnip, will probably have few fans and achieve its greatest fame as an object of humor
and its greatest shame--being called a weed.
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How the Tutorial Is Organized

The tutorial describes the steps typically required for creating a docu-

ment in GEM Desktop Publisher.

Note: This is only one possible sequence of steps. In creating your own
documents, you might use a different set of steps, or you might vary the

order of the steps.

Creating a text file.
Starting Publisher. Using the base rectangle.
Bringing text into Publisher.
Formatting Body Text.
Creating new paragraph styles.
Adding new text with Publisher.
Bringing graphics into your document.
Adding a page number.

9. Adding a second page.
10. Adding graphics with Publisher.
11. Saving and printing the document.

PN

Each step begins with a section on “Theory”, a discussion of what you
will be doing in that step. Theory is followed by “Practice,” specific in-
structions for that step of the creation of the tutorial document. (Ina
couple of cases, Theory and Practice are combined. For example, you

won’t have to write a text file; we’ve provided one.)
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Creating a Text File

Theory & Practice

The basic ingredient in most Publisher documents is text. You can create
your text file before you start Publisher (you have two options here), or
you can use Publisher itself to create the text file.

One option is to write your text file with one of the supported word
processors. This creates a formatted (non-ASCII) file. When you bring
this file into Publisher, an ASCII copy of the file is made, which preserves
most of the text attributes (like boldface or italic text) in the original file.
Publisher’s word processor file conversion is described in greater detail
in Appendix A.

Your second option is to write the file directly in ASCII format, using a
word processor or text editor. Although you can’t set text attributes in
ASClII files, you can insert Publisher’s own codes for text styles and other
attributes into the file. These codes are described in Section 6.

When using either of these methods to create the text file, you can insert
paragraph style names directly into your word processor file. This can
save you a great deal of time in formatting your document.

Finally, you can write the text file with Publisher itself. The program in-
cludes a simple text editor (it does text entry and edit, as well as cut and
paste) that is suitable for single-page documents or for short text files to
insert into existing documents.

You don’t need to write a text file to do the tutorial. The text file for the
tutorial is called TUTORIAL.TXT, and it is in the GEMPAGES folder on
your hard disk.
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Starting GEM Desktop Publisher

Theory & Practice

Section 2 describes how you start GEM Desktop Publisher. Briefly, here
are the steps to take:

1. Start your computer.

2. From the operating system command line, type GEM. This starts the
GEM Desktop.

3. When the GEM Desktop appears on your screen, open the GEMAPPS
folder icon.

. Inside the GEMAPPS window, find the icon labeled PUBLISHR.APP.
Double-click on this icon to start Publisher.

When Publisher'comes up on your screen, it looks like this:

File Edit Style Attributes Page Options PUBLISHR
C:\GEMAPPS\GEMPAGES\UNTITLED.GWD (page 1) *

a1 oo Uy e 10 o By ot g Baog o 80y 0 My 0 b By

1»
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Bringing Text into Pubisher

IC:\GEM. . .EMPAGES]

¢ PAGENBRS
TUTORTIAL

Theory

To insert your text file into the base rectangle, you click on the name of
your text file in the mini-selector window. Publisher first makes an
ASCII copy of the file (with the extension .ASC), then makes a temporary
workfile in your computer’s memory, and finally reads the workfile into
the base rectangle.

All your work takes place in the temporary workfile. The .ASC file isn’t
changed until you save your document, and Publisher never touches
your original text file.

Practice

The text file you will “pour” into the base rectangle is called
TUTORIAL.TXT. To bring it into the base rectangle:

1. Make sure the base rectangle is selected, as indicated by the handles
at its corners. If itisn’t, switch to Select mode and click inside the rec-
tangle to select it.

2. Look at the mini-selector. Its path should read C:\GEM...EMPAGES.
If it doesn’t, change the path as described under “Changing Path” in
Appendix D.

3. Click on the mini-selector’s file extension indicator (it says * .AsC
when Publisher starts) until it reads * . TXT.

4. Find the filename TUTORIAL in the mini-selector window. You
might have to scroll the window to find the filename.
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4. Click on the filename TUTORIAL in the mini-selector window.
Publisher displays a message that it is creating the temporary workfile
and then displays the text in the base rectangle.

File Edit Style Attributes Page Options PUBLISHR
C:\GEMAPPS\GEMPAGES\UNTITLED .GWD (page 1) ¢
PO BTSN BT TTE L IPUN SN ST U B SN TN S B APE U SE S S P SN VRN A T

W THS efichoke industry has recertly reportod & sighiicart  Noiease i the sof
vegatable. Despte increasing costs associsted with producing srtichokes, the
cortinues to increase.
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Celfornians sre not the only fans of the gustatory gicbe, as much of the crof
Stetes as well as to South America. Meny varieties of the artichoke also thrive
originaly cultiveted in  Cealfornia by Itelien and Yugosiavien immigrants et the tur]
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Vive la France

The globe, or French ertichoke (Cynera scolymus), is @ member of the f
resemblance to a large thistle. It grows three to four feat tall with large flower
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of the crop comes from a strip of land along the cosst between 3en Francisco
i coal fonoy it
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Formatting Text

Theory

When you format your text in Publisher, you create a style sheet, a special
file in which you store the document’s text attributes: fonts, styles, and
point sizes, plus indents, spacing, and alignments. A style sheet is like a
specification you send to a typesetter. In desktop publishing, style sheets
offer a great advantage: you can use them over and over, which means
you don’t have to format each new document from scratch.

This is some of the information you’ll store in the tutorial style sheet:
Body Text justified 14-point Dutch type inch

TITLE 36-point Dutch Bold, centered in the rectangle
HEADING 20-point Swiss Bold, left-aligned

Style sheets are made up of paragraph styles. The tutorial style sheet will
have three paragraph styles: Body Text (all documents have a Body Text
paragraph style), TITLE, and HEADING. Each paragraph style has four
attributes: character, paragraph, hyphenation, and paragraph tabs.

Character attributes are font (typeface), style (like Bold or Italic), point
size, and color—how the type itself looks.

Paragraph attributes include indents, spacing between lines and
paragraphs, and alignment (like ragged right or justified)—how the over-
all paragraph looks.

The hyphenation attribute determines whether the paragraph style uses
hyphenation and, if so, what language’s hyphenation rules are followed.
Publisher supports hyphenation in eight different languages.

Paragraph tabs allow you to set as many as sixteen tab stops for each
paragraph style, with each stop left-aligned, right-aligned, centered, or
decimally aligned.
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Typically, you create your style sheet in Publisher, often by a process of
experimentation. For example, you might try out several different fonts,
styles, or point sizes on a given paragraph style. Once you have what
you want, you save the style sheet file.

Practice

In this tutorial, you will format only the Character and Paragraph at-
tributes of each paragraph style. (The other attributes are described in
detail in Section 6, “Creating a Style Sheet.”) In this step you’ll format
the Body Text paragraph style. In the next step you'll create two addi-
tional paragraph styles and format them.

First, click on “Norm” in the page size panel below the mini-selector (if it
is not highlighted already). This setting gives you the best view of the
text on the page.

Right now, all the text in your document looks the same; you can’t tell
headings from body text. Formatting your text will set the them apart.

Switch to Paragraph mode by clicking on its icon in the toolkit.

= You'll notice that the mini-selector lists only one paragraph style,

Z

r_% Body Text. That's why everything looks the same.

To set the Character attributes of Body Text, click on any of the
paragraphs in the work area, display the Attributes Menu and
choose the Character command.
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The current settings for Body Text are the Swiss font in 10-point size,
Normal (also known as Roman) style, and Black color. Make these chan-

ges in the Character dialog:

® Click on “Dutch” in the Fonts list.

® Press Esc to clear the “Custom size” field. Type 14 to change the type
size to 14-point.

Character (C:\GEMAPPS\POSTSCPT.WID)

Style name: Body Text ()

Colorsiizzc:

Dutch

BoldItalic

CenturySchoolbk
Palatino
Booknan

Avante Garde

Symbol
Custom size: B14| points

Underline: [ On | I [ 0K | [Cancel ]

Light Blue
Vellow
Magenta

Press the Enter key or click on the OK button to exit the dialog.
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Now display the Attributes Menu and choose the Paragraph command.
Make these changes in the Paragraph dialog:

® Set the First Line Indent and Space Above to zero. Toset a field to
zero, click the mouse in it and press the Esc key. Publisher converts an
empty field to a zero value.

® Click on Line Space, press the Esc key, and type . 03.

® Click on Space Below, press the Esc key, and type . 1.

® Click on the Justified alignment button and the text grid Off button.

Paragraph (Units = inches)
Style name: Body Text ()

Left Indent: 00.0800 Line Space: .a3

Right Indent: 00.000 Space Above:

First Line Indent: _ ._ Space Below: .‘II_

Tracking: 000.00 %

Alignment : [[Left ][ Right | [Center | [ISSGTRN
Text grid:

Ignore Space Above: [N oFF | | ok ] [Cancel |

Press the Enter key or click on the OK button to exit the dialog.
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When you exit the dialog, the text on the screen looks like this:

File Edit Style Attributes Page Options PUBLISHR
C:\GEMAPPS\GEMPAGES\UNTITLED .GWD (page 1) *
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alzo thrive in Europe and Asia. The plant was originally &1
Italianand Yugoslavian immigrants atthe turn of the century.
Thefirstshipment to the East Coasttook place in 1907, and
since. Mostof the trade is in the fresh vegetable, buta smal
canned.

VivelaFrance

The globe, or French artichoke (Cynara scolymus), is §
Compositae, havingaresemblance toalarge thistle. It grows =
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Adding Text

Theory

Publisher includes a simple text editor with which you can create new
text files or edit the text in your rectangle. You can type text into a file
(as you'll do in a moment), and you can cut and paste text within your
document and between documents.

If you compare the text on your screen with the finished document il-
lustrated at the beginning of this section, you'll see that we deliberately
left out the title text. To add a title, you must use Publisher’s Text mode.

Practice

To switch to Text mode, click on the Text mode icon in the toolkit.
k = Note that the pointer becomes an “I-beam” when it is in the work
_—l area. You use the I-beam to locate the text cursor on the page.

Position the I-beam before the first character of your text and click

the mouse button. A blinking cursor appears. Type ARTICHOKE
SALES BOOM and press the Enter key. If you make any typing errors, use
the Backspace key to correct them.

PN RS BTSN BRI ST R AT P EE SN STAE PN  TUN AU B S BTN . TN S A AT

ARTICHOKESALES BOOM

[The artichoke industry has recently reported a sig
California’s favorite vegetable. Despite increasing
] artichokes,thevolume beingconsumed continues to in¢
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Creating and Formatting New Paragraph Styles

- Theory

Creating and formatting a new paragraph style requires five basic steps:

1. With Publisher in Paragraph mode, you select one of
the paragraphs in the work area. When possible, you \ !EE

should select a paragraph in a style most like the one Text (—%
you want to create. That way, formatting the new X
paragraph style will be easiest.
2. You use the Copy Para Style command to make a copy of the existing
paragraph style. This is where you name the new style.

3. In the work area, you select one or more paragraphs that will be for-
matted in the new style.

4. You click on the paragraph style name in the mini-selector. This as-
signs the new paragraph style name to these selected paragraphs.

5. You format the attributes of the new paragraph style.

Practice

First you'll create the TITLE and HEADING paragraph styles. (We use
upper case letters to make it easier to identify the paragraph style names;
you don’t have to.)

If Publisher is not in Paragraph mode, click on its
Copy Paragraph Style icon in the toolkit. Then click on the string AR~

TICHOKE SALES BOOM in the work area.
01ld Name: Body Text_ . .
Now display the Style Menu and choose the Copy

New Name: TITLEl Para Style command. The Copy Paragraph Style
dialog appears, with Body Text in the Old Name
field. Type TITLE in the New Name field and
press the Enter key to exit the dialog.

1 oK | | Cancel |}
_
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Display the Copy Paragraph Style dialog again and this time type
HEADING in the New Name field. Press the Enter key to exit the dialog.

With the line ARTICHOKE SALES BOOM! still selected, click on TITLE in
the mini-selector. This assigns the TITLE paragraph style to the title text.

Now choose the Character command from the Attributes Menu. Note
that the Character dialog now identifies the paragraph style as “TITLE.”
(If it doesn’t, exit the dialog and repeat the assignment procedure just
described.)

In the Character dialog, make these changes:

® Click on Bold in the style window.
® Click in the custom size field, press Esc and type 36.

Character (C:\GEMAPPS\POSTSCPT.WID)

Style name: TITLE ()

Dutch

BoldItalic

CenturySchoolbk
Palatino
Booknan

fivante Garde

Synbol
Custon size: 36!_ points

Underline: o] [Cancel]

Press the Enter key to exit the dialog.

4-15



Creating and Pormatting New Paragagh Stzles GEM Desktt_)g Publisher

Display the Attributes Menu again and choose the Paragraph command.
Make these changes in the Paragraph dialog:

® Set Line Space to zero. (Press the Esc key.)
® Clear the Space Below field and type .5.
® Click on the Center Alignment button.

Paragraph (Units = inches)
Style name: TITLE O
Left Indent: 08.080 Line Space: __.___
Right Indent: 00.000 Space fAbove: 00.000
First Line Indent: 88.000 Space Below: 5!_

Tracking: 000.00 %

Alignment : [(Left ] [Right | =N [Justified |
Text grid:

Ignore Space fbove: [N [ OFF | ok ] [cancel]

Press the Enter key or click on OK.

The TITLE paragraph style is now 36-point Dutch Bold type, centered on
the page, and spaced a half inch above the text body.

4-16



GEM Desktog Publisher Creating and I-‘ormatting New Pamgagh ngles

To format the HEADING paragraph style, scroll the window until vive
La France is visible, click on that line, and then click on HEADING in
the mini-selector window.

Format HEADING as you did TITLE, with these values:

Character Swiss font, Bold style, and 20-point size
Paragraph Change Line Space to zero and Space above to . 2. Set
the alignment to Left.

Here is what the HEADING paragraph style looks like when you've
finished formatting it:

‘||I:|||‘||||||E|||||||E1|1!|=|E|IE||||E|
- 1anand Yugoslavianimmigrants atthe turno ecentur

] Thefirstshipment to the East Coasttook place in1907,an
] since. Most of the trade is in the fresh vegetable,buta sm
. canned.

] ivelaFrance

The globe, or French artichoke (Cynara scolymus), i
Compositae, havingaresemblance toalarge thistle. It gro
large flowerheads that resemble a large green pine cone.
] youngand tender.
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Bringing Graphics into Your Document

Theory

To add graphics to your document, you draw a new rectangle on the
page. If you draw the rectangle on top of a rectangle containing text, the
text automatically “flows” around the new rectangle. Using the mini-
selector in the toolkit, you select the name of the graphics file you want
to add. Publisher inserts the picture or image into the new rectangle.

Once the picture or image is in the rectangle, you can move it about on
the page, add a colored or patterned background, fit it to the rectangle or
scale it, and fit the text to it in a number of ways.

4-18



G

EM Desktop Publisher

Bringing Graphics into Your Document

Practice

To add the map to your document:

1. Scroll all the way to the right, and then scroll down so that the first

line of the text body is near the top of the work area.

2. Switch to Rectangle mode.

3. Using the rulers and the illustration below as guides,

R
Text EE @

draw a rectangle approximately two and three-quarters inches square,
right-aligned with the base rectangle. To draw the rectangle, hold
down the mouse button, drag, and then let up the mouse button

when the rectangle is the right size.

Note how the text automatically flows around the new rectangle.

4. Go to the mini-selector and click on the file extension indicator until
itreads * .GEM. Then click on the filename FIG1 in the mini-selector
window. Publisher reads FIG1.GEM into your new rectangle.

File Edit Style Attributes Page Options

PUBLISHR

C:\GEMAPPS\GENPAGES\UNTITLED.GWD (page 1)

i Basso b ooy B0 0 o B a8 Ko

PUN T ST Y

has recently reported aM
the sales of California’s
creasingcostsassociated
¢s, the volume being i

i M | |
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ase. W Ca
Flot H ] ¥ 1.

j neeoLeRE B pnly fans of the gustatory Freedel, 't

HOURS

| mewror  li HIMis exported to the Eastern tle  °y
H pncozoos f .

to South America. Many
also thrive in Europe and
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immigrants atthe turn of ™

ast Coast took place in 1907, and traffic hasbeenbriskever!

in the fresh vegetable, buta small percentage of the crop m
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Adding a Page Number

Theory

Many documents (including this manual) use headers (“running heads”)
that appear on each page. In this tutorial you’ll add a very common type
of header, a page number.

Because the page number is at the bottom of the page, it is often called a
“footer,” but note that Publisher makes no distinction between headers
and footers. They are all called headers, regardless of where they appear
on the page.

Headers in Publisher are actually graphics files created with GEM Draw
Plus. This means you can combine words and pictures in your headers.
A typical header would combine a document title with a horizontal line
across the top of the page, but you could also create a design that you
want to appear on each page.

The Make Header command tells Publisher that the selected rectangle is
to be treated as a header and causes it to be repeated from page to page.
Note, however, that you must choose the Make Header command on the
first page that will have a header, before you go on to the next page of the
document.

For example, let’s say you are on page 3 of your document when you add
a page number file and choose the Make Header command. In that case,
you'll automatically have page numbers on page 3 and all subsequent
pages, but to have numbers on page 1 and page 2, you must go back and
add the page number on each page.

Several page number files are included in the Publisher package. Section
9 describes how you can create your own header files.
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Practice

1

To add a page number at the bottom of this page: \
. Switch to Rectangle mode by clicking onitsiconin  [fext|= i%l

the toolkit.

Scroll to the bottom left of the page by dragging the vertical slider all
the way to the bottom of its track and the horizontal slider all the way
to the left.

Using the rulers as a guide and starting at the lower left corner of the
base rectangle, drag a rectangle seven inches wide (the same as the
base rectangle) and half an inch high.

On most display monitors, you won’t be able to do this in a single
step. When you’ve dragged the rectangle as far to right as you can,
release the mouse button. Then drag the horizontal slider (at the bot-
tom of the window) all the way to the right. Finally, switch to Select
mode and drag one of the rectangle’s handles until the new rectangle
is as wide as the base rectangle.

In the mini-selector, make sure the file extension indicator still reads
+ ,GEM. Then click on *PAGENBRS in the mini-selector window. This
brings the contents of the page number folder into the window.
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5. Click on PNC07003. Publisher reads the page number file into the
rectangle. Note that it says page <§page>. The <$page> is a special
code that Publisher turns into the actual page number.

e flavorful but tend to be sold locally at roadside stands i

{re they open, lest they become woody. The small, compactf
?
ndisforthelarger,less tastybuds.

5 page <$pege> .- L
18

6. Display the Edit Menu and choose the Make Header command.
Publisher changes the <$page> code to the page number.

re they open, lest they become woody. The small, compact
2Je flavorful but tend to be sold locally at roadside stands.
nd is forthe larger, less tastybuds.

page 1
= v
D
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Saving Your Work

Theory

As you're working on the document, it’s a good idea to save it from time
to time. The first time you save it, use Publisher’s Save as command so
you can give the document a name. From then on, the Save command
protects you from losing your work due to power outages or other unex-
pected occurrences.

Practice

To name and save your document for the first time, display the File
Menu and choose the Save as command. Publisher displays the Item
Selector.

Note that the “Directory” line in the Item Selector reads

C: \GEMAPPS\GEMPAGES\ * .GWD. This means your document will
automatically be saved to the GEMPAGES folder. (You can save your
documents to other folders, as described in Appendix D, but for the pur-
poses of this tutorial, GEMPAGES is just the ticket.)

Note also that the text cursor is in the “Selection” line. To name and save
your document, you need only type a name and exit the dialog. Type
TUTORDOC and press the Enter key. You don’t have to enter the .GWD
extension; Publisher supplies it automatically.

Next, an alert comes on your screen that says “Style Sheet not saved,
specify style sheet name.” When you click on the OK button, the Item
Selector appears, this time listing the style sheet (STL) files in the
GEMPAGES folder. Type TUTSTYLE and press the Enter key.

The document and stylesheet have now been saved. The window’s title
bar now reflects the new name:

C:\GEMAPPS\GEMPAGES\TUTORDOC.GWD (page 1)
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Adding a Second Page

Theory

To go to the next page of your document, you press the PgDn key. (To
go to the previous page, once you've gone past page 1, you press the
PgUp key.) Each time you press the PgDn key, Publisher displays the
next page of the document.

Note: Regardless of how long your text file is, a page does not actually be-
come part of the document until it is displayed on the screen. In other
words, you must display each page of your document on the screen.

For example, to create a document that is five pages long, you must press
the PgDn key to display all five pages on the screen. If you save and
print the document after displaying only three pages, the printed docu-
ment will be three pages long, even though your text file contains
enough text for two more pages.

You can also press PgDn and go past the end of your document. When
that occurs, Publisher shows a shaded text rectangle with a directory
path (like C: \MEMOS\LAUNCH . ASC) in the upper left corner. To delete
this extraneous page, display the Page Menu and Choose the Delete
Page command. (Headers will continue to repeat indefinitely, long after
you've exhausted your text file.)

Practice

To display the next page of your document, press the PgDn key in the
numeric keypad. If you're still scrolled to the bottom of the page, you'll
see that the page number now reads page 2.

To format the headings on this page (refer to the illustration at the begin-
ning of the tutorial for guidelines), switch to Paragraph mode, click on
the heading text, and then click on HEADING in the mini-selector.
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Adding an Image File

Theory

On page 1 you inserted a .GEM file into a graphics rectangle. On this
page you'll insert a .IMG file.

A word about names. A .GEM file is called a “picture file.” Picture files
are created with applications like GEM Draw Plus, GEM Artline, GEM
Graph, and GEM WordChart. A .IMG file is called an “image file.” Image
files are created with applications like GEM Paint, GEM Scan, and the
Snapshot desk accessory. (GEM Paint, GEM Scan, and Snapshot do create
a.GEM file, but this is for use with the GEM Output program. If you try
to read one of these output files into a rectangle, Publisher automatically
gets the corresponding .IMG file and reads it into the rectangle.)

Practice

The image file will add the decorative letter “T” to the beginning of your
paragraphs. To add the .IMG file:

1. Scroll to the top left of the page. Switch to Text mode \ =
and place the text cursor in front of the “T” in “The.”
Press the Del key to delete the letter. I

2. Switch to Rectangle mode and, using the rulers and \
the illustration on the next page as guides, draw a rec-
tangle three-quarters of an inch wide and five- Text % @

eighths of an inch high.
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File Edit Style Attributes Page Options PUBLISHR

C:\GEMAPPS\GEMPAGES\ TUTORDOC .GWD (page 2) *
PO PEE WU LIPS SO TN VU0 EPIN B SV PR U B S T Ses B e e
AN Acquired Taste

Retaste for the vegetable is usually acquired through so
artichoké isbeneficialin thatitishighin iron, minerals, and

07001 | catenprinprilyinsalads orsteamed and dipped inbutter. In EnjT:
ool H are also baked, boiled, fried, and stuffed. They make auniq
Mophtandll 5 I Evhensewedhot--wholeorin segments--withmayonnaise,bu
PNLO?002 ] bract(leaf) pulledoffseparatelyanddippedinsauce.Thehe

PNLO7003

oncethe hairy*choke"hasbeenremoved.

Theartichokehas longbeenvalued asa culinaryve getable. Th
EreinAsia; itthenspread toltaly and Southern France. Man
themhave flourished over the years. Forinstance, in Italy, t
enltivatedand wild varieties are used in soup.

A1 2 ». - top

3. In the mini-selector, click on the close box to come back up a directory
level. The pathname should again read C: \GEM. . . EMPAGES. Now
click on the file extension indicator until it reads * . IMG.

5. In the mini-selector window, click on TTT.IMG.

To add the decorative letter to the first paragraph of the section “A
’‘Choke of a Different Color,” you have two choices:

® You can scroll down the page and repeat the steps you just completed.

® You can copy the graphics rectangle. To do so, switch to Select mode
and select the rectangle. Display the Edit Menu and choose the Copy
command. Display the Edit Menu again and choose the Paste com-
mand this time. A copy of the rectangle appears directly on top of the
first one. Now you can drag the copy down to where it belongs.
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Adding Graphics with Publisher

Theory

Publisher’s Graphics mode makes it possible for you to draw circles, rec-
tangles, rounded rectangles, and lines on your document pages. You can
use these graphics elements for a variety of purposes—for example, to
put a box around a picture or to draw lines separating sections of text.

For the filled elements (rectangle, rounded rectangle, and circle), you can
specify colors and fill patterns and whether the element is transparent or
opaque. You can also set the thickness and style of the element’s outline,
or you can specify an element with no outline at all.

The line element’s attributes include its color, style (solid, dashed, or
dotted), and its end style (squared, rounded, or an arrow).

Before going further, an important distinction needs to be made between
graphics elements and graphics rectangles. A graphics element is what you
draw with Graphics mode; that’s what you'll do in this step. A graphics
rectangle is entirely different; it contains graphics from an application
like GEM Draw Plus or GEM Paint.

Practice
In this step you’ll use Publisher’s Graphics mode to draw a line that
separates the title from the rest of the text.

1. Press the PgUp key to return to the first page. Scroll back to the top
of the page, so the title is again visible. Scroll the window horizon-
tally so the title is in the center of the work area.

2. Switch to Select mode and select the base rectangle. o=l ‘
IText i §=
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the toolkit.

Note that switching to Graphics mode has changed  |Text|=
the toolkit. The mini-selector has been replaced by
the icons for the four graphics elements, plus a
graphics selector icon.

3. Switch to Graphics mode by clicking on its icon in \

4. Click on the line element icon in the toolkit.

5. Using the rulers and the illustration below as
guides, drag a four-inch horizontal line. Place the
pointer below the 2-inch mark on the ruler, press
and hold down the mouse button, drag to the 6-
inch mark, and release the mouse button.

File Edit Style Attributes Page Options PUBLISHR
C:\GEMAPPS\GEMPAGES\ TUTORDOC.GWD (page 1) +

Ao o Bt a0 o Py o0 o Mg, 1 B b B

RTICHOKESALESBOO!

1»

Joke industry has recently reported af
iy increase in the sales of California’s|
“ttable. Despite increasingcosts associated%
]ucing artichokes, the volume being
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6. Display the Attributes Menu and choose the Line Attributes com-

mand. In the Line Attributes dialog, press the Esc key to clear the

Line Width field and type .1. To round the ends of the line, click on
the rounded end style in both columns of the dialog. Press the Enter
key to exit the dialog.

Line Attributes (Units = inches)

Col -l:}ﬂ!’ | Black | - ted | -lm
or:
[ Blue |[Lt Blue][Vellow ][Magenta]

Type:

The reason you didn’t add the line when you were first working on page
1is this: Graphics elements like the line are “attached” to rectangles—the

line is attached to the base rectangle. If the rectangle to which the

graphics element is attached repeats from page to page (like the base rec-
tangle), the graphics element also repeats from page to page—unless you

go to the second page before adding the graphics element.

. To add the decorative letter to the text on page 1, you can follow the

steps given earlier, or you can do this:
1. Goback to page 2. (PgDn)

2.
3.
4

Select and Copy one of the image files.
Return to page 1. (PgUp)
. Paste and place the image file on the page twice.
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Printing Your Document

Theory

To print your document, you must save it one last time (using the Save
command) and then go to the GEM Output program. If the printer is con-
nected to someone else’s computer, Publisher provides a Copy Print Files
command that copies the necessary files to a floppy disk. Section 8
describes Copy Print Files and a related command, Copy Document.

Practice

Before you print the finished document, display the File Menu and
choose the Save command. Then display the File Menu again and
choose the To Output command.

When GEM Output appears on the screen, you'll see the name of the
tutorial document’s output file (TUTORDOC . GMP) in the output list.

To start printing, click on the Start button at the upper left. As it proces-
ses your file, Output displays a message at the bottom of the screen that
tells you the status of your printing job. The high-resolution fonts and
graphics files require a certain amount of processing time, but in a few
moments you should see the fruits of your labors.

Congratulations! The tutorial is finished.

The rest of this manual describes Publisher’s many other features, fea-
tures that open up a wealth of possibilities in desktop publishing.
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Creating a Style Sheet

Style sheets are special files containing information that determines
how your documents look. This information includes:

® fonts (typefaces)

® type styles (bold, italic, etc.)
® type sizes (in points)

® text colors

® indents

® line and paragraph spacing
® text alignment

® hyphenation

® paragraph tabs

Style sheets can be applied to the text in any document. You can format
your document with one style sheet and then, if you don’t like the way it
looks, reformat it with another. In this way style sheets make possible a
stylistic consistency within your documents and across several docu-
ments, while at the same time giving you great flexibility in your docu-
ment design.
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Paragraphs

Style sheets are made up of paragraph styles that work on the paragraphs
in your document. A paragraph can be a single character, a word, a sen-
tence, or several sentences. In ASCII files, paragraphs are separated by a
blank line (in technical terms, by two carriage return-line feed
<CR><LF> characters). The following example shows four paragraphs
of ASCII text. Each <CR><LF> is represented by the symbol __I.

A_l

o

paragraph,_ |

J

This is a paragraph..]

o

This is what you usually think of as a_ ]
paragraph. It has several sentences. The text_|
wraps at the end of each line and continues_]
on a new line._ |

In formatted word processor text and in Publisher’s Text mode, only a
single <CR><LF> is needed to define a paragraph. Publisher would
treat the text in the following example as four separate paragraphs, even
though there are no blank lines between them.

Al

paragraph,_ |

This is a paragraph._ |

This is what you usually think of as a
paragraph. It has several sentences. The text
wraps at the end of each line and continues
on a new line._|
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Paragraph Styles

If you look at a printed document, you'll often see considerable variety
on the page. You might see a fourteen-point bold sans serif font (like
Swiss) for headings and a ten-point serif font (like Dutch) for the main
text body. Publisher’s paragraph styles make this variety possible.

The paragraph styles you create and define determine the way your docu-
ment looks. The style sheet for a simple document might contain only a
few paragraph styles; the style sheet for a complex document typically
contains a larger number of paragraph styles.

All style sheets must have a paragraph style called Body Text. When you
start a new style sheet, Publisher automatically assigns the Body Text
style to your entire document, unless you have included paragraph styles
in your text file (as described later in this section). You can set the at-
tributes of Body Text, but you cannot delete it from the style sheet.

Creating a style sheet involves this general sequence of steps:

1. Format the Body Text paragraph style. In this context “format” means
to set its attributes: font, point size, spacing, alignment, hyphenation,
tabs, and so on.

2. Create a new paragraph style by copying an existing one and giving
the copy a new name.

3. Assign the new paragraph style to one or more paragraphs.
4. Format the new paragraph style.
5. Repeat these steps to create, assign, and format additional paragraph

styles.
6. Save the document and its style sheet.

If you've completed the tutorial, you've already created a simple style
sheet. This section goes into greater detail, fully describes the formatting
dialogs, and provides some background information and hints, including
how to prepare your text file to take advantage of existing style sheets.
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Creating New Paragraph Styles

Here is an overview of how you create new paragraph styles, set
paragraph style attributes, and assign paragraph styles to your text. First,
you must have text in a rectangle and Publisher must be in Paragraph
mode.

To create a new paragraph style:

1. Select any paragraph in the text. Publisher highlights the paragraph
by reversing the text and background colors (for example, putting
white letters on a black rectangular background).

2. Choose the Copy Para Style command from the Style Menu.
Publisher displays the Copy Paragraph Style dialog.

3. Move the text cursor in the Copy Paragraph Style dialog to the “New
Name” field. Type the name of your first additional paragraph style.
You can use any name you want, except Body Text or one already in
the paragraph style list.

4. Click on the dialog’s OK button or press the Enter key.
5. Repeat steps 2-4 for each additional paragraph style.

At this point the additional paragraph styles all have exactly the same at-
tributes as the paragraph style you selected in step 1; only the names are
different. You make the paragraph styles unique by formatting them.

You can create several style sheets that use the same set of style names
(for example, each style sheet might have a TITLE paragraph style),
giving them different attributes each time. This makes it possible for you
to compare how a document looks when formatted with the various style
sheets and choose which one you prefer. See “Creating a’Matched Set’
of Style Sheets,” later in this section.
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Setting Paragraph Style Attributes

To set paragraph style attributes:

1. In the mini-selector, click on the name of the paragraph style you
want to format. This assigns the paragraph style to the selected

paragraph.
2. Using the Character command from the Attributes Menu, format the

character attributes for that paragraph style. “Formatting Characters,”
later in this section, describes the character attributes in detail.

3. Using the Paragraph command, format the paragraph attributes for
that paragraph style. “Formatting Paragraphs,” later in this section,
describes the paragraph attributes in detail.

4. Using the Hyphenation command from the Attributes Menu, choose
the type of hyphenation (if any) desired for that paragraph style. See
“Hyphenation” later in this section.

5. Using the Paragraph Tabs command, format the tab settings for that
paragraph style. “Formatting Paragraph Tabs,” later in this section,
describes paragraph tabs in detail. ‘
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Assigning Paragraph Styles

After you've created and formatted your paragraph styles, assign the
styles to your document by doing this:

1. Select a paragraph to which you want to assign a paragraph style. To
select a group of paragraphs, use the Shift-click technique.

2. Click on the style’s name in the mini-selector. This assigns the
paragraph style to the selected paragraph or paragraphs.

3. Continue assigning styles in this manner for each page of the docu-
ment.

Assigning styles page-by-page can be time-consuming, but here is a tech-
nique that can save you time and effort:

® You can insert paragraph style names into your text file when you
create it. This will greatly speed up formatting your document. See
“Embedding Style Codes in Text Files” later in this section.

® If possible, use the Full page size for assigning paragraph styles. Al-
though much of the text will probably be greeked, you should be able
to distinguish the individual paragraphs.
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Formatting Characters

When you choose the Character command from the Attributes Menu,
Publisher displays the Character dialog:

Character (C:\GEMAPPS\3008DPI.WID)
Style name: Body Text (C:\GEMAPPS\GEMPAGES\STVLE.STL)

BoldItalic

Style name Identifies the paragraph style of the selected paragraph,
plus the current style sheet name. Check this field before
you begin formatting. If it has the wrong style name, can-
cel out of the dialog and click on the correct style name
in the mini-selector.

If you haven’t yet saved a style sheet, a pair of empty
parentheses () follows the style name.

Fonts Sets the typeface for the current paragraph style. You
can only select one font. The list identifies the fonts
specified in the currently selected width table file (iden-
tified at the top of the dialog).
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Styles

Sizes

Colors

Underline

Sets the type style for the text in the current paragraph
style.

Sets the point size for the text in the current paragraph
style. In traditional typography, 72 points equals one
inch. Any variations in type size in printed output is a
function of the printer, not Publisher.

If you are using a PostScript width table, the Sizes win-

dow is disabled. To set the point size, edit the “Custom
size” field below the Fonts window.

Sets the color for text in the current paragraph style.
White text is only visible when set on a colored back-
ground.

Underlines all text in the current paragraph style.
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Formatting Paragraphs

When you choose the Paragraph command from the Attributes Menu,
Publisher displays the Paragraph dialog:

Paragraph (Units = inches)
Style name: Body Text (C:\GEMAPPS\GEMPAGES\STYLE.STL)
Left Indent: 86.088  Line Space: 80.828
Right Indent: 68.000 Space Above: 68.858
First Line Indent: 00.008 Space Below: 68.858
Tracking: 680.88 %

Aligrment : [Right | [Center | [ Justified |
Text grid:
Ignore Space Above: [JINI [ OFF ] I ok ] [Cancel ]
Units = Identifies the unit of measure in the fields in this dialog.

To change the unit of measure, use the Rulers in In-
ches/Picas command or the Image Size command in the
Page Menu.

In pica notation, a comma separates picas from points.
For example, a value of 2,01 means 2 picas plus 1 point.
A pica equals twelve points (one-sixth of an inch).
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Style name Identifies the paragraph style of the selected paragraph,
plus the current style sheet name. Check this field before
you begin formatting. If it has the wrong style name, can-
cel out of the dialog and click on the correct style name
in the mini-selector.

If you haven’t yet saved a style sheet, a pair of empty
parentheses () follows the style name.

LeftIndent  Sets the left margin for text in this paragraph style,
measured from the left side of the text column, not the
page. (Insingle-column text, the column is the same as
the rectangle.)

To edit this field and the other numeric fields in this
dialog, do the following:

1. Move the cursor to the field, using the up- or down-
arrow, Tab or Shift-Tab, or the mouse.

2. Press Esc to clear the field. If you want the value in
the field to be zero, simply leave the field blank.

3. Enter the new value in the field.

To enter a decimal value (like .075), type the decimal
point and the numbers; you don’t need to type a zero
before the decimal.

Right Indent  Sets the right margin for text in this paragraph style,
measured from the right side of the rectangle.

First Line Indent

Sets the indent for the first line of each paragraph in this
style. You can enter a negative value in this field, creat-
ing a “hanging indent.” The negative First Line Indent
is also used for creating bulleted paragraphs. See Sec-
tion 6.
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Line Space Sets the space between the lines within each paragraph in
this style. In traditional typography, Line Space is called
“leading.”

This setting has no effect on the spacing between the
paragraphs themselves. The default setting is zero,
where the baseline-to-baseline distance between lines
equals the current point size. For example, for 10-point
type the distance is 10 points. By increasing the line
space, you can create Body Text that appears double-
spaced or triple-spaced, and so on.

Space Above  Sets the amount of space above the first line of each
paragraph in this style.

Space Below  Sets the amount of space below the last line of each
paragraph in this style.

Note: The space between paragraphs is the sum of the
Space Below value for the first paragraph and the Space
Above value for the second.

Tracking Increases or decreases the space between letters and
words in this paragraph style.

The tracking percentage is based on the point size used.
For example, if you have 10-point type and are tracking
at 10%, the spacing is increased by one point. If you are
tracking at -10%, the spacing is decreased by one point.
This allows you to change the point size without having
to change the tracking percentage. Thus, if you change
from 10-point type to 30-point type, the increase in spac-
ing changes from one point to three points; both are
changed by a factor of three.

You can use tracking in combination with Publisher’s
kerning feature. Tracking works on entire paragraphs,
and kerning has a similar effect on text in marked blocks.
Kerning is described in Section 6.
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Alignment Sets the alignment for text in the current paragraph
style. Publisher offers four alignment options:

Left Text lines up against the Left Indent; also
called “ragged right.”

Right Text lines up against the Right Indent

(“ragged left”).

Center Each line is centered between the Left and
Right Indents.

Justified  Each line extends fully from Left Indent to
Right Indent.

The illustration below shows examples of the four kinds

of alignment.

iThis is an example of left—aligned text. Note how the text lines up
against the left edge of the rectangle. Left—aligned text is also
ralled "ragged right" text,

This is an example of right—aligned text. Note how the text lines up:
. against the right edge of the rectangle. In left—aligned and
right—aligned text, the words are always pretty much the same;

distance apan,

This is an example of centered text. ‘Note how each line is
centered in the rectangle, As with left—aligned and right-aligned text,
the words are evenly spaced from each other.

This is an example of justified text._The text lines up against the lefi
and right edges of the rectangle. To make this possible, Publisher
must vary the space between words to fill out the length of the:
jine. In justified text some lines may appear more dense or more:

ppen than others.
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Text Grid Turns the text grid on and off for the current paragraph
style. See “Text Grid,” which follows.

Ignore Space Above

Tells Publisher not to use this paragraph style’s Space
Above value for paragraphs that are at the top of the text
rectangle. See the illustration below.

space above ignored space above not ignored
:‘ The input command is known as an ‘

i The input command is known as an

program is working You interact with th
:and form letter for this merge). you provi
?:ask.

program is working. You interact with th
and form letter for this merge), you provi
task.

Text Grid

The text grid is intended primarily for multiple-column text, to ensure

~ that text in adjacent columns is properly aligned. If you are creating a
single-column document, you should turn the text grid Off. If you don't,
you may find your Space Above and Space Below settings overridden in
certain instances, as described below. (The default is On, so that docu-
ments created with earlier releases of Publisher can be opened .)

For Body Text and any other paragraph style whose type size is the same as
Body Text, the text grid takes priority over specific settings for Space
Above and Space Below.
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The illustration below shows how the text grid works. The dotted lines
represent the text grid, which isn’t visible on the screen.

——end of paragraph end of paragraph.._..
A l —Start of paragraphem.. .

B
Sta:t,of.pnugxwh....l

The general rule is this: Paragraphs of text affected by the text grid al-
ways start on a grid line. If the sum of Space Above and Space Below is
greater than the distance between grid lines, the paragraph automatically
moves down to the next grid line.

The example on the left side of the illustration shows what happens
when the sum of Space Above and Space Below is less than or equal to
the distance represented by A. The example on the right shows what
happens when the sum is greater than A but less than or equal to B. In
both cases, the “Start of paragraph...” line has “snapped” to the next avail-
able grid line.

To bypass the text grid, simply turn it off for the paragraph style (or
styles) in question. Remember that, with the text grid turned off, text in
adjacent columns of multiple-column documents might not line up

properly.
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Hyphenation

When you choose the Hyphenation command from the Attributes Menu,
Publisher displays the Paragraph Hyphenation dialog;:

Paragraph Hyphenation

Style Name: Body Text (C:\GEMAPPS\GEMPAGES\STYLE.STL)
B [ French [ German |[ Italian |
| Spanish || Dutch || Portuguese || Swedish |

! OK | [Cancel ]

Style name Identifies the paragraph style of the selected paragraph,
plus the current style sheet name. Check this field before
you begin formatting. If it has the wrong style name, can-
cel out of the dialog and click on the correct style name
in the mini-selector.

If you haven’t yet saved a style sheet, a pair of empty
parentheses () follows the style name.

The Paragraph Hyphenation dialog makes it possible for you to specify
that text in the current paragraph style will not be hyphenated (the None
button) or that it will be hyphenated according to the conventions of any
of of several different languages.
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Note: You may encounter words that are hyphenated incorrectly. To
deal with exceptions and special cases, you can choose the Hyphenate
Word command in the Options Menu. This command displays a dialog
in which you can add or delete words in a hyphenation exception dic-

tionary.

Modify Hyphenation Exception Dictionary:

Exception Dictionary

cen-ter | Insert Word |
ink-blot
| Insert from File |
|| | Delete from File |
A
Word: |

To add a word to the exception dictionary, type it in the Word field at the
bottom of the dialog and then click on the Insert Word button. To delete
a word from the dictionary, you can:

® Type the word in the Word field and then click on the Delete Word
button.

® Scroll the Exception Dictionary window until the word comes into
view, click on the word (this makes it appear in the Word field), and
then click on the Delete Word button.
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You can also use the hyphenation exception dictionary to add words that
you do not want hyphenated, like july in the illustration. Any word
that appears without hyphenation in the dictionary will not be
hyphenated in your documents.

You can also create files of words to add to or delete from the dictionary.
Using a word processor like GEM 1st Word Plus, create an ASCII file of
hyphenated words. When you return to Publisher, choose the
Hyphenate Word command to display the exception dialog. To add the
words in the file you just created, click on the Insert from File button; to
delete the words contained in the file, click on the Delete from File but-
ton. Publisher displays the Item Selector so you can identify the file con-
taining the words to be added or deleted. (The Item Selector is described
in detail in Appendix D.)
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Formatting Paragraph Tabs

When you choose the Paragraph Tabs command from the Attributes
Menu, Publisher displays the Paragraph Tabs dialog:

Paragraph Tabs (Units = inches)
Style name: Body Text (C:\GEMPAGES\STYLE.STL)
Decimal Tab Character: [.]
Tab Stop Tab Stop
1: 80.808 [WRIC[D 9: 07.208 [RIC]D
2: B1.608 R[C(D 18: __.__ FR c(b
3: 62.408 RIC|D 11: _.___ |L|R[CID
4: 83.200 R|C{D 12: __.___ [L|R[C|D
5: 64.008 JER|C[D 13: _.__ [L[R[C]D
é6: 84.808 [HR[C[D 14: _.___ [L[RIE]D
7 B5.600 RIC(D 15: __.___ |L[R|C]D
8: B6.408 R[C|D 16: __.___ |[L[RI|C[D
[Tk ] [Cancel]
Units = Identifies the unit of measure in the fields in this dialog.

Style name Identifies the paragraph style of the selected paragraph,
plus the current style sheet name. Check this field before
you begin formatting. If it has the wrong style name, can-
cel out of the dialog and click on the correct style name
in the mini-selector.

If you haven't yet saved a style sheet, a pair of empty
parentheses () follows the style name.

The Paragraph Tabs dialog determines how Publisher treats tab charac-
ters in your text file. You can set up to sixteen tab stops, aligning the text
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to the left or right, centrally, or decimally at the tab stop. Publisher sup-
plies nine default tab stops, but you can change them.

Note: If you are using a single tab stop, set all other values in the dialog
to zero. Publisher automatically sorts tab stops in ascending order.
Thus, if you enter a first tab stop of 4 inches but leave the second and
third stops at 1.6 inch and 2.4 inch, Publisher resets the stops to 1.6, 2.4,
and 4 inches in that order.

Tab stops are always measured from the current paragraph style’s Left In-
dent value. For example, if the Left Indent is .5 inches and the first tab is
set to .2 inches, the first tab stop actually occurs .7 inches from the left
side of the text rectangle.

Here’s how to set tab stops:
1. Move the cursor to the tab stop field.
2. Press Esc to clear the field.

3. Enter the tab stop, in the current unit of measure as indicated at the
top of the dialog.

To enter a decimal value like .075, simply type the decimal point and
the number; you don’t have to type a zero before the decimal.

The buttons following the field determine the alignment of the tabbed

text:
L (Left) Tabbed text starts at the tab stop.
R (Right) Tabbed text ends at the tab stop.

C (Centered) The text is centered at the tab stop.

D (Decimal)  Decimal Tab Characters align at the tab stop. The
default Decimal Tab Character is a decimal point (a
period), but the field is editable. You can follow
European convention and use a comma, or you can use
any other letter, number, or punctuation symbol as a
Decimal Tab Character.
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Using Paragraph Tabs

GEM Desktog Publisher

You can use paragraph tabs to create tables, as in this illustration:

-
(AR N

et taaal

~

P RETE TN AU LAVERE WS G U ST 30 U (NS0 WYV 2 W0 ST U AU RO XU WY S (AT RO
Right Left Cenler Decimal
Travel Memphis deductible $279.95

Mobile taxable 495,06
Abilene taxable 17.40
Meals breakfast taxable S
lunch deductible 12.75
dinner inedible 197.32
Recreation sports tennis 73.50
hoﬂgln 50.00
\ards 275
qum sugarless 75
movies PG or PG~13 5.00
All taxable and deductible items in this
accounting have been duly reported to the
Internal Revenue Service.

The text file that produced the table looked like this:

@COLHEADS = =>Right=>Left=>Center=>Decimal

=Travel=>Memphis=>deductible=>$279.95
=>=>Mobile=>taxable=>495.06
=>=>Abilene=>taxable=>17.40

=>Meals=>breakfast=>taxable=>5
==>lunch=>deductible=>12.75
=>=>dinner=>inedible=>197.32

=>Recreation=>sports=>tennis=>73.50
=>=p>=>jogging=>50.00
=>=>=pbhilliards=>275
=gum=>sugarless=>.75

=movies=>PG or PG-13=>5.00

@INDENT PARA = =>All taxable and deductible
=>accounting have been duly reported to the
=>Internal Revenue Service.

items in this
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In the example file, the symbol = indicates a tab character. The code
@COLHEADS = indicates a paragraph style. Paragraph style codes are
described in detail later in this section. Paragraphs without explicit style
code names are Body Text.

Here are the attributes of the paragraph styles in the table:

COLHEADS Character: Dutch, 14 point, Bold with Underline
turned on. Paragraph: All indents and spacing set to
zero; text grid turned off. Paragraph Tabs: same as
Body Text (see below), except fourth column. See
“Decimal Tabs,” which follows.

Body Text Character: Swiss, 10 point, Normal. Paragraph: All
indents and Space Below set to zero. Line Space set
to .02; Space Above set to .10. Text grid off.
Paragraph tabs as follows:

o first column: right-tabbed at one inch

® second column: left-tabbed at 1.75 inch

® third column: centered at three inches

o fourth column: decimally tabbed at four inches

TABBED PARA Character: same as Body Text. Paragraph: Space
Above set to . 20; all other values set to zero.
Paragraph Tabs: left-tabbed to 1 inch.

Decimal Tabs

Because decimal tabs use a Decimal Tab Character (usually a period) for
alignment, they follow a special rule: Decimally tabbed text (words as
well as numbers) that doesn’t have a Decimal Tab Character in it is
treated as if it were right-tabbed. This ensures that whole numbers and
decimals line up properly in a column. In the illustration, 5 and 275 are
examples; they don’t contain a decimal point.

The word “Decimal” in the column heads appears to violate this rule, but
that is because the fourth column of the COLHEADS paragraph style is
centered, not decimally tabbed.
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Word Processor Tabs

Some word processors do not insert a true tab character (ASCII decimal 9)
in the file when you press the Tab key. For example, in its document
mode WordStar uses blank spaces to align text to tab positions.

Note: When Publisher encounters three or more consecutive blank
spaces in a line of text, it automatically converts them to a single tab
character.

You can insert tabs into your text with Publisher by switching to Text
mode, placing the text cursor where you want the tab, and pressing the
Tab key.

Saving Style Sheets

When you have created paragraph styles and formatted them, you can
save them as a style sheet. To save a style sheet, choose the Save Style
Sheet command from the Style Menu. Enter a name in the Item Selector,
and press the Enter key or click on the OK button. The Item Selector is
described in Appendix D.

Once saved, a style sheet can be used over and over, with the Get Style
Sheet command.
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Style Codes

When you assign paragraph styles to your document Publisher inserts
codes in your text file to “turn on” the styles. The codes all take this
form:

@stylename =

where stylename is the paragraph style name you have assigned, and
where the equals sign (=) is followed by a single blank space. (The blank
space is optional, but makes your text more readable and easier to edit.)
These codes become part of the document’s text ((LASC) file when the
document is saved. (Appendix A describes in detail how Publisher hand-
les text files, including how the .ASC file is created.)

The following text file sample has two paragraph styles in addition to
Body Text: TITLE and HEADING. (The underscore is only for identifica-
tion of the paragraph styles; it doesn’t appear in the file.) Paragraphs
without a style code are Body Text.

@TITLE = THIS IS GEM DESKTOP PUBLISHER!

Welcome to the world of desktop publishing with your personal
computer and GEM Desktop Publisher. Now you can produce your
own newsletters, fliers, office publications, and marketing
materials without having to hire an entire staff of writers,
graphic designers, paste-up artists, and typographers.

@HEADING = Your Own Print Shop

GEM Desktop Publisher takes text from a variety of sources and
lets you format it on the page until you’ve got it just the
way you want it. You can use unformatted (plain ASCII) text
from any word processor or text editor, and you can use
formatted text ...
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Note that a style code is required at the beginning of every paragraph in a
given style, except for Body Text. Contrast the following examples:

@TITLE = First paragraph. @TITLE = First paragraph.
@TITLE = Second paragraph. Second paragraph.
@TITLE = Third paragraph. Third paragraph.

In the example on the left, all three paragraphs appear in a style called
TITLE. In the example on the right, the first paragraph appears in TITLE;
the other paragraphs appear in Body Text.

Note: If you want a literal at-sign (@) to appear at the beginning of a
paragraph, enter two at-signs (@@). Anywhere else in a paragraph, you
can enter a single at-sign.

Embedding Style Codes in Text Files

As was noted earlier in this section, you can format a document page by
page, assigning paragraph styles as you go. For a two- or three-page
document this is no hardship, but it gets less rewarding as the document
gets longer. To sidestep this issue entirely, you can insert the paragraph
style codes in your text file at the time you're creating it. This approach
offers two great advantages:

® When you load a style sheet whose paragraph styles match the codes
you've embedded in the file, Publisher immediately formats your entire
document.

® Embedded style codes are automatically added to the mini-selector’s
paragraph style list. If you haven’t yet created a style sheet for these
codes, having them already in the mini-selector speeds the process con-
siderably.
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Each time you choose the Get Style Sheet command to load a style sheet,
Publisher reformats the text in your document according to the attributes
in that style sheet. If the text file contains a style code not defined in the
style sheet, the style name appears in the mini-selector, but all
paragraphs in that style take on the attributes of Body Text.

For example, if your text file contains a style called CHAPTER that is not
defined in the current style sheet, Publisher adds its name to the list of
style names in the mini-selector. Until you format CHAPTER, it is identi-
cal to Body Text.

Tips on Creating Style Sheets

Sometimes you can save yourself work by changing the order in which
you copy and format paragraph styles. Here are a couple of instances:

® You can format Body Text before you copy it to create any additional
paragraph styles. Use this sequence if the formatted Body Text has at-
tributes you want to carry over to the new styles.

For example, you might not want a First Line Indent in any of your
paragraph styles. If you copy the default Body Text to create your ad-
ditional styles, you'll have to set the First Line Indent to zero when for-
matting each new style. If you format the Body Text first, the First
Line Indent will already be zero.

® You can create and format one new style and then copy that style to
create your additional styles. Use this sequence if the new styles all
have a common attribute that is not shared with Body Text.

For example, Body Text might have a one-inch Left Indent, but all
other paragraph styles might have a Left Indent of zero. If you create
one new style and set the Left Indent to zero, all the other new styles
will already have that attribute.

5-25



Tips on Creating Style Sheets GEM Desktog Publisher

® You can copy existing paragraph styles without having to select them.
To do 5o, choose the Copy Para Style command and then type the
name of the paragraph style you want to copy in the Old Name field.
If you want to copy a paragraph style while a paragraph in another
style is selected, press the Esc key to clear the Old Name field and then
type the name of the paragraph style you want to copy.

® You can create several style sheets, each of which uses the same
paragraph style names, although their attributes differ from style sheet
to style sheet. For example, you could have two style sheets, both with
a paragraph style called HEADING. In one style sheet, HEADING
might be 20-point Swiss type, and in the other it might be 20-point
Dutch type.

Using the same paragraph style names allows you to try out different
style sheets on a document by simply loading them with the Get Style
Sheet command in the Style Menu. Because the paragraph style codes
in the document are the same as those defined in each style sheet, the
attributes in the new style sheets take effect immediately.
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Working with Text

Text is the primary ingredient of any GEM Desktop Publisher docu-

ment. You add text to a document by “pouring” a word processor file
into a rectangle or by creating a new file with Publisher. You can use
Publisher’s text-editing features to enter additional text, edit existing
text, or change styles for blocks of text within paragraphs.

Pouring Text into a Rectangle

To pour text from an existing word processor file into a rectangle in
Publisher, you must select the rectangle and then click on the text file-
name in the mini-selector. (If you're pouring text into the base rectangle
of a new document, the base rectangle is already selected.)

Bringing the text filename into the mini-selector window typically con-
sists of two steps:

1. You change the path in the mini-selector by clicking on the close box
or folder names, as described in Appendix D.

2. You change the file extension indicator in the mini-selector to match
the extension of your text file.

For example, if your text file was written with MultiMate and if you
are using the default word processor extensions, set the file extension
indicator to * . DOC. Make sure the filter extensions in the Preferences
dialog match the extensions you are using for your text files. For
more on word processor file extensions, see “Filter Extensions” in the
description of the Set Preferences command in Section 8 and “Text
File Extensions” in Appendix A.

When you click on the filename in the mini-selector window, Publisher
creates an ASCII (.ASC) version of the file, plus a temporary workfile
(-TMP file) that it reads into the selected rectangle.

Appendix A describes Publisher’s word processor support and text file
translations in detail.
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%

Text Flow in Rectangles

You can pour the same text file into more than one rectangle. For ex-
ample, you might want a heading immediately to the left of your text
body, as in the illustration below.

In this case, the position of the

. OVERVIEW ‘ GEM® 1at Woed Plua™ Ll a wond proce T€Ctangles relative to each other is
WM weith the ability to incorporate graphics significant. The general rule is

ments are displayed in true WYSIWYG this: Text flows first into the rec-
soreen Uaing deons, drop-dovn menss, a4 ole whose top left corner is
carxy out a 'y of woed p Ing . .
moving, copying, o: changing texi style  Nigher on the page, even if the
difference is only a fraction of an
inch. If the top left corners of both rectangles are equally as high on the
page, then text flows first into the rectangle on the left. In the illustration
below, the numbers indicate the order in which the text flows into the
rectangles in situations A, B, and C.
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One Text File, Several Documents

There may be times when you want to create more than one document

- from the same text file. Remember, however, that text changes you make
to one document will show up in any other document that uses the same
.ASC file. For that reason, it’s best to make a copy of the text file for each
new document. For example, you might have a document that uses a text
file called MEMO.ASC. To make additional documents from this same
file, you would use the GEM Desktop or the COPY command to make ad-
ditional text files called MEMO1.ASC, MEMO2.ASC, and so on.

Text Mode

You can only enter or edit text in Text mode. To switch Publisher to
Text mode, click on the Text icon in the mode switches.

In Text mode, the following changes take place on the Publisher screen:
® All rectangle outlines disappear.

® The mini-selector lists the available text styles: Normal, Bold, Italic,
and Underline.

® The mouse form appears as an I-beam whenever it is inside the work
area. For more on the I-beam, see “I-beam and Text Cursor,” next.
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I-Beam and Text Cursor

The I-beam and the text cursor only appear when Publisher is in Text
mode.

You use the I-beam primarily to place the text cursor for entering or edit-
ing text or to mark blocks of text.

Placing the Cursor in Your Text

To place the cursor for entering or editing text, move the I-beam into the
text rectangle and click. The text cursor appears where you clicked. As
soon as you start typing, the I-beam disappears. It reappears when you
move the mouse or if there is no activity from the keyboard for a set
amount of time (15 seconds is the default).

This is also how you mark the place where you want to paste a block of
text.

Text Cursor

The text cursor is a vertical bar that indicates where your typed charac-
ters will appear and where your edits will occur. You can place the text
cursor anywhere in a line of text. For example, if you leave out a letter in
the middle of a word, you can put the I-beam where the missing letter
belongs, click, and then type the letter. See “Entering Text” and “Editing
Text” later in this section.
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Marking Text Blocks

A text block can be anything from a single character to the contents of an
entire text rectangle. Marking a text block allows you to change its style,
cut it, or copy it.

To mark a block, do the following:

1. Move the I-beam to the beginning of the block. Don't click the mouse
button yet.

2. Press the mouse button and begin to drag. As you drag, Publisher
highlights the block by reversing its colors (for example, placing
white letters on a black background).

3. When the entire block is highlighted, release the mouse button. The
block is now marked.

You can only mark one block at a time. Publisher immediately “un-
marks” a block if you start marking another block.
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Using Publisher to Create New Text Files

You can use Publisher as a simple word processor for creating new text
files. To do so, follow these steps:

1. In Rectangle mode, create the rectangle in which you will enter your
text.

2. Switch to Text mode and click the I-beam anywhere in the text rec-
tangle area. (The rectangle outline is no longer visible, so just aim for
the middle of the rectangle. Accuracy is not important at this point.)

3. Publisher displays an alert telling you the new text file needs a name.
Click on OK or press the Enter key to display the Item Selector.

(If you click on Cancel, you return to the empty rectangle in the work
area. You can then switch to Select mode and use the rectangle to read
in an existing text or graphics file.)

4. Give the new text file a name in the Item Selector. Publisher automati-
cally supplies the .ASC file extension; you don’t have to enter it in the
Item Selector. Click on OK or press the Enter key.

5. The text cursor appears in the rectangle’s upper left corner. You can
begin typing.

Note: The text you type appears with the current attributes of the Body

Text paragraph style. To assign paragraph styles to the new text, switch

to Paragraph mode, get a style sheet (if one isn’t already loaded) or create
one, and assign styles as described in Section 5.
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Entering Text in Existing Files

You can use Publisher to add text to your documents. To add text within
a paragraph, switch to Text mode and click the I-beam in the text rec-
tangle at the point where you want to enter text. When the text cursor
appears, begin typing. The new text takes the attributes of the paragraph.
To add a new paragraph to the text, switch to Text mode and then:

1. Place the text cursor at the end of the paragraph just before where you
want the new one.

2. Press the Return key.
3. Start typing.

In this case, the new paragraph takes on the paragraph style of the one
just before it.

Entering Special Characters

You can enter special characters into your document—characters that are
not otherwise available on the keyboard, like the copyright and
trademark symbols—by using the Alt key and the Decimal character
value listed in the Fontware™ Installation Guide. For example, to enter the
copyright symbol (©), type Alt-189. Make sure you use your computer’s
numeric keypad, not the numbers at the top of the regular alphabet keys.

You can also insert special characters into your text file in your word
processor in the same way. The only difference is that when entered in
Publisher the special character will look as it should (the copyright sym-
bol will look like a copyright symbol), but the word processor (unless it is
graphics-based, like GEM 1st Word Plus) will substitute something for
the special character. For example, WordStar shows an equals sign when
you type Alt-189.
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Editing Text

Editing text includes simple typing corrections, word and line deletions,
and text cursor movement. Cutting, copying, and pasting text blocks are
discussed later in this section.

- To edit text, first place the text cursor at the editing point by clicking the

I-beam there; then use the editing and cursor movement keystrokes
listed in the Editing Shortcuts dialog (displayed when you choose the
Editing Shortcuts command from the Options Menu).

Note: The keystroke combinations vary according to the key mapping
currently in place. The purpose of the key mappings is to match the edit-
ing keystrokes of Publisher to the editing keystrokes of the supported
word processors. Appendix A describes key mappings and word proces-
sor support in detail.

In the following brief descriptions of the keystrokes, the notation (2) indi-
cates that they are actually two separate keystrokes, as in Delete Charac-
ter Left and Delete Character Right.

Delete Character Left/Right (2)
Deletes the character to the left or right of the cursor.

Delete Word  Deletes from the current cursor position to the begin-
ning of the next word. If the cursor is at the blank space
between words, deletes only the blank space.

Delete Line Deletes the line in which the cursor is located.
Cursor to Line Start/End

A single keystroke combination (a toggle) that moves the
cursor alternately to the beginning and end of the line.
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Next/Previous Word (2)

Moves the cursor to the beginning of the next or pre-
vious word. If the cursor is in the middle of a word, Pre-
vious Word moves it to the beginning of the current
word.

Next/Previous Page (2)

Displays the next or previous page in the work area. If
there is no next page, this command adds a new page to
the document.

Page Top/Bottom (2)

Displays the top or bottom of the current page in the
work area.

Character Up/Down (2)

Moves the cursor to the same character position in the
line above or below. The cursor skips over lines that do
not contain any text.

Character Left/Right (2)

Moves the cursor one character to the left or right
without erasing characters.

Slider Up/Down (2)

Scrolls the document up or down in the work area.
These keystrokes have the same effect as clicking in the
scroll bar above or below the slider. Scrolling is
described in detail in your GEM/3 Desktop User’s Guide.

Slider Left/Right (2)
Horizontal equivalents of Slider Up and Slider Down.
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Arrow Up/Down (2)

Scrolls the document up or down in the work area.
These keystrokes have the same effect as clicking on the
up- or down-arrow. If you hold the keys down, the ef-
fect is continuous.

Arrow Left/Right (2)
Horizontal equivalents of Arrow Up and Arrow Down.

Soft Hyphen = Marks an optional hyphenation point in a word. See
“Hyphenation,” following.

Note: When using a keystroke combination that includes the Ctrl (Con-
trol) key, hold down the Ctrl key and quickly press the other key. If you
hear a beep, that means the GEM software has switched your keyboard
to the mode in which it controls the movement of the mouse pointer;
many of the editing keystrokes will no longer work. To use the keyboard
for text editing, press the Ctrl key again. The second beep tells you the

- keyboard is no longer in mouse mode.

Kerning

The term kerning refers to a reduction in the space between letters. Itis
used primarily to make the spacing between all letters of a word appear
equal. For example, without kerning in a word like “Valid”, the space be-
tween the “V” and “a” can appear to be greater than the space between
the remaining letters. With kerning, the adjacent letters can be made to
overlap so that the apparent spacing between letters becomes the same.
See the example below.

Valid Valid

without kerning with kerning
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By marking a block (as described earlier in this section) and then choos-
ing the Character command from the Attributes Menu, you can kern any-
thing from a single character to an entire paragraph or more. The
Kerning field, which is only visible in Text mode when a block of text is
marked, appears at the lower right of the dialog.

Like tracking (described in Section 5), kerning is based on the point size
of the type in the selected block. Thus, if you kern 10-point type at 10%,
the characters are moved apart by one point. If you kern the same type at
-10%, the characters are moved closer together by one point. To bring
the “V” closer to the “a” in “Valid,” you mark the “V” and give it a nega-
tive kerning value.

Hyphenation

Publisher can hyphenate text on a paragraph style basis, as described in
Section 5, and it also supports soft hyphenation.

A soft hyphen is also called a “conditional” hyphen. When you mark a
word for hyphenation (the default keystroke is Alt-dash), Publisher only
hyphenates it if the line break would be changed. If hyphenation isn’t
possible, Publisher disregards the soft hyphen. The soft hyphen becomes
part of the file, and if you reformat your text so that hyphenation be-
comes possible, Publisher uses it.

One use for soft hyphenation is the case where, in justified text, one line
is “open” (with a lot of space between words) and the following line is
dense (little space between words). Such variations in text density can be
visually displeasing. To even out the text density, you can place soft
hyphens in the text.

Note: Soft hyphenation is possible in paragraphs where hyphenation has
been turned off in the style sheet.
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Entering Tabs

To enter a tab in your document, switch to Text mode, place the cursor
where you want the tab, and press the Tab key.

If your word processor saves tabs as a true tab character (ASCII decimal
9), you can enter tabs in your text file as you are writing it. You may
need to experiment to see if you can do this with your word processor.
Some—like WordStar in its document mode—save tabs as spaces.

Note: Publisher automatically converts any sequence of three or more
consecutive blanks spaces to a single tab stop.

Text Blocks: Changing Text Style

In Text mode, you can use the mini-selector to change text style for a
character or word, for a sentence within a paragraph, or for a whole
paragraph when you don’t want to reformat the global paragraph style.
For example, in the latter case, you might want one paragraph of Body
Text to appear in bold type, but not all Body Text paragraphs.

To assign a text style to a selected block, click on the style’s name in the
mini-selector.

To assign a combination of styles to the block (for example, to make text
both bold and italic), click on each style name in the mini-selector.

To return a selected block to “normal” text (the text style specified for this
paragraph style in the Character dialog), click on Normal in the mini-
selector.
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Text Blocks: Embedded Style Codes

When you change text style in the manner just described, Publisher em-
beds codes at the beginning of the block to turn on the style and at the
end of the block to turn off the style.

Text Block Style Codes
Cod F .
<B> Turns on boldface.
<I> Turns on italics.
<U> Turns on underline.
<N> Turns off <B>, <I>, <U>, or any combination, and returns

the style to the current attributes as defined in the
document’s style sheet. For example, in a paragraph whose
style sheet character attribute is bold type, the <I> code
changes the text from bold to bold italic, and the <N > code
changes it back to bold.

<S#> (# is a number.) Turns on a type size. Publisher inserts this
code when you change the point size of a marked block.

<SN> Turns off the type size.

<C#> Turns on a text color. Publisher inserts this code when you
change the color of a marked block.

<CN> Turns off the text color.

<F#> Turns on a font. Publisher inserts this code when you

change the font of a marked block.
<FN> Turns off the font.

Here’s one example of how the codes work: This line in a text file:
This is <B>bold<N> text.
produces this on the screen and in output:

This is bold text.
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You can embed the codes in your text file as you're writing it, but if you
do, remember that codes must be in uppercase letters and must appear at
both ends of the text block. The first code turns the style on; the second
code turns the style off. The one exception is where the block ends at the
end of a paragraph. In that case you don’t need to turn the style off;
Publisher does it automatically.

Here are a couple of other things to remember about the codes:

® To combine styles, combine codes in one set of angle brackets. For ex-
ample, to turn on boldface, underline, and italics at the same time, use
<BUI>, not <B><U><I>.

® The end of a paragraph automatically turns off text block styles.
Publisher only uses the <N>, <SN>, <CN>, and <FN> codes to
turn off styles within a paragraph. For that reason, if a marked text
block extends over more than one paragraph, the appropriate code or
code combination appears at the beginning of each new paragraph.

® To use any of the codes as literal strings in your text file (for example,
if you're itemizing a list <A>, <B>, <C>, etc.), use two initial angle-
brackets (< <). If you don’t, Publisher will treat them as text style
codes.

Text Blocks: Changing Fonts, Sizes, and Colors

You can also use the Character dialog to change attributes for a selected
text block. (To display the dialog, choose the Character command from
the Style Menu.) In addition to changing the text style, the dialog makes
it possible for you to change fonts, text sizes, and colors.
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Cutting, Copying, and Pasting Text

Publisher offers two related text block operations: cut-and-paste and
copy-and-paste. Cut and copied text blocks are kept in a “paste buffer” in
the CLIPBRD folder, described in Section 8.

Before cutting or copying a block, you must mark it, as described earlier
in this section.

Note: Cutting or copying a text block overwrites any other text block in
CLIPBRD, but it has no effect on rectangles in CLIPBRD.

Cutting Text Blocks

To cut a marked block, display the Edit Menu and choose the Cut com-
mand. Cutting removes the block from the work area and places it in
CLIPBRD. You can use cut-and-paste to do either of the following:

® Move a text block from one place to another in the document.

® Delete a marked block. (If you don’t paste the cut block back into the
document, you have effectively deleted it.)

Copying Text Blocks

To copy a marked block, display the Edit Menu and choose the Copy
command. The original block remains in the work area, but a copy of it is
now in the CLIPBRD folder. You can insert the copy elsewhere in the
document.

Copy-and-paste is useful, for example, if you want the same paragraph,
with slight variations, to appear several times in a document. You can
copy it once and then paste it into the document, editing the variations
as you go along,.
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Pasting Text

To paste a text block, switch to Text mode and do the following:

1. Move the I-beam to where you want the text block, and click. The
text cursor appears where you clicked. If the cursorisn’t in the right
place, try again with the I-beam.

Note that you can only paste text into a text rectangle. You can’t
paste it into a graphics rectangle or into a part of the work area where
there isn’t any rectangle.

2. Display the Edit Menu and choose the Paste command. The block ap-
pears where the text cursor was, and Publisher reformats the docu-
ment.

You can paste a block from the CLIPBRD folder as many times as you
want; it makes no difference if you initially cut or copied the block to
CLIPBRD.

Bullets and Numbers

Creating bulleted and numbered lists in Publisher involves the same
basic steps, combining a special paragraph style with the bullet character
or number.

The first step is to create a paragraph style for the bulleted or numbered
text. This paragraph style combines a positive Left Indent value (the left
margin of the bulleted or numbered text), a negative First Line Indent (the
position of the bullet or number), and a special tab setting. The illustra-
tion on the next page shows two bulleted paragraphs.
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The input command is known as an interact
is working. You intersct with the program:
Jetter for this merge). you provide what & as

i
» The input commeand tells GEM 1st Mail to
Left Indent = .2 a reply. Thus, the first input in COMMA
First Line Indent = -2 1> name of your data file. (In the input co
the text cursor would sppear on the scre

GEM 15t Mail takes your response and assig
deta file name is assigned the keyword var
slthough you cannot use a text file comman

® The second input command asks fo
you are familiar with the BASIC pro
command in that language.)

Left indent = .5
First Line Indent = -2 =

In the first bulleted paragraph, the bullet is aligned with the Body Text.
To create this paragraph style, do the following:

® Use the Paragraph command to set the Left Indent value to . 2,
enough to make room for the bullet. '

Set the First Line Indent to - . 2, which will bring the bullet back to the
same left indent as the Body Text.

® Use the Paragraph Tabs command to set the first tab stop to zero. To
do so, press Esc to clear the first tab stop field, and then type 0. You
must enter a zero in this field; you cannot simply leave it blank.

Note: For any bullet or number paragraph style, the first tab stop value
must be zero. As you'll see in a moment, this ensures that the text in the
first line is aligned properly with the rest of the text in the paragraph.
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Having created the paragraph style, you switch to Text mode and do the
following:

1. Place the cursor at the beginning of the first line of the bulleted
paragraph.
2. Type Alt-195. This inserts the bullet character.

3. Without moving the cursor, press the Tab key. This makes the first
line align itself with the rest of the paragraph. Why? Because tabs are
measured from the Left Indent, and the first tab stop value is zero. As
a result, the first tab stop position and the Left Indent are the same.

The second bulleted paragraph was created in much the same way, ex-
cept that the Left Indent is .5, so that the whole paragraph is indented
from the Body Text. The First Line Indent value is still -. 2.

The paragraph style for numbered paragraphs is created in the same way.
The only difference is that, instead of typing a bullet character, you type
the number.

As was noted in “Entering Special Characters,” earlier in this section, you
can type the bullet character (Alt-195) and the tab into your text file as
you are writing it. If you have a style sheet with the bullet paragraph
style, the bulleted paragraphs are instantly formatted when you bring
the text file into your Publisher rectangle.
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Text Rectangle Attributes

When you choose the Rectangle command with a text rectangle selected,
Publisher displays the Text Rectangle dialog.

Text Rectangle (Units = inches)
Color: XS [ Black |[ Red |[ Green ]
{_Blue |[Lt Blue|| Yellow | [Magenta|
Pattern: »[__| e
Il .
Node:
colwns: I 2 13 1[4 ]
Colunn Spaving: 00.250
bUer'tit:al Rules:
L0k ] [Cancel]

Use this dialog to set the attributes of the text rectangle.

Color Selects the background color for the rectangle. The
default color is White (no background color).

Pattern Selects a fill pattern for the rectangle. In most situations
the fill pattern is not visible until you choose a color
other than white. The default pattern is no pattern.

Mode When rectangles overlap each another, determines
whether anything shows through from the rectangle un-
derneath. Modes are meaningful only when assigned to
the rectangle on top. There are two modes, Opaque (the
default) and Transparent.

6-19



Text Rectangle Attributes GEM Desktgg Publisher

Opagque: The covered part of the bottom rectangle is not
visible. In Opaque mode, text flows around the top rec-
tangle.

Transparent : The rectangle underneath is fully visible.
When a transparent rectangle overlies a text rectangle,
the text underneath does not flow around the rectangle on
top.

The illustration below shows the difference between
Opaque and Transparent mode.

The Practical Executive Deskxop
Publishing Solution

Welcome to Welcome to
il the world of the world of
Py 1335 12] + IO ]
GEM DESKTOP PUBLISHER | G DESKTQP it Rith |

your personal

iBJtEreald p
; W i GEM Desktop
I A ... ...Publisher. Now....i

you can produce
desktop ] your own
publishing with newsletters, fliers,
opaque text transparent text
Columns Lets you format the text in 1, 2, 3, or 4 columns.
Column Spacing
Lets you set the space between columns of multi-column
text. To enter a value in this field, press the Esc key to
clear it, and type a number.
Vertical Rules Lets you draw a vertical line between each column of

multi-column text.

Note: Column settings are a rectangle attribute, not a paragraph at-
tribute. They are saved as part of the document, not as part of a style

sheet.
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Section 7

Graphics

GEM Desktop Publisher has two ways in which you can add graphics
to your documents:

® You can “import” graphics created with other programs.
® You can create graphics with Publisher’s own graphics elements.

Importing Graphics

Just as you can insert a text file into a rectangle, you can also insert a
graphics file into a rectangle. Publisher accepts graphics files in the
.GEM and .IMG formats, created by GEM applications as well as files

created with other applications that have been converted to either of
those formats.

.GEM files are created by applications like GEM Presentation Team, GEM
Draw Plus, GEM Artline, GEM Graph, and GEM WordChart; .IMG files
are created by applications like GEM Paint and GEM Scan.
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Bringing Graphics into a Rectangle

The first step in importing graphics is to switch to Rectangle mode and
draw a rectangle in the work area. If the rectangle anywhere overlaps a
text rectangle, Publisher automatically makes the text “flow” around the
new rectangle.

To bring graphics into the rectangle, follow these steps:

1. Make sure the rectangle into which you'll import the graphics is
selected. You can tell by the handles at its corners. If the rectangle is
not selected, switch to Select mode and click on the rectangle.

2. Set the file extension and path in the mini-selector so you can get at
your graphics file.

First, click on the file extension indicator in the mini-selector until it
reads * .GEM or * . IMG, depending on which kind of file you want to
import.

Next, using the close box and/or folder names, change the path in the
mini-selector until it shows the path containing your graphics file.
Appendix D describes the mini-selector in detail.

3. Click on the name of the graphics file in the mini-selector window. (If
need be, scroll the mini-selector window to bring the name into view.)

Publisher reads the graphics file into your rectangle.

Note: For simplicity’s sake, we'll use “picture” in this section to refer to
any graphics file (GEM or .IMG) unless the difference between the for-
mats is significant.

Initially the entire picture is made to fit in the rectangle, usually by being
made larger or smaller and by being centered vertically or horizontally.
This “Best Fit” option is one of several rectangle attributes you can set.
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Rectangle Attributes

When you choose the Rectangle command when a graphics rectangle is
selected, Publisher displays the Graphics Rectangle dialog.

Graphics
Color

Mode
Graphics

fAlign

: IR [(Black ][ Red |[Green |

Pattern:

Scale:

Rectangle (Units = inches)

[ Blue |[Lt Blue][Vellow | [Hagenta]
Y] B m
B B -
: [Transparont | TR
: NSO [ Watntoin |

. Horizontal: 00.600 Vertical: 00.000

100

[0k ] [Cancel]

Use the Graphics Rectangle dialog to set the attributes of your graphics

rectangle.
Color

Pattern

Selects the background color for the rectangle. The
default color is White (no background color).

Selects a fill pattern for the rectangle. In most situations
the fill pattern is not visible until you choose a color
other than white. The default pattern is no pattern.
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In a graphics rectangle, the background color and pat-
tern do not show through a solid element, like a GEM
Draw Plus polygon with a fill pattern. The microphone
in the illustrations below was created with GEM Draw
Plus, and the polygons all have a solid fill pattern.

In images files, like the pointing hand below, the back-
ground color and pattern do not show through the
image’s rectangular “extent” when the graphics rec-
tangle is in Opaque mode. The color and pattern do
show through when the rectangle is in Transparent
mode. Opaque mode and Transparent mode are
described next.

.GEM file ——>

background fill:
MG file opaque mode and

\ transparent mode

no background fill background fill: background fili:
opaque mode transparent mode
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Mode When rectangles overlap each another, determines
whether anything shows through from the rectangle un-
derneath. Modes are meaningful only when assigned to
the rectangle on top. There are two modes, Opaque (the
default) and Transparent.

Opaque: The covered part of the bottom rectangle is not
visible. In Opaque mode, text flows around the top rec-
tangle.

Transparent: The rectangle underneath is fully visible,
except where the top rectangle contains solid elements
or if the top rectangle has a solid background. When a
transparent rectangle overlies a text rectangle, the text
underneath does not flow around the rectangie on top.

“Fitting Text to Graphics,” in Appendix B, describes one
use of Transparent mode.

The following illustrations show the difference between
Opaque mode and Transparent mode.

Use the tools
GEM Desktop

in
Dibhlickasts

— fferent files on

......................

of style sheets 1o
save the design

the page by

Opaque graphics Transparent graphics
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Graphics Lets you fit the picture to the rectangle or maintain the
picture’s original size.
“Best Fit” Fits the entire picture to the rectangle, making the picture

- larger or smaller as necessary. In Best Fit, the picture is
also centered in the rectangle.

“Best Fit” is the default setting for all rectangles except
headers. (See the discussion of the Make Header com-
mand in Section 9.)

“Maintain” Allows you to control the size of the picture in the rec-
tangle. This option makes available two important fea-
tures: scaling and alignment.

Scaling “Scaling” refers to the size of the picture in the Publisher
rectangle relative to its size in the original .GEM or .IMG
file. Initially, when you choose the Maintain option, the
picture is the same size as the original; it is scaled at
100%. If the rectangle is not as big as the picture, you
only see part of the picture. To see more of the picture,
you can make the rectangle larger or make the picture
smaller. To do the former, you drag one of the
rectangle’s handles; to do the latter, you change the
Scale factor—for example, to 75%.

Scaling makes it possible for you to maintain the relative
size of different pictures. For example, if picture B is
twice as big as picture A and you scale both to 50%, pic-
ture B is still twice as big as picture A, although both are
now half their original sizes.
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The figures on this page and the next page illustrate Best Fit and Main-
tain and the alignment option.

The first picture below shows a drawing made in GEM Draw Plus.
Regardless of its shape or how many elements it contains, a picture or
image file can always be enclosed within a rectangle. GEM Draw Plus
uses the term “extents” for this rectangle and the small boxes at the
corners and sides; we’ll use that term also. The second picture shows the
drawing in a Publisher rectangle with the Best Fit option. Because the
rectangle is smaller than the picture’s original extents, the picture has
been centered and made smaller to fit the rectangle. The third picture
shows the drawing with the Maintain option, scaled at 100%.

Best Fit Maintain
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Alignment The Align option allows you to move the picture in the
graphics rectangle, as illustrated by the figures below.

&
1
§
i
i

W— ]
Fig.3b %
Preme—
= i i
x . x x
Fig. 1

Fig. 1 shows another picture from GEM Draw Plus. Fig. 2a shows the pic-
ture scaled at 100% in a Publisher rectangle smaller than the original ex-
tents. The upper left corner of the picture is in the upper left corner of
the rectangle. Fig. 2b shows the picture in the same rectangle, scaled at
50%. The picture is centered in the rectangle. In both Fig. 2a and Fig. 2b,
the horizontal and vertical alignment values are zero.

Fig. 3a and Fig. 3b show the pictures with a horizontal alignment value.
Both pictures have shifted to the left in the rectangle, but in Fig. 3b the
picture has also shifted up in the rectangle. Here’s why:

If either alignment value is something other than zero—in other words, if
there is any horizontal or vertical alignment—both values are treated as
coordinates measured from the upper left corner of the picture’s extents.
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For example, let’s say you entered these values in the Graphics Rectangle
dialog:

Braphics: [ Best Fit

Align: Horizontal: .25_ Vertical: 68.600

Scale: 58| %

[ K | |cCancel ]

Using these values, Publisher places the left edge of the rectangle .25 inch
in from the left edge of the extents. Because the vertical alignment value
is zero, the top of the extents is matched to the top of the rectangle. The
illustration below shows how the horizontal alignment moves the pic-
ture in the rectangle.

| .25in. |

Note: Publisher does not accept horizontal or vertical alignment values
that would push the picture completely out of the rectangle. If you enter
such a number, Publisher displays an alert and automatically resets the
value to zero.
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Graphics Elements

Publisher’s graphics elements make it possible for you to enhance your
documents with a variety of designs—rectangles, rounded rectangles,
circles, and lines with a variety of colors, fill patterns, and other styles.

Graphics Mode

The graphics elements—rectangle, rounded rectangle, circle, and
line—are available in Publisher’s Graphics mode. To switch to
§@ Graphics mode, click on its icon in the toolkit.

Graphics elements are always “attached” to a text or graphics rectangle.
Before switching to Graphics mode, select the rectangle to which you
want the graphics element attached. If you don’t select a rectangle,
Publisher makes the selection for you:

® If there is one rectangle on the current page and it is not selected,
Publisher selects it.

® If there is more than one selected rectangle on the current page,
Publisher automatically selects the rectangle on the bottom. See the
discussion of “Rectangle Layers” in Appendix B.

® If there are several rectangles on the page and none is selected,
Publisher again selects the bottom rectangle.

If there are no rectangles on the current page, you cannot draw graphics
elements.
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To draw a graphics element:

1. Switch to Graphics mode. Publisher displays the
graphics elements icons in place of the mini-selector.

2. Click on the icon for the graphics element you want
to draw.

3. Move the pointer into the work area, and drag with
the mouse to draw a rectangle, rounded rectangle,
circle, or line.

When you finish drawing a graphics element, its icon
remains highlighted so you can draw more elements. To
move an element or change its size, you must first click
on the Graphics mode select icon, just above the four element icons. You
can then select the element and move it or change it.

Graphics elements have several important characteristics:
® They are always on top of the rectangle to which they are attached.

® When you move or cut a rectangle, you move or cut any graphics ele-
ments attached to it.

® If you attach graphics elements to a text rectangle that repeats over
several pages, the graphics elements also repeat.

® Text in text rectangles does not flow around graphics elements. To
make the text flow around a graphics element, switch to Rectangle
mode, add a rectangle where you will put the graphics element, and
then draw the graphics element. The underlying rectangle forces the
text to flow around the graphics element.

® You can cut, copy, and paste graphics elements.
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Fill Attributes

To change the color, fill pattern, or mode of a rectangle, rounded rec-
tangle, or circle graphics element, choose the Fill Attributes command
from the Attributes Menu. These attributes are the same as those
described under “Rectangle Attributes” earlier in this section.

To preset your fill attributes, switch to graphics select mode, de-select
any selected graphics elements (click in the work area away from the ele-
ment), and then choose the Fill Attributes command. The attributes you
choose at this time will apply to any graphics elements you draw after-
wards. The default fill is a solid black.

Line Attributes

To change the width (thickness) or style (solid, dashed, etc.) of any line
graphics element or the outline around a rectangle, rounded rectangle, or
circle graphics element, choose the Line Attributes command from the At-
tributes Menu.

Here are a couple of things to remember about line attributes:

® The full set of line styles is only available for lines that use the default
width. (The default width can vary according to what kind of printer
you have.)

® To draw a rectangle or circle with no outline, set the Width to zero by
pressing the Esc key.

The End Styles attribute makes it possible to draw lines that are squared,
rounded, or have arrows at either end.

In the dialog, the column on the left

I L determines the end style of the line at
End Styles: (U » - its start (rounded, in this case); the
= R column on the right determines the
- - end style of the line at its finish (an
arrow). The selected style is indicated
by a marker.

7-12



GEM Desktop Publisher Grayphics Elements

The illustration below shows two lines that would result from these set-
tings in the Line Attributes dialog.

- /
To preset your line attributes, switch to graphics select mode, de-select
any selected graphics elements (click in the work area away from the ele-
ment), and then choose the Line Attributes command. The attributes

you choose at this time will apply to any graphics elements you draw
afterwards.

start

finish
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Section 8

Menus

The GEM Desktop Publisher menu bar contains the following menu tit-
les: File, Edit, Style, Attributes, Page, Options, and PUBLISHR.

To choose a command from a menu:

1. Move the pointer to the menu’s name in the menu bar. If you have
set your menu drop-down preference to “No click,” this automatically
displays the menu. If your menu preference is set to “Click,” you
must click the mouse button to display the menu. These options are
described in the GEM/3 Desktop User’s Guide.

2. Move the pointer through the menu until the command you want is
highlighted.

3. Click the mouse button.

Keyboard Command Equivalents

Publisher offers you a shortcut way of choosing commands: In addition
to using the menus, you can type a command code from the keyboard.

For example, in Publisher’s default form, you can invoke the New com-
mand (in the File Menu) by typing Ctrl-W (holding down the Ctrl key
while you type W, in upper or lower case) and the Paragraph command
(in the Style Menu) by typing Alt-2.

The shortcuts are listed in the menus, using the following notation:

® A caret (™) represents the Ctrl key.
® A diamond () represents the Alt key.
® An up-arrow () represents the Shift key.

If a command is not available at the moment, its keyboard equivalent has
no effect either. For example, the Paste command is not available if
there’s nothing in the CLIPBRD folder; there’s nothing to paste. Unavail-
able commands are dimmed (“grayed out”) in the menus.
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File Menu

New N
Open... 0
Save ~y
Save as... M
Abandon “A
To App...

To OQutput “U
Quit “Q

Note: The keyboard equivalents in the illustrations are Publisher’s
defaults. Appendix A describes how you can make your own set of
keyboard equivalents.

New

Open

Save

Starts a new document in the active window.

If there is a document in the window and you have
saved all edits, Publisher clears the document from the
screen and presents you with a clean page. The filename
in the title bar becomes UNTITLED.GWD.

Displays the Item Selector so you can bring an existing
document into the work area. (The Item Selector is
described in detail in Apppendix D.)

See “A Note on Opening Documents” at the end of the
description of this menu.

Saves the document in the work area. The Save com-
mand always saves the document to the name and path
in the window’s title bar, overwriting the existing docu-
ment with the new version.
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Save as

Abandon

To App

To save documents under different names or to a dif-
ferent path, use the Save as, described next.

Use the Save command at regular intervals during a
Publisher session to guard against losing your edits to
power failures, computer malfunctions, or other un-
foreseen calamities.

Displays the Item Selector so you can save the document
in the active window’s work area under the name you
supply. This is the command you use to name and save a
document for the first time.

Note: Appendix D contains more information on saving
documents.

Tells Publisher to throw out any changes you have made
to your document and return to the last version you
saved. If you haven’t yet saved the document, Abandon
returns you to an empty work area.

Displays the Item Selector so you can start another GEM
application and edit the text or graphics in the currently
selected rectangle of your Publisher document.

For example, let’s say the selected rectangle contains a
GEM Draw Plus file called PICTURE.GEM. If you
double-click on DRAW.APP in the Item Selector direc-
tory window, you exit Publisher, and GEM Draw Plus is
started with PICTURE.GEM in the work area.

If the rectangle contains a file called IMAGE.IMG and
you double-click on PAINT.APP, GEM Paint is started
with IMAGE.IMG in its work area.

If the rectangle contains a text file called TEXT.ASC and
you double-click on WORDPLUS.APP, GEM 1st Word
Plus is started with TEXT.ASC in the work area.
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To Output

Quit

GEM Desktog Publisher

When you exit the application, you return to Publisher.
The page you were on when you chose the To App com-
mand is again displayed in the work area.

If no rectangle is selected when you double-click on the
filename, the application starts with an empty work area.

Starts the GEM Output program. Output is described in
the tutorial (Section 4) and in the GEM/3 Desktop User’s
Guide.

In addition to directing your output to a printer, you can
direct it to the screen. When you output to the screen,
however, remember the following:

@ Image files cannot be reproduced in screen output. In-
stead, they are represented by a shaded rectangle.

o If the document is more than one page long, you can
display the second and any subsequent pages by
pressing the Enter key or by setting the Screen
Preferences to a time interval. Screen Preferences are
described in the GEM/3 Desktop User’s Guide.

Ends your Publisher work session. Quit returns you to
the place from which you started Publisher, either the
GEM Desktop or the operating sytem prompt.
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“Abandon/Save” Alert

If you have not saved your current edits when you choose the New,
Abandon, To App, To Output, or Quit command, Publisher displays an
alert that asks if you want to abandon or save the edited document. The

alert gives you three options:

Abandon You lose any edits made since the last time you saved
the document.

Save Publisher saves the document. If it already has a name,

Publisher saves it under that name. If it is a new docu-
ment, Publisher displays the Item Selector so you can
name and save it for the first time. (See the descriptions
of the Save as command and the Item Selector.)

Cancel Publisher disregards the command.

A Note on Opening Documents

When you open a document, Publisher “remembers” how things were
when you last saved the document. When the document is loaded into
memory, it brings the following with it:

® style sheet

® page orientation (Portrait/Landscape)

® image size (for example, 8 x 10 or 8 x 13)

® unit of measure of the image (inches/centimeters)
® grid size (the space between grid points)

In addition, the default path and file extension in the mini-selector and
Item Selector are set to where they were when you saved the document.
Finally, the document is opened to the page you were on when you
saved it.

See “Missing Source Files” in Appendix C for a discussion of what hap-
pens if any of the document’s files are missing.
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Edit Menu
Cut +D
Copy +C
Paste +U

Empty Rectangle
Center Rectangle

Select All +3
Make Header *H
Cut Cuts selected rectangles, graphics elements, or a block of

text to the CLIPBRD folder (described on the next page).
The rectangles, elements, or block are removed from the
work area.

Copy Copies selected rectangles, graphics elements, or a block
of text to the CLIPBRD folder. The original rectangles,
elements, or block remain in the work area.

Paste Pastes rectangles, graphics elements, or a block of text
from the CLIPBRD folder into the work area on the cur-
rent page.

Empty Rectangle

Removes the text or graphics from the currently selected
rectangle, leaving an empty rectangle. Removes all
graphics elements attached to the rectangle.

Center Rectangle

Centers the currently selected rectangle or group of rec-
tangles horizontally on the page.
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Select All In Rectangle and Select modes, selects all rectangles on
the current page. In Paragraph mode, selects all
paragraphs on the current page. In Graphics mode,
selects all graphics elements.

Make Header For graphics rectangles only. Makes the currently selected
- graphics rectangle a header or footer. See the discussion
of headers and footers in Section 9.

CLIPBRD Folder

When you cut or copy rectangles, graphics elements, or text, Publisher
places it in a folder called CLIPBRD. (CLIPBRD is created by the GEM
Setup program discussed in Section 2.)

CLIPBRD is “one level deep” for rectangles and text blocks; it can only
hold one of each at a time. For example, if there is already a rectangle in
CLIPBRD when you cut or copy one from your document, the first rec-
tangle is deleted from the folder. Note, however, that cutting or copying
a rectangle has no effect on text in CLIPBRD, and cutting or copying text
has no effect on rectangles.

After you cut or copy a rectangle or text block to CLIPBRD, you can paste
itinto the document as often as you want. In that sense, CLIPBRD is like
the paste buffer in a word processing application.

Note: When you quit Publisher, any rectangle (graphics or text) in the
CLIPBRD folder is automatically deleted, but a text block in CLIPBRD is
saved as a standard ASCII file with the filename SCRAP.ASC. To paste
SCRAP.ASC into a document, switch to Text mode, click the I-beam
where you want the text to appear, and choose the Paste command from
the Edit Menu.
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Pasting Rectangles and Graphics Elements

To paste rectangles into your document from the CLIPBRD folder, switch
to Select or Rectangle mode and then choose the Paste command from
the Edit Menu. To paste graphics elements into the document, select the
rectangle to which you want them attached, switch to Graphics mode,
and choose the Paste command.

Publisher pastes the rectangles or graphics elements into the current
page in the same location that it occupied on the page from which you cut or
copied it.

If you copy a rectangle and then paste it back onto the same page, it ap-
pears on top of the original rectangle. You can then drag it to another
part of the page.

When Publisher is in 2 PG view, it always pastes rectangles and text
blocks into the current page identified in the window’s title bar. To
make the other page current, simply click in it.

Cutting/copying and pasting is the only way you can move or copy a rec-
tangle from one page to another.

Text

Cutting, copying, and pasting text blocks are described in Section 6
under “Marking Text Blocks” and “Cutting, Copying, and Pasting Text.”
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Style Menu

Get Style Sheet... ¢6
Save Style Sheet... ¢7

Copy Para Style... +8
Delete Para Style... 9

Get Style Sheet

Displays the Item Selector so you can select a style sheet
for your document. See the discussion of style sheets in
Section 5.

Save Style Sheet

Displays the Item Selector so you can name and save the
current style sheet for your document. See the discus-
sion of style sheets in Section 5.

Copy Para Style

Paragraph mode only. Displays a dialog in which you
enter a new paragraph style name. The new style takes
the attributes of an existing paragraph style, either the
currently selected paragraph or one you name in the
dialog. See the discussion of style sheets in Section 5.

Delete Para Style

Paragraph mode only. Displays a dialog with which you
can delete the currently selected paragraph style or any
other style except Body Text. All text with the attributes
of the deleted paragraph style reverts to Body Text. See
the discussion of style sheets in Section 5.
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Attributes Menu
Character... +1
Paragraph. .. +*?2
Hyphenation...
Paragraph Tabs... 3
Rectangle... +4

Line Attributes...
Fill Attributes...

Page Numbers. .. +5

Character Paragraph mode. Displays a dialog in which you can for-
mat the character attributes—font, style (Bold, Italic, or
Bold Italic), point size, and text color—of the current
paragraph style.
Text mode. Displays the same dialog so you can format

the character attributes (including kerning) of a selected
block of text.

For a full discussion of this dialog, see Section 5.

Paragraph Paragraph mode only. Displays a dialog in which you can
format the paragraph attributes—indents, line spacing,
tracking, and alignment—of the current paragraph style.

For a full discussion of this dialog, see Section 5.

Hyphenation  Paragraph mode only. Displays a dialog in which you can
turn on hyphenation for the current paragraph style.

For a full discussion of this dialog, see Section 5.
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Paragraph Tabs

Paragraph mode only. Displays a dialog in which you can
set the tab stops for the current paragraph style. Stops
are set according to the unit of measure in the ruler, and
are aligned to the left, right, center, or by decimal points,
measured from the Left Indent value of the paragraph

style.

For a full discussion of this dialog, see Section 5.

Rectangle Rectangle and Select mode only. Displays a dialog in which
you can set the attributes of a text or graphics rectangle.
Text rectangle attributes are described in Section 6;
graphics rectangle attributes are described in Section 7.
The Rectangle command is only available in Select and
Rectangle modes, and only when a text or graphics
(.GEM or .IMG, not one created in Publisher’s Graphics
mode) rectangle is selected.

Line Attributes

Graphics mode only. Displays a dialog in which you can
set the color, type (solid, dotted, dashed, or dot-dash),
end styles, and width of lines drawn in Publisher’s
Graphics mode. Line attributes also apply to the out-
lines of rectangles, rounded rectangles, and circles
drawn in Graphics mode. These attributes are described
in Section 7.

Fill Attributes Graphics mode only. Displays a dialog in which you can
set the fill attributes of a rectangle created with
Publisher’s Graphics mode. These attributes are
described in Section 7.
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Page Numbers Displays a dialog in which you can choose the format of
your page numbers: letters, Arabic numerals, or Roman
numerals. See the description of the Make Header com-
mand (Edit Menu) and the description of headers and
footers in Section 9.

You can also use this dialog to specify the number of the
first page of your document. The default page number is

1, but you can start with any page number up to and in-
cluding 99.
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Page Menu

Hide Graphics ¢F1
Show Position ¢F2
Show Size *F3
Hide Toolkit ¢F4
Ruler in Picas ¢F5
Landscape *F6
Auto Grid OFF oF7

Go to Page... ¢F8
Insert Page *F9
Delete Page +F18

Image Size... F4
Grid Size... F2

Hide Graphics/Show Graphics

Changes the contents of all graphics rectangles from the
actual picture to a shaded rectangle. The rectangle con-
tains the directory path information for the graphics file.
Hiding graphics considerably speeds up Publisher’s
screen drawing time for image (.IMG) files.

Hiding graphics does not affect the appearance of your
document in output.

This command is a toggle. When graphics are hidden,
the command changes to Show Graphics.

Show Position Select, Rectangle, and Graphics mode. Publisher displays
the coordinates of the position of the cross hair or
pointer in the work area. The coordinates are given in
the current unit of measure (inches, centimeters, or
picas) and are always calculated from a [0,0] at the upper
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Show Size

left corner of the page (not the work area--in Norm or 2x
view, the upper left corner of the page is not visible in
the work area if you have scrolled the document).

A marker in the menu indicates when Show Position is
in effect. To “turn off” Show Position, simply click on
the command again.

Select, Rectangle, and Graphics mode. As you draw a rec-
tangle, Publisher shows you its size by giving the coor-
dinates of the cross hair, measured from the upper left
corner of the rectangle. The coordinates are given in the
current unit of measure (inches, centimeters, or picas).

In Select mode, Publisher displays the rectangle’s size, in
coordinate form, when you press the mouse button
while the pointer is on any of the rectangle’s handles.

A marker in the menu indicates when Show Size is in ef-
fect. To turn off Show Size, simply click on the com-
mand again.

Note: Show Size and Show Position are mutually ex-
clusive; turning one on automatically turns off the other.

The figure below illustrates the difference between
Show Position and Show Size.
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Hide Toolkit/Show Toolkit

Removes the toolkit from the screen, making the work
area larger and allowing more of the page to be visible.

This command is a toggle. When the toolkit is hidden,
the command changes to Show Toolkit.

Rulers in Inches/Picas/Centimeters

Toggles the ruler’s unit of measure between Inches and
Picas or, if you switch to a metric page with the Image
Size command (described later in this menu), between
Centimeters and Picas.

Landscape/Portrait

Toggles the page orientation between Landscape (a
horizontally oriented page) and Portrait (a vertically
oriented page). The default page orientation is Portrait;
the default form of the command is its opposite,
Landscape.

Auto Grid Off/On

Toggles Publisher’s “auto grid” (or “grid snap”) off and
on. The default setting of the grid is On; the default
form of the command is its opposite, Auto Grid Off.

The grid makes possible considerable precision and ac-
curacy in the creation and alignment of rectangles. It is
made up of the points of intersection of the ruler incre-
ments. For example, if the rulers are divided into
quarter-inches, there is a grid point every quarter-inch
in the work area. (The grid points are invisible; the work
area isn’t filled with little dots.)
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Go to Page

Insert Page

Delete Page

GEM Desktgg Publisher

When you are creating a new rectangle with the grid
On, the cross hair always “snaps” to the nearest grid
point. Similarly, if you move a rectangle, it always snaps

to the nearest grid point.

When the grid is Off, there is no snap. Rectangles are ex-
actly the size you make them, and they are located in ex-
actly the place you create or move them.

Displays a dialog in which you can enter a page number.
Publisher then displays the page in the work area.

Inserts a blank page immediately before the current
page. This blank page then becomes the current page.

To make the new page part of an existing document, do
the following;:

1. Add arectangle to the page.

2. Click on the name of the document’s text file in the
mini-selector.

Publisher reformats the entire document, including the
new page.

Deletes the current page from your document. If the
page contained text from a file spread over several pages,
Publisher reformats the entire document.
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Image Size Displays a dialog in which you can choose the following:

® The rulers’ basic unit of measure, Inches or Cen-
timeters. Note the effect of this choice on the Rulers
in Inches command described previously.

® The size of the image, the full usable part of the page,
including the margins enforced by a printer. With In-
ches as the rulers’ unit of measure, Publisher supports
two image sizes, 8 x 10 and 8 x 13. With Centimeters
as the unit of measure, Publisher supports the A4 (17 x
25.7 cm.) and A3 (25.7 x 38 cm.) paper sizes.

For example, when an 8 x 10 image is printed on an 8 1/2
x 11 page, there is a 1/4-inch margin on each side of the
page and a 1/2-inch margin at the top and bottom.

Grid Size Displays a dialog in which you choose the increment of
the unit of measure for the rulers and the grid. For ex-
ample, if the unit of measure is Inches and you choose
1/2, the ruler is divided into half-inch increments, and
the grid points occur every half inch.
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Options Menu
Copy Document... *A
Copy Print Files... oP
Set Preferences... o
Save Preferences N

Hyphenate Word. ..
Select Width Table...

Status...

Editing Shortcuts... F1

Icon Shortcuts... F3
Copy Document

Allows you to copy a document and all its associated text
and graphics files to another folder or disk or from
another folder or disk.

Publisher embeds a lot of information in its document
files, including path information telling it where to find
the text files, style sheet, and graphics files in the docu-
ment. For that reason, except for the case noted below,
you must use Copy Document, not the GEM Desktop or
operating system, to copy your documents. If you don't,
you won't be able to open the copy of your document.

When you choose the Copy Document command,
Publisher displays the Copy Document dialog, il-
lustrated on the next page.
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close box

folder name —

« CONTRACT

IC

Document :

Destination:

Copy GMP File:

C:\GEMAPPS\GEMPAGES\BUSLETTR .GWD

A:\DOCS\

[ ves M I - ) 5y

To select a document for copying, bring its name into the
Document window and click on the name. Publisher
copies the name and full path to the Document line
below the window.

The Document window initially lists the files contained
in the current folder, the one named in the main
window’s title bar. If need be, use the close box or folder
names to change the path and bring the document name
you want into the window. (This window works in
much the same way as the Directory window of the Item
Selector, described fully in Appendix D.)

Now choose the destination for the copy. As before, use
the close box or folder names to change the path to the
destination you want.

The illustration shows the Copy Document dialog after
you have selected a file and its destination. In this case,
the file BUSLETTR.GWD will be copied from the
\GEMAPPS\GEMPAGES folder on the hard disk to the
\DOCS folder on a floppy disk in drive A.
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The dialog gives you the option of not copying the
document’s .GMP (output) file. Choose this option if the
destination disk does not have room for the .GMP or if
you want to save time in copying.

If you're copying to a floppy disk as a means of transfer-
ring a document from the hard disk on one computer to
the hard disk on another computer, you must use Copy
Document to copy the document from hard disk to flop-
py disk (the beginning of the journey) and from floppy
disk to hard disk (the end of the journey).

Note: You cannot use Copy Document to copy a docu-
ment directly from one floppy disk to another. Instead,
use the GEM Desktop or operating system commands to
copy files from floppy disk to floppy disk.

Copy Print Files

Allows you to copy to another disk or directory the files
required for printing a document. (The required files are
the .GMP file and any .IMG files.)

The Copy Print Files command works in the same man-
ner as the Copy Document command.
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Set Preferences

Displays the following dialog:

Multimate Advantage II (RSC) DOC f
GEN Write 1.8 (ASC) GNT
WordPerfect 4.2 (RSC) WPR | v

Key moppings:
Startup with:
Save 64 with doc: JEXIN First paged to print: 1__
Last pageit to print: 108
Make Backup: [0 _]
Show Critical Alerts:
Ruto Reformat after 15_ seconds I ok | [Cancel]

Note: The preferences set in this dialog remain in effect
only through the current Publisher session, unless you
choose the Save Preferences command.

Filter E .
These are the file extensions that tell Publisher what
word processor you used to create your text files. For ex-
ample, in the default configuration, if your text file has a
.TXT extension, Publisher assumes it is an ASCII file. If
the file has a .WST extension, Publisher assumes it is a
WordStar document mode file; if it has a FWP exten-
sion, Publisher assumes it is a GEM 1st Word Plus file in
WP mode.

Publisher uses these extensions to determine which file
translation to perform on the file when creating the .ASC
file that will be associated with the document. For more
on these file translations, see “Filters” in Appendix A.
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If you are not using the defaults, you can change the file
extensions in the dialog. You can also use the Esc key to
clear the file extension fields for word processors you
don’t use. This makes using the mini-selector faster be-
cause you don’t have so many extensions to go through.
See “Changing File Extension” in Appendix D.

You don’t have to use the same extension for every file
created with a particular word processor. For example,
you could use a WordPerfect file with the default exten-
sion of .WPR in one rectangle, then draw a new rec-
tangle, change the WordPerfect extension to .MEM, and
read a WordPerfect file with the MEM extension into
the new rectangle.

Note: MultiMate, GEM 1st Word Plus, and GEM Write
all create files with the .DOC file extension. However,
because MultiMate requires the .DOC extension and the
others allow other extensions, the Publisher defaults are
.DOC for MultiMate, . FWP for GEM 1st Word Plus, and
.GWT for GEM Write.

If you will not be using MultiMate but will be using
GEM 1st Word Plus or GEM Wrrite, and if you want to
use the .DOC extension for your text files, clear the
MultiMate extension field and change the GEM 1st
Word Plus or GEM Write extension to .DOC.

See Appendix A for a description of Publisher’s word
processor support.

Key mappings
Key mappings let you change the functionality of the
keyboard and Publisher menus to match one of the sup-

ported word processors. See Appendix A for a full
description of key mapping.
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Options Menu

S itl
The preferences dialog gives you two choices of what is
in the work area when you first start Publisher. The
“blank window” option results in an empty work area;
you can either start a new document or open an existing
document. The “previous document” option starts
Publisher exactly where you were when you quit your
previous session. Publisher remembers and reproduces:

® the document in the work area, including its style
sheet

® the mode you were in

® the current page for the document

® the view (Full, 2 PG, etc.) for the current page

® the size and location of the window

Save GMP with doc

There are three reasons you might not want to save the
.GMP (output) version of your document: doing so can
be time-consuming for large documents, the file can take

up a lot of disk space, and it isn’t necessary until you are
actually ready to print the document.

With that in mind, you can turn “Save GMP with doc”
OFF. When you are ready to print the document, turn
this option back ON just before you save the document.

Make Backup

When you open, edit, and save a document with Make
Backup set to On, Publisher makes backup copies of the
document, its style sheet, and the ASCII version of its
text file. The backups have the same filename; they are

identified by a file extension whose last character is a
dollar sign (GWS$, .ST$, .AS$).

With Make Backup set to Off, Publisher replaces the
original document with the new version when you save.
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The backup feature is intended to give you a “fallback”
in the event that you are unable to use your current ver-
sion of the document. To use the backup files:

1. Quit Publisher and return to the GEM Desktop or the
command line.

2. Delete the current document files (GWD, .STL, and
.ASC).

3. Rename the backup files from .GWS$ to .GWD, .ST$ to
.STL, and .AS$ to .ASC.

4. Restart Publisher.

Making backup files has two consequences that might in-
fluence your choice of this preference:

® Saving documents is slower when a backup is being
made.

® Backup files take up additional space on your hard
disk or floppy disk.

Show Critical Al
This option makes available an “expert” level of opera-
tion. When Show Critical Alerts is turned OFF, several
of Publisher’s alerts (most notably the “Word too long”

alert described in Appendix B) are suppressed, and the
program runs with fewer interruptions.
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Auto Reformat

(Applies to TEXT mode only.) This option allows you to
set how long Publisher waits for keyboard input before
reformatting your text. For example, if you set the inter-
val to ten seconds, Publisher automatically reformats the
text if you haven’t typed anything in ten seconds. You
can set the interval to zero seconds (constant reformat-
ting), but this will slow Publisher’s performance
noticeably. The default interval is fifteen seconds.

To set the interval, click on the number field, press Esc to
clear the field, and enter a new number.

First/Last g .
This option allows you to print one page or a range of
pages from a document—for example, page 6 alone or
pages 6 through 12. (To print a single page, set both
values to the same page number.)

When you save a document after selecting a single page
or a page range, Publisher creates a .GMP file that con-
tains only the page or pages in the selected range. This
.GMP file replaces any other .GMP file for the same docu-
ment.

A selected page range applies to the .GMP file for any
document you save. To print a different page range or
to print the whole document, you must change this op-
tion before saving,.

Note: You can also print a single page or a page range
with the GEM Output program, even if the .GMP file is
for the whole document. (See the description of the
GLOBAL PREFERENCES dialog in the GEM/3 Desktop
User’s Guide.)
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Save Preferences

Saves the preferences set in the Preferences dialog. If
you don’t save them, the preferences only remain in ef-
fect through the current Publisher session.

In addition to saving the preferences named in the
dialog, the Save Preferences command also saves the
current state of the following:

® Graphics (Hide/Show)

® Show Position (on/off)

® Show Size (on/off)

® Toolkit (Hide/Show)

® Rulers in Picas/Inches

® Auto Grid (on/off)

o mode (Select/Rectangle/Text/Paragraph)

® view (2 PG/Full/Norm/2x)

® rulers (on/off)

® size of Publisher’'s window and its position on the
screen

® portion of the page visible in the work area (i.e., posi-
tion of the sliders)

When you save preferences, Publisher creates a file
called PUBLISHR.INF in the GEMAPPS folder. To re-
store Publisher’s default preferences (the preferences
that Publisher comes with), return to the GEM Desktop
or the command line and delete PUBLISHR.INF.

Hyphenate Word

Displays the Hyphenation Exception Dictionary dialog,
so you can add or delete special word hyphenations in

the hyphenation exception dictionary. Hyphenation is
described in detail in Section 5.
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Ogtions Menu

Select Width Table

Status

Displays the Item Selector so you can select a new width
table for your document. You might select a width table
to gain access to certain fonts or to create a document
specifically for a certain type of output device.

You can output successfully with any of the width tables
provided, but the width table specifically for your
printer will produce the best character spacing.

Displays a dialog that gives the current status of your
document: the number of files, pages, rectangles, and
graphic elements that have been used, the number that
are still free, and the total number available. The dialog
also lists file buffer and disk drive status.

Editing Shortcuts

Icon Shortcuts

Displays a dialog listing the current text-editing and cur-
sor control keystrokes. The keystrokes vary according to
the key mapping currently in effect. Key mappings are
discussed in Appendix A.

Displays a dialog listing the keystroke shortcuts-you can
use for the toolkit icons. For example, to switch to Rec-
tangle mode, you can press Shift-F2. To select something
from the mini-selector, you can press Ctrl and the func-
tion key whose number corresponds to the line in the
mini-selector window on which the item appears. Thus,
to select the third item, you press Ctrl-F3.

The keystrokes vary according to the key mapping cur-
rently in effect.
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PUBLISHR Menu

PUBLISHR
Publisher Info...

Calculator
Clock

Print Spooler
Snapshot

Publisher Info Displays an informational dialog that includes the ver-
sion number of your copy of Publisher.

Desk accessory names

Starts the specified desk accessory.

Desk Accessories and System Memory

The PUBLISHR Menu can list a variety of desk accessories, including the
Calculator, Clock, Snapshot, and Print Spooler. Because desk accessories
take up space in your computer’s memory, they can make applications
like Publisher run more slowly. To avoid any loss of performance, you
can free up memory by disabling any desk accessories you don’t plan to
use. Here are the steps:

1. Go to the GEM Desktop.

2. Open the GEMBOOT folder. The files for the desk accessories have a
ACC file extension: SNAPSHOT.ACC, for example.

3. Using the Info/Rename command, change the file extension of the ac-
cessories you want to disable to something meaningless, like SNAP-
SHOT.ACX. (Note that the calculator, clock, and print spooler are all
contained in a single file called CALCLOCK.ACC.)
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4. Exit the GEM Desktop to the operating system and then restart the
GEM Desktop. The names of the disabled desk accessories will no
longer appear in the DESKTOP or PUBLISHR Menu.

To restore the desk accessories, simply change the file extensions back to
.ACC. Remember that you must exit and restart the GEM Desktop for the
restored desk accessories to appear in the menu.

Note: You can also disable and restore desk accessories from the com-
mand line. Your operating system user’s guide explains how you change
directories and describes the REN (Rename) command.
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Section 9

Headers and Footers

Headers (sometimes called “running heads”) appear at the top of each

page of a document. A typical header might have the document’s
title above a line known as a rule, which extends from margin to margin.
Headers can alternate the title from left to right for even- and odd-num-
bered pages.

Footers appear at the bottom of the page. The most common footer is a
page number, but footers can also include dates or statements of owner-
ship like “This material proprietary to XXX Corp.” Like headers, footers
can alternate from left to right on the page.

Note: As far as Publisher is concerned, headers and footers are the same
thing; they’re just on different parts of the page. The steps for creating
headers and footers are identical, and the command is called Make
Header. For that reason, the remainder of this section only uses the term
“header.” (In fact, you can put headers anywhere on the page, not just at
the top or bottom.)

Headers as Graphics Files

Headers in GEM Desktop Publisher are actually graphics files created with
GEM Draw Plus, GEM Artline, or any application that produces a .GEM-
format file. Using graphics files makes it possible for you to combine text
with a non-text design like a rule or a company logo.

You can use headers in a number of ways, not just to put a document title
and page number at the top and bottom of your page. For example, you
can use the Make Header command to cause any graphics file (like a
design or letterhead) to repeat throughout a document.
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Page Number Files

Several sample page number files are included in the PAGENBRS folder,
located inside the GEMPAGES folder. Their filenames (PNC07001.GEM,
PNL07004.GEM, etc.) use the following codes:

PNC Page Number, Centered

PNL Page Number, Left-Adjusted

PNR Page Number, Right-Adjusted

07 7 inches wide

001 the number of the file in its group

If you create header files of your own, you can give them any name you
find useful.

Creating Headers

The page number files give a good idea of how a simple header is created.
Look at one or two of them in GEM Draw Plus before you create your
own. When you're ready to go ahead, first design the header in your
mind. Know what font, type style, and type size you want to use, as well
as the width of the text rectangle it will accompany.

Each header should have a background rectangle to help locate it within
the graphics rectangle in Publisher. As you create the header in GEM
Draw Plus, keep these rules in mind:

® The background rectangle should have the solid white fill pattern and
the “None” line style. (You can see this rectangle in the page number
files by choosing the Select All command in GEM Draw Plus. The il-
lustration under “Putting All Your Headers in One File,” later in this
section, shows the background rectangle. The background rectangle
accounts for the large extents around the two page number headers.)
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Make the rectangle the same width as the header. In other words, if
the header is four inches wide, the background rectangle should also
be four inches wide. If the header contains only text, but contains one
of the header codes described later in this section (for example, just a
date or a page number, but no rule or other design), make the back-
ground rectangle wider than the text. This allows for variations in the
length of the final header. For example, a date header’s rectangle
should be big enough to accommodate both May 1, 1987 and Septem-
ber 30, 1987.

® Center, right-align, or left-align the header in the background rec-

tangle, and then use the Make Group command before you save the
header file.

Adding a Header to Your Document

When adding headers, make sure you do it from the first page on which
you want the headers to appear, before you press PgDn to display the next
page. Publisher will then automatically treat the rectangle as a header on
each succeeding page.

If you go past the page at which you wanted to start your headers, you
can go back and add the header rectangles later, but you'll have to Make
Header for each one individually.

To add a header to a document:

1.

Create a rectangle for the header. The Show Size command or the
rulers can help you make sure the rectangle is the same width as the
header you’'re bringing in.

In the mini-selector, click on the file extension indicator until it reads
* ,GEM. Then click on the header’s filename in the mini-selector
window.
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3. With the header rectangle selected, display the Edit Menu and choose
the Make Header command. Make Header causes the header to
repeat on subsequent pages and also switches the rectangle to the
Maintain graphics option. (See “Rectangle Attributes” in Section 7.)

The Maintain option has two important effects on the header rectangle:

® It causes the header to appear in its true size. A 5-inch header is now
exactly five inches wide.

® It ensures that header text appears in its true size. For example, 10-
point text in the header is now the same size as 10-point Body Text.

Header Codes

Publisher recognizes several codes in headers and translates them to the
date, time, or a page number. You insert the codes when you create the
header in GEM Draw Plus, and the actual translation takes place when
you choose the Make Header command in Publisher. For example, the
code <§page> is translated to the current page number.

The table on the next page describes the codes.
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Header Codes
Code Example Description
<$page> 5 page number
<$lastpage> 26 last page of current sequence
<$dateFusa> May 6, 1987 Full American-style date
<$datesusa> 5/6/87 Short American-style date
<$dateMusA> 05/06/87 Medium American-style date

<$dateLUSA> 05/06/1987 Long American-style date
<$dateFEUR> 6 May, 1987 Full European-style date

<$dateSEUR> 6/5/87 Short European-style date
<$dateMEUR> 06/05/87 Medium European-style date
<$dateLEUR> 06/05/1987 Long European-style date
<$timel2r> 412 p.m. 12-hour clock time, lowercase
<$timel2u> 412P.M. 12-hour clock time, uppercase
<$time24> 16:12 24-hour clock time

The <$lastpage> code makes it possible to create page numbering in
the form “Page 6 of 25.” Such a footer would use this form:

Page <$page> of <$lastpage>

Note also that the Page Numbers dialog, which is displayed when you
choose the Page Numbers command, includes a field called “This page
#.” If you don’t enter anything in this field, the numbering automatical-
ly starts with the first page with the <§page> code as page 1, but you
can use this field to start page numbering with any number up to 99.

You can use the “This page #” field to reset the page number more than
once in a document. For example, you could produce a document whose
pages are numbered 1,2,3,7,8,9,1, 2, 3,4, and so on.
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The date and time that appear on the screen and the date and time actual-
ly saved in the document will differ in this manner:

® At first, the screen shows the date and time you chose the Make
Header command. Thereafter, it updates the date and time every time
you cause the screen to redraw (for example, by scrolling the work area
or displaying a dialog).

® The date and time saved in the document are the date and time you
chose the Save or Save as command.

The following narrative describes how this works:

1. At10:30 A.M. on April 20, you choose Make Header. The header on
the screen reads 10:30 A.M., April 20.

2. At 10:40 you're still in the same place. You haven’t scrolled the work
area, displayed a dialog, or otherwise caused the screen to redraw.
The header still reads 10:30.

3. You scroll the header out of the work area. At 10:45 you scroll it back '
into view. The header now reads 10:45.

4. At11:00 you save the document and print it. The printed document
reads 11:00 A.M., April 20.

5. At9:45 AM. on April 22, you open the document again. The header
now reads 9:45 A.M., April 22.

Many documents (including this one) use sectional paging, like 3-21 or B-
16. Sectional paging in Publisher requires a different header for each sec-
tion, with the section number or letter before the page code, as in the
following examples:

3-<$page>
B-<$page>
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Alternating Headers

Many documents use different headers on odd- and even-numbered
pages. For example, you might want the document title on the left for
even pages and on the right for odd pages. Similarly, you might want
even page numbers to appear at the left margin and odd page numbers to
appear at the right margin. In Publisher, both are possible, as in the
illustration below.

Uszer's Guide User's Guide

Creating Alternating Headers

The first step in creating alternating headers is to create separate GEM
Draw Plus files for each header. For example, to create the headers il-
lustrated above, you need four header files:

® odd-page header (right-aligned document title)
® odd-page footer (right-aligned page number)

® even-page header (left-aligned document title)
® even-page footer (left-aligned page number)
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Once you feel really at home with Publisher and GEM Draw Plus, you
can do it all in a sing]e file, as described later in this section. When
you're getting started, it’s easier to use separate files. '

The following steps describe how you use Publisher to add alternating
headers to your document. We'll call the header filess ODDHEAD.GEM
and EVENHEAD.GEM.

1. Lay out the first page of the document, including all text and graphics
rectangles. This is the time to get or create style sheets and do basic
text formatting.

2. Add arectangle for the header on the first page.

3. Change the file extension indicator in the mini-selector to .GEM and
then click on ODDHEAD in the mini-selector window. This loads
ODDHEAD.GEM into the header rectangle.

4. With the header rectangle selected, choose the Make Header com-
mand from the Edit Menu.

5. Press PgDn to display the second page of the document. Note that
the header rectangle automatically appears on the second page, al-
though at this point it still contains ODDHEAD.GEM. The remaining
steps replace ODDHEAD.GEM with EVENHEAD.GEM on the even
numbered pages.

6. Make sure the header rectangle on the second page is selected and
that the file extension indicator in the mini-selector is still set to
.GEM. (They should be, unless you’ve digressed from this sequence.)

7. Click on EVENHEAD in the mini-selector window. This puts
EVENHEAD.GEM into the header rectangle on the second page.

If you press PgDn to display the third page, ODDHEAD.GEM is in the
header rectangle. If you press PgDn again, EVENHEAD.GEM is in the
header rectangle of the fourth page. The headers continue to alternate
for the rest of the document.
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Putting All Your Headers in One File

Creating your headers in separate files is perhaps the easiest way to work
with headers, but it also has a drawback: It can contribute to a potential-
ly confusing proliferation of files.

As an alternative, you can create a single GEM file that contains all your
headers for the document. This requires some additional steps in GEM
Draw Plus and Publisher, but if you are experienced with both of these
programs, you'll find it's worth it.

There are several rules and suggestions to follow when you're creating a
single file containing all your headers.

® The background rectangles for all headers in the file must be the same
width, even if some are long headers with full-page rules and others
are very short page numbers. See the illustration that follows this dis-
cussion.

® Each individual header should be a group, made with the GEM Draw
Plus Make Group command. (See your GEM Draw Plus guide.)

® This step is optional, but it makes bringing the headers into rectangles
in Publisher much easier. After you have grouped the headers, display
the GEM Draw Plus rulers and space the headers at even vertical dis-
tances from each other. For example, you could make the top of each
header half an inch below the one above it.

® All the headers must be centered relative to each other. In other
words, one header can’t stick out to the left and another to the right.
To center them, select all the grouped headers with the Select All com-
mand from the Modify Menu, and then choose the Align Center com-
mand from the Alignment Menu.
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The illustration below shows one possible combination of headers in a
single file, an odd-page header and number and an even-page header

and number.
710 {Exponential Systems, Inc. Triplicate User's Guide%
i =
=
19 —_’{ B— < $page >I
‘ —
2
110 _'Eplicate User's Guide = Exponential Systems, Inc.}
2
- 1.5 _’% = §
] - < $page>
] -
3=

When you bring the headers into rectangles in Publisher, you need to
specify their vertical position in the file. The topmost header always has
a vertical position of zero inches. In this file, the remaining headers are
at .5 inch, one inch, and 1.5 inch. You'll see how to use these numbers in
a moment.
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Laying Out the First Page

Here are the steps for laying out the first page of a document, using a
single file for your headers:

1. Create and fill all your text and graphics rectangles.
2. Add aheader rectangle at the top of the page.

3. Put the header file (we’ll call it HEADER.GEM) into the header rec-
tangle. Because graphics rectangles are by default scaled, at first you
see all of HEADER.GEM. You'll change that in the next step.

4. With the header rectangle selected, choose the Make Header com-
mand from the Edit Menu. The headers are now cropped in the rec-
tangle, with the odd-page header at the top. Size the rectangle so that
only the top header is visible.

5. Add arectangle for the page number at the bottom of the page. The
rectangle should be the same size as the header rectangle at the top of
the page.

6. Put HEADER.GEM into the new rectangle. Again, all of
HEADER.GEM appears in the rectangle.

7. With the page number rectangle selected, display the Edit Menu and
choose the Make Header command.

8. Display the Attributes Menu and choose the Rectangle command.
Click the pointer on the vertical alignment field at the bottom of the
dialog, press the Esc key to clear the field, and enter the vertical coor-
dinate of the page number in HEADER.GEM. In the illustration, the
vertical coordinate is .5.

Exit the dialog. The odd-page number now appears in the rectangle.
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Laying Out the Second Page

To lay out the second page:

1. Press PgDn to display the second page. Note that both the header
and page number automatically carry over to this page, although they
are still set for the righthand page.

2. Make any changes to the text and graphics rectangles.

3. Switch to Select mode and click on the header rectangle at the top of
the page.

4. Display the Attributes Menu and choose the Rectangle command.

5. Click the pointer on the vertical alignment value, press the Esc key to
clear the field, and enter the vertical coordinate of the even-page

header. In our example, it is 1 inch. Exit the dialog. The even-page
header now appears in the rectangle at the top of the page.

6. Select the page number rectangle, display the Attributes Menu, and
choose the Rectangle command.

7. Inthe Rectangle dialog, set the vertical alignment for the even-page
number, 1.5 inch in the example.

You have now formatted the headers and page numbers for odd and
even pages. As you use PgDn to add pages to your document, you'll see
that they automatically appear where you want them on the page.
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Word Processor Support

his appendix describes two aspects of how GEM Desktap Publisher
interacts with your word processor:

® translating formatted text
® keyboard mapping

To get the most out of Publisher’s word processor support, you should be
familiar with the material on translating formatted text.

The discussion of keyboard mappings is fairly technical. You might want
to read the first couple of paragraphs of that section to get a general idea
of what it’s about and to decide if you want to go any further.

Translating Text

Publisher accepts ASCII text from any source, plus formatted text from
several word processing applications. “Formatted” refers to the presence
in the file of special characters whose functions include setting margins,
justifying text, and causing characters to appear in boldface, italics, or
with an underscore. These characters do not appear in printed output
and, depending on how WYSIWYG the word processor is, often do not
appear on the screen.

If you're not sure if the file is in ASCII format, go out to the operating sys-
tem command line and try to display it with the TYPE command. If you
can type the file successfully, it is probably in ASCII format. If typing the
file produces a lot of strange characters on the screen, the file is probably
formatted text.
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Text File Extensions

The Preferences dialog lists the file extensions currently in effect for text
files. Publisher supplies a default set of extensions for “Native (ASCII)”
text and formatted text from the supported word processors. For ex-
ample, in the default configuration, Publisher assumes a text file with the
.TXT extension is an ASCII file; it assumes a file with the .FWP extension
is formatted text from GEM 1st Word Plus and a file with the MSW ex-
tension is formatted text from Microsoft Word.

Note: See the discussion of wordprocessing file extensions, under the Set
Preferences command in Section 8, for an important note on GEM 1Ist
Word Plus, GEM Write, and MultiMate file extensions.

How Publisher Treats Unformatted Text

When you read an unformatted text fileintoa rectangle, Publisher makes
a two-part file translation:

1. It makes a copy of the file, giving the copy the file extension .ASC.

2. It creates a “temporary workfile” version of the .ASC file in your
computer’s memory. The workfile has the extension .TMP. All work
on the text (formatting paragraph styles, for example) takes place in
the temporary file.

When you save the document, Publisher creates a new version of the
.ASC file with the style codes and other formatting attributes you added
to the temporary file. The .ASC file becomes part of the document. The
original unformatted text file is unaffected by the text formatting process.

Meanwhile, the .TMP file is still in memory. It remains there until you
choose the New, To Output, or Quit commands.

If you have more than one text file in your document, Publisher creates
.ASC and .TMP files for each text file.
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Note: Do not assign the ASCII file extension (.TXT is the default) or the
extension .ASC to formatted text files. Reading a formatted file with
either extension into a rectangle can produce unpredictable results that
might cause you to lose work and require you to restart Publisher.

How Publisher Treats Formatted Text

When the text file you're reading into a rectangle has one of the word
processor file extensions listed in the Preferences dialog, Publisher as-
sumes it is formatted text from the word processor associated with that
file extension.

When it creates a .ASC version of a formatted text file, Publisher trans-
lates the source word processor’s formatting characters (for text attributes
like boldface, italics, and underscoring) to Publisher’s own codes <B>,
<I>, and <U> (described under “Text Blocks: Embedded Style Codes”
in Section 6).

Filters

Publisher translates your text files with special programs called filters.
These programs are located in the FILTERS folder inside the GEMSYS
folder—its path is \GEMAPPS\GEMSYS\FILTERS. The name of each fil-
ter identifies the word processor whose files it translates—for example,
WORDPERF.EXE translates WordPerfect files.

In most cases, you don’t need to be concerned with the operation of the
filters. The one exception is when you want to translate a large number
of files. To do so in Publisher could be time-consuming, and you might
find it faster to create a batch file to handle the translations. (Batch files
are explained in your operating system manual.)
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If you plan to use batch files for your filters, you should include the FIL-
TERS directory in your search path (also described in your operating sys-
tem manual), either by typing this command:

PATH C:\GEMAPPS\GEMSYS\FILTERS

or (better yet) by adding C: \GEMAPPS\GEMSYS\FILTERS to the PATH
command in your AUTOEXEC.BAT file. This command makes it possible
for you to use the filter program from anywhere in your directory tree.

The batch file is a series of lines naming the filter, the file to be translated,
and the name of the new file to be created, as in this example:

WORDPERF FILEl.WPR FILEl.ASC
WORDPERF FILE2.WPR FILE2.ASC
WORDPERF FILE3.WPR FILE3.ASC
WORDPERF FILE4.WPR FILE4.ASC
WORDPERF FILE5.WPR FILE5.ASC
WORDPERF FILE6.WPR FILE6.ASC
WORDPERF FILE7 .WPR FILE7.ASC

LICaY

Using the .ASC Version of a File

Once Publisher has created a .ASC version of your text file, use the ASC
version for all work on the current document; it contains the document’s style
codes. If you go back to the original text file when a .ASC version exists
in the same folder, Publisher displays an alert informing you that the
resulting file translation would overwrite the existing .ASC file. Over-
writing the .ASC file results in a new .ASC file without any style codes,
and you’d have to start formatting all over again.
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Creating Different Versions of a Document

Once you have formatted and saved a Publisher document, you can use
the same .ASC file to create other documents. If you do, remember these
facts:

® Any text changes you make in one document will appear in all other
documents that use the same .ASC file.

® The paragraph style names from your style sheet are now part of the
ASC file.

If you won’t be changing paragraph style names or otherwise changing
the text (including adding or deleting blank lines), you can use the Get
Style Sheet command to load a new style sheet and then use the Save as
command to save the new version of the document under a name of its
own.

If you will be changing style names or altering the text, use the GEM
Desktop or the command line to make as many copies of the .ASC file as
you plan to create new documents, and then use a different .ASC file in
Publisher for each version of the document.

Keyboard Mapping

The term “keyboard mapping” refers to the way Publisher makes it pos-
sible for you to use the keyboard to perform many of the actions you can
also do with the mouse. For example, you can use the mouse to choose a
command or switch modes or you can press a keystroke combination to
do either.

These keystroke combinations are all contained in a keyboard mapping
file that Publisher invokes when it first starts up. The purpose of this dis-
cussion is to describe the keyboard mapping file and to tell you how you
can modify the existing one or create one of your own.
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The keyboard mapping currently in effect is identified in the Preferences
dialog, and the keystrokes themselves are identified in the menus and
the Editing Shortcuts and Icon Shortcuts dialogs. The Preferences dialog
has room for as many as four keyboard mapping choices.

Default Keyboard Mapping: STANDARD.KYS

Keyboard mapping files have the extension .KYS and should always be
located in the GEMAPPS folder.

Publisher provides a default keyboard mapping file called STAND-
ARD.KYS. The instructions in this appendix make it possible for you to
create your own keyboard mapping file to match your word processor.

All KYS files are pure ASCII text. You can print STANDARD.KYS with
the PRINT command or the GEM Output program. The listing on the
next page shows the beginning and end of STANDARD.KYS.

A brief explanation of the “mini-selector line #1” entry (and the entries
after it) is in order.

You can use keystrokes, in addition to the mouse, to choose any of the
first eight items listed in the mini-selector. What these items are depends
on Publisher’s current mode. In Select and Rectangle modes, they are
files with the extension listed in the file extension indicator. In Text
mode they are text styles. In Paragraph mode they are paragraph style
names.

For example, to select the bold text style (the second style listed in the
mini-selector window in Text mode), you use the keystroke combination
for “mini-selector line #2.” In STANDARD.KYS this keystroke combina-
tion is Ctrl-F2.

The first column contains hexadecimal (hex) codes for keystroke combina-
tions. The middle column contains command names and other action
descriptions (like “Delete Character Left” and “Rectangle Mode”). The
column on the right contains a shorthand description of the keystrokes
defined in the first column.
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0017
000F

0016
000D
0001

0015
0011

2000
2E00
1600

1F00
2300

7000
7E00

7700
8000

5700
6600
6700
SE00
5F00
6000
6100
6200
6300
6400
6500
5800
5900
SA00
5B00
5C00
5D00

STANDARD.KYS Listing

Publishex info
desk accessory
desk accessory
desk accessory
desk accessory
desk accessory
desk accessory
(File Menu)
New

Open

Save

Save as
Abandon

To Ap)

To Ougput

Quit

(Edit Menu)
Cut

Cop

Pal{o

Empty Rectangle
Center Rectangle
Select All

Make Header
(Style Menu

Get Style Sheet
Save Style Sheet

AU WN -

Coiy Para Style
Delete Para Style

Paragraph Mode )
mini-selector close box
mini-selector path
mini-selector line #1
mini-selector line #2
mini-gselector line #3
mini-selector line #4
mini-selector line #5
mini-selector line #6
mini-selector line #7
mini-selector line 8
2 PG view

Full view

Normal view

2x view

Panner

Rulers

standard keyboard mappings

Ctrl-w
Ctrl-0

Ctrl-v
Ctrl-M
Ctrl-A

Ctrl-vU
Ctrl-Q

Alt-D
Alt-C
Alt-U

Alt-8
Alt-H

Alt-6
Alt-7

Alt-8
Alt-9

Shift-r4
Ctrl-F9
Ctrl-Fio
Ctrl-ri
Ctrl-r2
Ctrl-F3
Ctrl-r4
Ctrl-F5
Ctrl-Fé6
Ctrl-F7
Ctrl-rsg
Shift-rs
Shift-ré
Shift-r7
Shift-F8
Shift-F9
Shift-rio
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Here’s how you read some of the entries in the file:

® The keyboard equivalent of the New command is Ctrl-W. The hex
code for Ctrl-W is 0017. Note that 0 in the hex code is always a zero,
not the letter O. (A complete listing of the hex codes appears at the
end of this appendix.)

® The equivalent for the Paste command is Alt-U (hex 1600).
® The equivalent for Paragraph mode switches is Shift-F4 (hex 5700).

When Publisher reads a .KYS file, it only reads the first column, the hex

codes. The other two columns are comments that Publisher actually ig-

nores. However, they play a very important role in the file, as you'll see
in amoment.

Creating Your Own .KYS File

The following steps describe how you create a keyboard mapping file
we’ll call MYKEYS.KYS. Before we start, you need to know a couple of
additional things about .KYS files:

® When editing a .KYS file, do not add or delete any lines in the file, includ-
ing the lines with four dashes (--~-). Publisher equates line numbers
in the file with specific commands and functions. For example, a hex
code in the 10th line of the file always determines the key mapping for
the New command in the File Menu; a code in the 26th line of the file
determines the key mapping for the Center Rectangle command in the
Style Menu.

® You can’t specify key mappings for the items that come before the File
Menu. These are the commands that appear in the PUBLISHR Menu,
Publisher Info and the desk accessories.
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With that in mind, here’s how you create MYKEYS.KYS:

L

2.

At the GEM Desktop or command line, make a copy of the file
STANDARD.KYS, naming it MYKEYS.KYS.

Print MYKEYS.KYS and note all your changes on the printed copy
first, rather than trying to make them directly in the file. Write all the
new keystrokes into the righthand column and then use the table at
the end of this appendix to enter the corresponding hex codes.

For example, to change the key mapping for the New command from
Ctrl-W to Ctrl-N, you’d change the righthand column notation and
then change the hex code from 0017 to 000E. To change the key map-
ping for Rectangle mode in the mode switches to Ctrl-PgUp, you’d
change the righthand column from Shift-F2 to Ctrl-PgUp and the hex
value from 5500 to 8400.

Note: The above changes are only for illustration; you can make any
change you like, as long as you only use the keystrokes listed in the
table and as long as you don’t use any keystroke more than once.

Once you've completely marked up the printed copy of
MYKEYS.KYS, start your word processor and edit the file.

If your word processor can edit and save ASCII text, make sure you
edit in that mode. If it only saves formatted text, you can still create
an ASCII file, as described in the next step.

If you don’t want a key mapping for a particular command or func-
tion, you can leave the first column blank, but, as we noted earlier, do
not delete any lines in the file.

If your word processor is in ASCII mode, save the edited version of

'MYKEYS.KYS.

If your word processor only saves formatted text, print MYKEYS.KYS
to a disk file called MYKEYS.KYS. This file will be in ASCII format.
Your word processor manual should tell you how to print a disk file.
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Choosing Keyboard Mapping Files

The Preferences dialog can display a maximum of four keyboard map-
ping buttons. If you have more than four .KYS files in the GEMAPPS
folder, decide which four names you want to appear in the buttons and
rename the others to an extension like KYX. You can rename the files
with the GEM Desktop or from the operating system command line.

The current keyboard mapping button is highlighted in the Preferences
dialog. To select another mapping, click on its button. To make that map-
ping the default for the next time you start Publisher, display the Op-
tions Menu and choose the Save Preferences command. Set Preferences
and Save Preferences are described in Section 8.
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Keystroke Hexadecimal Codes

Hex Hex Hex

Value Keystroke Value Keystroke Value Keystroke
0001 Ctrl-A 3000 Alt-B 5C00 Shift-r9
0002 Ctrl-B 2E00 Alt-C 5D00 Shift-rio
0003 Ctrl-C 2000 Alt-D 5E00 Ctrl-rFi
0004 Ctrl-D 1200 Alt-E 5F00 Ctrl-r2
0005 Ctrl-E 2100 Alt-F 6000 Ctrl-r3
0006 Ctrl-F 2200 Alt-G 6100 Ctrl-F4
0007 Ctrl-G 2300 Alt-H 6200 Ctrl-F5
0008 Ctrl-H 1700 Alt-I 6300 Ctxl-ré
0009 Ctrl-1 2400 Alt-J 6400 Ctrl-r7
000A Ctrl-J 2500 Alt-K 6500 Ctrl-rs
000B Ctrl-K 2600 Alt-L 6600 Ctrl-F9
o0ooc Ctrl-L 3200 Alt-M 6700 Ctrl-ri0
000D Ctrl-M 3100 Alt-N 6800 Alt-r1
000E Ctrl-N 1800 Alt-0 6900 Alt-F2
000F Ctrl-0 1900 Alt-P 6A00 Alt-r3
0010 Ctrl-p 1000 Alt-Q 6B00 Alt-r4
0011 Cctrl-Q 1300 Alt-R 6C00 Alt-F5
0012 Ctrl-R 1F00 Alt-8 6D00 Alt-F6
0013 Ctrl-s 1400 Alt-T 6E00 Alt-r7
0014 Ctrl-T 1600 Alt-U 6roo Alt-F8
0015 Ctrl-vu 2F00 Alt-v 7000 Alt-F9
0016 Ctrl-v 1100 Alt-w 7100 Alt-F10
0017 Ctrl-w 2Dp00 Alt-x 7300 Ctrl-left-arrow
0018 Ctrl-x 1500 Alt-Y 4000 right-arrow
0019 Ctrl-y 2¢€00 Alt-2 7400 Ctrl-right-arrow
001A Ctrl-2z 3B00O Fl 5000 down-arrow
001B Ctrl-[ 3co0 F2 4800 up-arrow
0o01c Ctrl-\ 3p00 F3 5100 PgDn

001D Ctrl-} 3E00 F4 7600 Ctrl-PgDln
00l1E Ctrl-6 3F00 F5 4900 PgUp

001F Ctrl-dash 4000 Fé 8400 Ctrl-PgUp
007F Del 4100 F7 7700 Ctrl-Home
8100 Alt-0 4200 F8 4700 Home

7800 Alt-1 4300 r9 5200 Insert
7900 Alt-2 4400 Fl10 5300 Delete
7A00 Alt-3 5400 Shift-ri 7200 Ctrl-PrtSc
7B00O Alt-4 5500 Shift-rF2 8200 Alt-dash
7B00 Alt-5 5600 Shift-rF3 8300 Alt-=

7000 Alt-6 5700 Shift-Fr4 OFro00 Backtab
7E00 Alt-7 5800 Shift-F5 4B00 left-arrow
7F00 Alt-8 5900 Shift-Fé 4FO00 End

8000 Alt-9 S5A00 Shift-r7 7500 Ctrl-End
1E00 Alt-a 5B00 Shift-rs
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Appendix B

More About Rectangles

This appendix discusses rectangle layers, gives an example of using the

phantom rectangle, describes how you can fit your text around the
shape of what’s in a graphics rectangle, and explains one of the alerts you
might encounter in Publisher.

Rectangle Layers

Publisher treats the rectangles in the work area as if they were arranged
in layers. The first rectangle you add is the bottom (first) layer, the next
rectangle is the second layer, and so on. The most recently added rec-
tangle is always “on top.”

This layering of rectangles is significant on two accounts:
® It determines how text and graphics rectangles interact:

— If you put an opaque graphics rectangle on top of a text rectangle,
ch texIt)flows a};ognd%;epgra hics regtangle. {,See the discussion of
opaque graphics in Section 7.

— If you put an opaque text rectangle on top of a graphics rectangle,
ch tex}t) complelzegl covers (blocl§s from szw) the portion of the
graphics rectangle that is underneath. (See the discussion of opaque
text in Section 6.)

® It affects whether you can select a rectangle. If one rectangle complete-
ly covers another, you can only select the rectangle on top. To select
the rectangle underneath, you must either move the top rectangle or
cut it from the work area.
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Occasionally you might want to bring a rectangle from one of the lower
layers up to the top. (One of the steps in “Fitting Text to Graphics,” later
in this appendix, does just that.) Here’s how you do it:

1. Select the rectangle you want to bring to the top. If it is covered by
other rectangles, move them out of the way. In this instance, don’t cut
them. In the next step you'll cut the rectangle you’re bringing to the
top, and that will delete any other rectangles in the CLIPBRD folder.

2. Cut the rectangle from the work area, using the Cut command from
the Edit Menu.

3. Paste the rectangle back into the work area, using the Paste com-
mand, also on the Edit Menu.

Pasting a rectangle into the work area makes it the most recently added
and brings it to the top.

Using the Phantom Rectangle

A “phantom” rectangle is one that doesn’t contain anything; instead, it is
used strictly for formatting the placement of text on the page. The phan-
tom rectangle takes advantage of the fact that Publisher automatically
“flows” text around any rectangle nested in a text rectangle.

There are no particular rules about using phantom rectangles; you can
use them as you need them. The example on the next two pages il-
lustrates one possible use of a phantom rectangle.
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Phantom Rectangles: an Example

Let’s say you are creating a document whose Body Text has a Left Indent
value of one inch (Fig. 1 below). You add a graphics rectangle (Fig. 2),
and the text now measures its Left Indent value from the right edge of

the graphics rectangle.
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You decide there is too much white space next to the picture, so you
create a new paragraph style with a Left Indent value of .25 inch. You as-
sign this paragraph style to the text next to the graphics rectangle (Fig. 3).

Your Own Print Shop Your Own Print Shop

GEM Desktop Publisher
format it on the page u
use unformatted (plain A
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‘WordPerfect, or IBM's Di
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=< including picture
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the size and placement of the
automatically reformats your dot

And there are no surprises! When you'v And there are no surprises! Wl

what it will look like on your computer's what it will look like on your ct
talking about WYSIWYG (*wizzywig") the talking about WYSIWYG ("wizzy
you see is really what you get. Wait till you see is really what you get
printer's output fray. printer's output tray.

Fig. 3 phantom rectangle  Fig. 4

But now the text that has wrapped under the picture doesn’t line up with
the rest of the Body Text. To make it line up, add a phantom rectangle
that pushes the text back to the one-inch gutter (Fig. 4).
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Fitting Text to Graphics

Section 7 describes the rectangular “extents” around any picture or image
you put in a graphics rectangle. Although the extents are always rectan-
gular, the picture itself might not be. In many cases, especially when the
picture is placed in the middle of text, the result can be wasted white
space on the page. Compare the two document fragments below.
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The fragment on the left was created by simply placing a graphics rec-
tangle in the middle of the text. The fragment on the right required
several additional steps, but the end result is more pleasing visually.
Here are the steps that produced this “custom fitted” text:

1. Add arectangle on top of your text and put the graphics file in it. Lo-
cate the graphics rectangle where you want it on the text.

2. Lay down a series of small “sub-rectangles” on top of the picture to
mark the area to which the text will ultimately conform. The illustra-
tion on the next page shows a typical set of these sub-rectangles.
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In the illustration, you can see the picture underneath the sub-rec-
tangles, but they are actually opaque and cover the picture.
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3. When the sub-rectangles are as you want them, switch to Select mode
and select the rectangle containing the picture. Using the Cut com-
mand (Edit Menu), cut the picture from the work area.

4. Display the Edit Menu and choose the Paste command. This pastes

the picture back into the document on top of the sub-rectangles.

Because the picture rectangle is still in opaque mode (its default), it
forces the text to flow fully around its rectangular outline.

5. With only the picture rectangle selected, display the Style Menu,
choose the Rectangle command, and set the picture rectangle’s mode
to “Transparent.”

The combination of the transparent picture rectangle and the opaque sub-
rectangles causes the text to conform to the shape of the design in the pic-
ture rectangle.

B-6



GEM Desktog Publisher “Word too long” Alert

“Word too long” Alert

Occasionally Publisher encounters a situation where it can’t fit a word
onto a line in a column or text rectangle. In that case, a “Word too long
for line” alert is displayed. Starting with the word identified in the alert,
no more text appears in the column or rectangle. This situation typically
arises as a result of one of these conditions:

® The column or text rectangle is simply too narrow for the word. For ex-
ample, you might have a tall, skinny rectangle and a very long word.

® You are using a type size that makes the word too big to fit. The word
might fit in 28-point type, but not in 36-point type.

® You have placed a rectangle on top of the text in such a way that there
isn’t enough space beside the rectangle for the word.

® The setting for the first tab position has pushed the text out of the
column or rectangle.

The grayed-out text in the picture below identifies the too-long word
and the other text that does not appear on the screen.
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Depending on the cause of the “Word too long” alert, you can solve the
problem in a number of ways:

® You can make the rectangle wider.

® You can reduce the number of columns.

® You can use a smaller type size.

® You can move the rectangle on top of the text or change its size.

® You can change the tab settings for the paragraph style of the text that
produced the problem.

® You can turn on hyphenation for that paragraph style.

You can turn off the “Word too long” alert by setting the “Show Critical
Alerts” button in the Preferences dialog to Off. See the description of the
Set Preferences command in Section 8.
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Managing Your Files

Creating a document with GEM Desktop Publisher can involve a con-

siderable number of files: one or more text files, a style sheet, several
picture and image files, headers and footers, as well as the document file
and output file.

Publisher automatically does a certain amount of file management, but
the program can’t make all your decisions for you. The purpose of this
appendix is to describe the files you might encounter and to offer some
suggestions for managing them.

What Publisher Does for You

As was noted in Section 2, the Publisher installation program creates a
folder called GEMPAGES inside the GEMAPPS folder on your hard disk.

Unless you change the Directory line in the Item Selector or the mini-
selector, all Publisher file activity by default involves the GEMPAGES
folder. This file activity includes the following:

® Publisher looks to GEMPAGES for text and graphics files.
® Publisher assumes all style sheets are in GEMPAGES.
® Publisher saves your documents to GEMPAGES.

Because Publisher defaults to the GEMPAGES folder, you might be
tempted to do everything in GEMPAGES. Indeed, for a simple document
(a page or two, with one or two pictures), this is probably the easiest way
to go. :

However, for a longer, more complex document, or if you keep several
documents in GEMPAGES at the same time, this arrangement could
result in a GEMPAGES folder so full of files that you can’t keey them
straight. There are a number of things you can do to avoid this situation.
The first is to know what kinds of files you might run into.
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Files Encountered in Publisher

A file’s extension tells you a great deal about what the file is. For ex-
ample, the extension .GWD identifies a document created by Publisher.

In Publisher, you can encounter files with the following extensions:

.GWD
.GMP
.GW$

.GEM

IMG
.STL
ST$
.ASC

AS$
JIXT
.FWP

RFT
MSW
.DOC
WPR
WST
.GWT

Publisher document.

Output version of a Publisher document.

Backup copy of a Publisher document. This file is created
only if you specify in the Preferences dialog that you want it.
This extension is assigned to a variety of files. See “.GEM
File Extension,” later in this appendix.

GEM Paint or GEM Scan file you can read into a rectangle.
Style sheet.

Backup copy of a style sheet.

ASCII version of a text file, created by Publisher’s file transla-
tions. All text files associated with a document have the .ASC
extension.

Backup copy of an ASCII text file.

Default extension for an unformatted text file.

Default extension for a GEM 1st Word Plus formatted text
file.

Default extension for a DCA-RFT formatted text file.

Default extension for a Microsoft Word formatted text file.
Default extension for a MultiMate formatted text file.
Default extension for a WordPerfect formatted text file.
Default extension for a WordStar formatted text file.

Default extension for a GEM Write formatted text file.
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Item Selector File Extensions

During a Publisher session, the Item Selector appears when you choose
commands to open, save, or copy documents or to get or save style
sheets. The Item Selector is described fully in Appendix D.

The file extension that appears in the Item Selector’s Directory line when
you choose the Open, Save as, Copy Document, or Copy Print Files com-
mand is .GWD.

The file extension that appears in the Directory line when you choose the
Get Style Sheet or Save Style Sheet command is .STL.

Do not change the extension in the Directory line or type an extension
other than .GWD or .STL in the Selection line. If you do, Publisher
returns an “Invalid extension” alert when you exit the dialog and cancels
your command.

Mini-Selector File Extensions

As is noted in Appendix D, the mini-selector’s file extension indicator
only shows the file extensions .GEM, .IMG, and the word processor file
extensions defined in the Preferences dialog. Note that, with the file ex-
tension indicator set to .GEM, the mini-selector window can list files not
created by GEM Draw Plus, as explained next.
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.GEM File Extension

The .GEM files listed in the mini-selector window can come from a
variety of sources. The following applications create files with the .GEM

extension:

GEM Draw Plus ~ GEM Draw Plus and GEM Artline create a single file

GEM Artline with the .GEM extension. You can read this file into
arectangle in Publisher.

GEM Paint The .GEM file created by GEM Paint and GEM Scan

GEM Scan is for use with Output. If you read one of these

.GEM files into a rectangle, Publisher automatically
gets the corresponding .IMG file.

GEM WordChart  The .GEM file created by GEM WordChart can be
: read directly into a rectangle in Publisher.

GEM Graph The .GEM file created by GEM Graph can be read
directly into a rectangle in Publisher.

How do you keep track of all these .GEM files?

One solution is not to move them into GEMPAGES. Each application
creates its own folder for its files, identified in the following list:

application default folder
GEM Draw Plus PICTURES
GEM Paint IMAGES
GEM WordChart WCHARTS
GEM Graph GRAPHS

You can leave the .GEM files in the default folders, change the path in
the mini-selector (as described in Appendix D), and read the .GEM files
in from their default folders. Publisher “remembers” the path informa-
tion when you do this, so do not move the .GEM files once you have
read them into rectangles.
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If the default folders already have a lot of files, you can create a folder
just for the .GEM files for your current document. You can create the
new folder by double-clicking on the GEM Desktop’s New Folder icon
(see your GEM/3 Desktop User’s Guide) or by using the operating system’s
MKDIR command. You can then save all your picture files, image files,
wordcharts, or graphs to the new folder by changing the directory path
in the Item Selector when you save the file.

Missing Source Files

If any of a document’s text or graphics files or its style sheet file is miss-
ing—because you have deleted or moved the file, changed its name, or
copied the document without using the Copy Document command—
Publisher cannot open the document. Instead, Publisher displays an
alert naming the file it couldn’t find. When you exit the alert, you are
presented with an empty work area and a title bar that reads
UNTITLED .GWD.

The reason Publisher cannot open the document is that a .GWD file con-
tains information that identifies each file in the document and gives its
location in the directory path, and Publisher fills text and graphics rec-
tangles by reading the files in from the folders named in the .GWD file. If
any of the source files is not where the path information in the .GWD file
says it is, Publisher has no way of finding that file.

If the missing file is a text file ((ASC) or graphics file (GEM or .IMG), you
can open the document after you restore the missing file to the path
named in the alert.

To do so, quit Publisher and return to the GEM Desktop or the command
line. If you deleted the file, you can either recreate it and save it to the
same folder as the original file, or you can copy and rename another file
of the same type to the path and filename in the document. If you moved
the file, put it back where it was when you created the document. If you
changed the file’s name, change it back to the original name. Then res-
tart Publisher and open the document again.
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If the missing file is the document’s style sheet, you can copy and rename
another style sheet to replace the missing file. The style sheet you copy
must contain as many or more paragraph style names as the one you are
replacing.

One way to be sure the style sheet you're copying has enough style
names is to create a special style sheet file just for this eventuality. Using
the Copy Para Style command, copy the Body Text style (giving the new
styles names like 1, 2, 3, 4, and so on) until Publisher says you can’t make
any more. Save the style sheet (a name like PARACHUT.STL comes to
mind) and then use it if you ever need a “generic” style sheet.

File Management Tips and Reminders

Here are tips to help you manage your files in Publisher:

® You can create a separate folder for each document and collect all its
associated files in that folder. In addition to organizing your files
coherently, this solution has an additional advantage: If you start
Publisher by double-clicking on a.GWD icon in a given folder, the
directory paths in the Item Selector and mini-selector automatically
point to that folder.

® You can create a separate folder for your style sheets.

® When you've finished a document, you can archive it by copying it to
a floppy disk with the Copy Document command. After verifying that
all files are on the floppy disk, you can delete the document and its as-
sociated files from your hard disk, thus saving space on the disk.

® You can reduce the number of files by turning Off “Save GMP with
doc” until you are ready to print your document. See the description
of the Set Preferences command in Section 8.
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And two reminders:

® The files that go into a document can come from different directories
(folders), but they must all be from the same disk. For example, you
cannot create a document with some files on a hard disk and others on
a floppy disk.

® You can use the same file more than once in a document, if the path is
the same each time--for example, C:\PICTURES\ROBOT.GEM. You
cannot, however, use the same filename from different paths, like
CAPICTURES\ROBOT.GEM and C:\GEMPAGES\ROBOT.GEM. This
would create a problem for the Copy Document command, which can-
not copy two files with the same name to the same destination. When
this situation arises, Publisher displays an alert telling you that, to use
both files, you must rename one of them.
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Appendix D
Item Selector and Mini-Selector

The Item Selector is a special dialog that is used for:

® opening (recalling) existing documents

® naming and saving documents

® getting style sheets for your documents

® saving the current paragraph styles as a style sheet

The mini-selector, a small version of the Item Selector, is located in the
toolkit and is used for:

® putting text into rectangles

® putting .GEM or .IMG files into rectangles
® creating and assigning paragraph styles

® changing text styles
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Item Selector

These commands cause the Item Selector to appear:

® Open

® Save as

® Get Style Sheet
® Save Style Sheet

Item Selector Components

The illustration below shows the Item Selector and its components.

Directory line Selection line
|
ITEM SELECTOR '
Directory: C:\GEMPAGES\*.GWD
close box M *.GWD Selection: l S
folder ¢ PAGENBRS.___ | *
name ARTICLE .GWD
BROCHURE .GWD :
MKTG1 .GWD
MKTG2  .GWD
PRODUCT .GWD
—
S
{ |
|
directory window exit buttons
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Directory Line

The Directory line tells where the files listed in the directory window are
located. The information in the Directory line is called a “directory
path.” The table below shows how you read a Directory line.

Directory Lines

Directory Line What It Means

A:\GEMPAGES\ * .GWD
all documents with type GWD in a folder called
GEMPAGES on drive A

C: \GEMPAGES\NEWS\* , STL

all files with type STL in a folder called NEWS, which is
itself inside the GEMPAGES folder on drive C

The asterisk (*) “wildcard” character takes the place of a filename or file
extension. For example, *.GWD means “all files with type GWD.”

For more about directory paths, see your GEM/3 Desktop User’s Guide.

Directory Window

The directory window lists all folders and files contained in the directory
that is named on the Directory line. (Folder names always appear first in
the directory window; a diamond precedes their names.) The window
can only show nine names at a time. Use the scroll bar, arrows, and slider
to move up and down in the directory window if it contains more than
nine files.
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GEM Desktop Publisher

Changing the Directory Path

By changing the directory path, you can do either of the following;:

® Specify a different directory (folder) in which to store a document or
style sheet.

® Specify a different directory (folder) from which to open a document
or style sheet.

You can change the directory path with the mouse or by editing the
Directory line.

When you change the directory path and exit the Item Selector (clicking
on the OK button or pressing the Enter key), Publisher “remembers” the
new path. The next time the Item Selector appears in the current session,
the new path appears in the Directory line.

Note: Changing the path in the Item Selector has no effect on the path in
the mini-selector.

Using the Mouse
To use the mouse to move down the directory path (in other words, to

see what’s in a folder currently listed in the directory window), click on
the folder’s name.

For example, if the Directory line reads C:\*.GWD and you click on the
folder name GEMPAGES in the directory window, this is what happens:

® The Directory line changes to CAGEMPAGES\*.GWD.

® The directory window lists all files with the .GWD type in the
GEMPAGES folder, plus any folders inside GEMPAGES.
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To use the mouse to move up a level in the directory path (back toward
the root directory), click on the directory window’s close box. For ex-
ample, if the Directory line reads CAGEMPAGES\*.GWD when you click
on the close box, this is what happens:

® The Directory line changes to C:\*.GWD.

® The directory window lists all files with the .GWD type in the root
directory, plus any folders in the root.

Editing the Di L

Using the dialog editing keys (left- and right-arrow, Backspace, Del, and
Esc), you can change the directory path in the Directory line.

After you change the Directory line, you must update the directory win-
dow so that it shows the contents of the folder you named. To update
the directory window, either click inside the directory window or press
the Enter key.

Selection Line

The Selection line is where you type the name of a document or style
sheet you are storing on disk or recalling from disk. In actual practice,
you will probably only use the Selection line when naming a document
or style sheet for the first time.
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Naming and Saving a Document or Style Sheet

Unless you're saving your document or style sheet to a folder other than
GEMPAGES, naming and saving for the first time requires just these
three steps:

1. When you are ready to save, choose the Save as command from the
File Menu or the Save Style Sheet command from the Style Menu.

2. When the Item Selector appears, type the name of your document or
style sheet in the Selection line. You don’t have to type .GWD or
.STL; Publisher supplies it automatically.

3. Click on the Item Selector’s OK button.

To save to another folder or disk, change the directory path with the
mouse or by editing the Directory line before entering the name in the
Selection line.

If you're saving a document for the first time, the filename in the
window’s title bar changes from UNTITLED.GWD to FILENAME.GWD,
where FILENAME is the name you provide.

Opening a Document; Getting a Style Sheet

To open a document, choose the Open command, change the directory
path (if necessary), and then:

® Double-click on the document’s name in the directory window. This is
the fastest method.

® Click on the document’s name in the directory window. Publisher in-
serts the name in the Selection line. Click on the OK button or press
the Enter key.

® Type the document’s name on the Selection line, then click on the OK
button or press the Enter key.

The procedure for getting a style sheet is exactly the same as for opening
a document, except that you use the Get Style Sheet command.
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Mini-Selector

The mini-selector’s function depends on Publisher’s current mode:

® In Select and Rectangle modes, you use it to read text or graphics files
into rectangles.

® In Paragraph mode, you use it to create and assign paragraph styles.
® In Text mode, you use it to change styles for selected blocks of text.

Mini-Selector Components

The mini-selector is made up of these components:

pathname —— |c: \GEM. . .EMPRGES

close box ———( M I #*,ASC |e—— file extension indicator
folder name ——— [¥ PAGENERS |

BUSLETTR .
MEMO "
window ————» PUBPROMO { ——— scrollers

RESUME
TABS R0
TUTORIAL ===
VETVOL 1 v

Because they are only used in Select and Rectangle mode, the pathname,
close box, and file extension indicator are grayed out in Paragraph and
Text mode.
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Reading Files into Rectangles

Before you can read a file into a rectangle, the rectangle must be selected,
as indicated by the handles at its corners. To select a rectangle, switch to
Select mode and click anywhere inside the rectangle. '

To read a text or graphics file into the selected rectangle, simply click on
its name in the mini-selector window. Publisher processes the file--trans-
lating a word processor file to ASCII format (if need be), fitting a .GEM or
IMG file--and then reads it into the rectangle.

To change what’s in a rectangle, select the rectangle and then click on
another filename in the mini-selector window. Publisher reads that new
file into the rectangle. The files do not all have to be the same type; you
can replace a graphics file with a text file, or vice versa.

When you start Publisher, the mini-selector window lists all files in the
GEMPAGES folder with the “Unformatted” text file extension defined in
the Preferences dialog (.TXT is the default). Thus, to read in a file called
HANDBILL.TXT that is in the GEMPAGES folder, just scroll the window
(if necessary) until HANDBILL is visible and then click on the name.

To read in a file with a different file extension, change the file extension
indicator, as described next. To read in a file from another directory, you
must also change the directory path, as described later in this appendix.

Changing File Extension

To change the file extension indicator so you can read in a file with an ex-
tension other than the one currently visible, click on the file extension in-
dicator itself. Publisher cycles through the valid extensions one at a time.
If you hold down the mouse button, Publisher cycles continuously. By
Shift-clicking, you can cycle through in the reverse direction.

Valid extensions are .GEM, .IMG, .ASC, and the text file extensions
defined in the Preferences dialog. By removing extraneous file exten-
sions from the Preferences dialog, you make using the mini-selector
faster and easier.
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Changing Path

If the file you want is not in the current folder, you must change the
directory path in the mini-selector.

If you click on the close =" [c:\Gemarrs
box, you go up one level
in the path. M| x.GEH

BORDERS
CLIPBRD
00Cs
FONTS

CNGEM. . .EMPRGES|

FONTHARE
4] I *, GEM FORMATS
% PAGENEBRS GEMPAGES [
BANKLOGO GEMSYS M|
FIGH
HEADL INE [ \GEM. . .AGENERS
HOURS
MEMOTOP M I *, GEM
PNCO7003 v
PNCO7001
PNCO7002
If you click on a folder PNCO7003
name, you go down one PNCO7004
PNLO7001

level in the path. PNLO7002

PNLO?0803

® To go down the directory path and get a file frot a folder inside the
current folder, click on the folder name in thie mini-selector window.

® To go up the directory path and get a file from a folder elsewhere on
the same disk, click on the mini-selector’s close box until the folder
name appears in the window.

® To get a file from another disk, click on the close box until the disk
drive identifiers appear in the window. Then click on the drive iden-
tifier for the disk that contains the file you want.

Note that all the files in a document must come from the same disk.
They can be in different folders, but they cannot be on different disks.
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Creating and Assigning Paragraph Styles

When you switch Publisher to Paragraph mode, the mini-selector grays
out the path and file extension indicator and lists the current paragraph
style names in the window.

Section 5 describes creating and assigning paragraph styles in detail.
Here's a brief recap:

® When you use the Copy Para Style command and enter a new
paragraph style name, the name appears in the mini-selector window.
You can then assign the style to a paragraph and format its attributes,
as described in Section 5.

® When you select a paragraph or group of paragraphs and then click on
a style name in the mini-selector window, Publisher assigns the at-
tributes of that paragraph style to the selected paragraph(s).

Changing Text Style

When you switch Publisher to Text mode, you can use the mini-selector
to change the style of selected blocks of text. Section 6 describes this in
detail. :
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2PGssize, 3-11, 8-8
2x size, 3-11

A

Abandon command, 8-3
“Abandon/Save” alert, 8-5
.ACC file extension (desk accessories),
8-28

alerts

“Abandon/Save edited document?,”

8-5

“Duplicate filename,” C-7

“Invalid extension,” C-3

“Word too long for line,” B-7
Align option (graphics rectangles), 7-8
Alignment (Paragraph dialog), 5-12
.ASS$ file extension, 8-23, C-2 ;
.ASC file extension, 8-21, A-2, A-4, C-2
ASCII text, A-1

file translation, A-2
asterisk (wildcard character), D-3
at-sign (@), 5-24
Attributes Menu, 8-10
Auto Grid Off/On command, 8-15
Auto Reformat (Preferences dialog), 8-25

B

<B> code, 6-13, A-3
backup files, 8-23
base rectangle, 3-8
Best Fit (graphics rectangles), 7-6
Body Text
formatting, 4-9
Body Text paragraph style, 5-3
bullets, 6-16

C

caret symbol (in menus), 8-1
Center Rectangle command, 8-6
centered text, 5-12
Character command, 4-9, 4-15, 5-7, 6-11,
6-14, 8-10

characters

formatting, 5-7
click (mouse technique), 1-4
CLIPBRD folder, 6-15, 8-7

rectangles deleted by quitting, 8-7
close box

directory window, D-5
closing folders in Item Selector, D-5
Color (Character dialog), 5-8
Color (Graphics Rectangle dialog), 7-3
Color (Text Rectangle dialog), 6-19
Column Spacing (text rectangles), 6-20
Columns (text rectangles), 6-20

not saved in style sheets, 6-20
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commands

Abandon, 8-3

Auto Grid Off/On, 8-15

Center Rectangle, 8-6

Character, 4-9, 4-15, 5-7, 6-11,
6-14, 8-10

choosing, 3-7, 8-1

Copy, 4-26, 6-15, 8-6

Copy Document, 8-18, C-3

Copy Para Style, 4-14, 54, 89,
D-10

Copy Print Files, 8-20, C-3

Cut, 6-15, 8-6

Delete Page, 8-16

Delete Para Style, 8-9

Editing Shortcuts, 6-8, 8-27

Empty Rectangle, 8-6

Fill Attributes, 7-12, 8-11

GEM PUBLISHR, 3-1

Get Style Sheet, 5-22, 8-9, A-5, C-3,

D-2,D-6
Go to Page, 8-16
Grid Size, 8-17
Hide Graphics, 8-13
Hide Toolkit, 8-15
Hyphenate Word, 5-16, 8-26
Hyphenation, 5-15, 8-10
Icon Shortcuts, 3-10, 8-27
Image Size, 3-13,8-17
Insert Page, 8-16
Item Selector, D-2
Landscape, 8-15
Line Attributes, 4-29, 7-12, 8-11
Make Header, 4-20, 4-22, 8-7,9-4

New, 8-2

Open, 3-1, 8-2, C-3, D-2, D-6
Page Numbers, 8-12, 9-5
Paragraph, 4-11, 4-16, 5-9, 8-10
Paragraph Tabs, 5-18, 8-11
Paste, 4-26, 6-16, 8-6 - 8-8
Portrait, 8-15

Publisher Info, 8-28

Quit, 8-4

Rectangle, 7-3, 8-11

Rulers in Inches, 3-13, 8-15, 8-17
Save, 4-23, 8-2

Save as, 4-23, 8-3, C-3, D-2
Save Preferences, 3-2, 8-26
Save Style Sheet, 5-22, 8-9, C-3, D-2
Select All, 8-7

Select Width Table, 8-27

Set Preferences, 3-2, 8-21, B-8
Show Graphics, 8-13

Show Position, 8-13

Show Size, 8-14

Show Toolkit, 8-15

Status, 8-27

To App, 8-3

To Output, 4-30, 8-4
unavailable, 8-1

Copy command, 4-26, 6-15, 8-6
Copy Document command, 8-18, C-3,

C-7

Copy Para Style command, 4-14, 5-4, 8-9,

D-10

Copy Print Files command, 8-20, C-3
copying, 8-6

text blocks, 6-15
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cross hair, 3-13
Ctrl key, 6-10
current page, 3-11, 8-8
Cut command, 6-15, 8-6
cutting, 8-6

text blocks, 6-15

D

date
in headers, 9-4, 9-6
Decimal Tab Character, 5-19
defaults, 1-5
Delete Page command, 8-16
Delete Para Style command, 8-9
desk accessories, 8-28
disabling, 8-28
diamond symbol
in Item Selector, D4
in menus, 8-1
Directory line (Item Selector), D-3
editing, D-5
directory path, 3-9, C-5, D-3
changing in Item Selector, D-4
changing in mini-selector, D-9
directory window (Item Selector), D-3
close box, D-5
updating, D-5
.DOC file extension, 8-22, C-2
documents
copying to/from another
disk/directory, 8-18
copying print files to another
disk/directory, 8-20

files and disks, C-7, D-9
naming, D-6
opening, 8-2, D-6
opening, what Publisher remembers,
8-5
printing, 4-30
saving, D-6
double-click (mouse technique), 1-4
drag (mouse technique), 1-4
“Duplicate filename” alert, C-7

E

Edit Menu, 8-6
Editing Shortcuts command, 6-8, 8-27
Editing Shortcuts dialog, A-6
editing text, 6-8

Ctrl key, 6-10
editing the Directory line, D-5
Empty Rectangle command, 8-6
Enter key

to update directory window, D-5
Esc key, 5-10
extents, 7-7, B-5

F

file extensions, C-2
.ASC, 8-21
in Item Selector, C-3
in mini-selector, C-3
valid extensions for rectangles, D-8
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file management, C-1
.GEM files, C4
tips and reminders, C-7
File Menu, 8-2
fill attributes
presetting, 7-12
Fill Attributes command, 7-12, 8-11
filter extensions
text files, 8-21
filters, A-3
First Line Indent (Paragraph dialog),
5-10
folders, 2-2
created by GEM applications, C-4
creating, C-5
in directory window, D-4
opening in Item Selector, D-4
Font (Character dialog), 5-7
fonts, 5-7
changing, for text blocks, 6-14
footers, 9-1
Make Header command, 8-7
formatted text, A-1
file translations, A-3
full box, 3-14
Full size, 3-11
.FWP file extension, 8-22, C-2

G

GEM 1st Word Plus
file extensions, 8-22
GEM Desktop Publisher
installing, 2-3
menus, 8-1
starting directly to document, 3-5
starting from GEM Desktop, 3-1
starting to previous document, 8-23
startup directly to document, 3-2
startup from command line, 3-1
GEM Draw Plus, C4
combining headers in one file, 9-9
creating headers, 9-1
.GEM file extension, C-2,C-4
GEM Draw Plus, C-4
GEM Graph, C-4
GEM Paint, C-4
GEM WordChart, C-4
managing .GEM files, C-4
GEM Graph, C-4
.GEM graphics files, 7-1
GEM Output, 4-30
GEM Paint, C4
GEM PUBLISHR command, 3-1
GEM Setup, 2-2
GEM system software, 2-2
GEM WordChart, C-4
GEM Write
file extensions, 8-22
GEMAPPS folder, 3-1
GEMBOOT folder, 8-28
GEMPAGES folder, 3-3
Publisher file activity in, C-1
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Get Style Sheet command, 5-22, 8-9,
A-5,C-3,D-2,D-6
.GMP file extension, 3-2 - 3-3, 8-20
Go to Page command, 8-16
graphics
fitting text around, B-5
importing, 4-18, 7-1
Graphics (Graphics Rectangle dialog),
graphics elements, 4-27, 7-10
attached to rectangle, 4-29, 7-10
drawing, 7-11
drawing a line, 4-27
pasting, 8-8
graphics files
extents, 7-7
missing, C-5
reading into rectangles, D-8
Graphics mode, 3-10, 4-27, 7-10
Graphics options (graphics rectangles),
-6

Graphics Rectangle dialog, 7-3
graphics rectangles
Align option, 7-8
Best Fit option, 7-6
Color, 7-3
Graphics options, 7-6
Maintain option, 7-6
Mode, 7-5
Pattern, 7-3
greeked text, 3-12
grid size, 8-17
Grid Size command, 8-17
grid snap, 8-15
.GW#% file extension, 8-23, C-2

.GWD file extension, 3-2 - 3-3
.GWT file extension, 8-22, C-2

H

header codes, 9-4 - 9-5
headers, 4-20, 9-1
adding to document, 9-3
aligning in background rectangle
(GEM Draw Plus), 9-3
background rectangle, 9-2, 9-9
changing from scaled to cropped, 9-4
codes for date, time, and page, 9-4
combining in single file, 9-9
creating, 9-2, 9-7
graphics rectangles, 9-1
groups (GEM Draw Plus), 9-3, 9-9
in background rectangle
(GEM Draw Plus), 9-9
Make Header command, 8-7
reading into rectangle, 9-3
sectional paging, 9-6
spacing in GEM Draw Plus, 9-9
hexadecimal codes
in .KYS files, A-6
Hide Graphics command, 8-13
Hide Toolkit command, 8-15
Hyphenate Word command, 5-16, 8-26
hyphenation, 5-15, 6-11
Hyphenation command, 5-15, 8-10
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I

<I> code, 6-13, A-3
I-beam, 3-13, 6-4
Icon Shortcuts command, 3-10, 8-27
Icon Shortcuts dialog, A-6
Ignore Space Above (Paragraph dialog),
5-13
image files, 4-25
not output to screen, 8-4
image size, 8-17
Image Size command, 3-13, 8-17
IMG file extension, C-2
JIMG graphics files, 7-1
importing graphics, 7-1

Info/Rename command (GEM Desktop),

8-28

Insert Page command, 8-16
INSTALL.APP, 2-3 ‘
installing GEM Desktop Publisher, 2-3

multiple hard disks, 2-3
“Invalid extension” alert, C-3
Item Selector, 4-23, 8-2, D-1

changing directory path, D-4

commands, D-2

components, D-2

illustration, D-2

J

justified text, 5-12

K

kerning, 6-10
keyboard command equivalents, 8-1
keyboard mapping, 8-22, A-5
keyboard mapping files, A-5
creating, A-8
default, A-10
how to read, A-8
listing of STANDARD.KYS, A-7
order of entries, A-8

L

Landscape command, 8-15
Landscape format, 8-15
leading

See “Line Space (Paragraph dialog)”
Left Indent (Paragraph dialog), 5-10
left-aligned text, 5-12
line attributes

end styles, 7-12

line width, 7-12

no outline, 7-12

presetting, 7-13

styles, 7-12
Line Attributes command, 4-29, 7-12,

8-11

Line Space (Paragraph dialog), 5-11
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M

Maintain (graphics rectangles), 7-6
Make Header command, 4-20, 4-22, 8-7,
9-4
memory
making more available, 8-28
menus, 8-1
choosing commands, 3-7
displaying, 3-7, 8-1
removing from screen, 3-7
mini-selector, 3-11, D-1, D-7
changing directory path, D-9
changing file extension, D-8
changing text style, 6-12
components, D-7
in Paragraph mode, D-10
in Select or Paragraph mode, D-8
reading in header files, 9-3
valid file extensions, C-3, D-8
Mode (Graphics Rectangle dialog), 7-5
Mode (Text Rectangle dialog), 6-19
mode switches, 3-10
modes, 3-10
mouse
basic techniques, 1-4
mouse form, 3-13
.MSW file extension, C-2
MultiMate file extensions, 8-22

N

<N> code, 6-13
naming documents, D-6
New command, 8-2
Norm size, 3-11
numbered lists, 6-16

o)

Opaque mode, 6-19, 7-5
Open command, 3-1, 8-2, C-3, D-2, D-6
opening documents

what Publisher remembers, 8-5
opening folders in Item Selector, D-4
output, 3-3, 8-4

displaying multi-page documents,

84

image files not displayed on screen,
84
printing selected pages, 8-25
output files, 8-23

P

page

contrasted with work area, 3-8
Page Menu, 3-8, 3-13
page number files

name codes, 9-2
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page numbers

adding, 4-21

first number, 9-5

in headers, 9-4

setting starting number, 8-12
Page Numbers command, 8-12,9-5
page orientation, 8-15
page size panel, 3-11
PAGEBNRS folder, 9-2
pages

current, 3-11

deleting, 8-16

going to, 8-16

inserting, 8-16

size of, 8-17
pages adding, 4-24
panner, 3-12

disables other program functions,

3-12

panning rectangle, 3-12
Paragraph command, 4-11, 4-16, 5-9, 8-10
paragraph formatting

pica notation, 5-9

units of measure, 5-9

zero values, 5-10
Paragraph mode, 3-10
paragraph spacing, 5-11
paragraph style codes

embedding in text files, 5-24
paragraph styles, 5-3

assigning, D-10, 5-6

assigning to selected paragraph,

4-15,5-5
Body Text, 5-3

codes, 5-23

copying, 5-26

creating, 4-14, 5-4, 8-9, D-10

deleting, 8-9

embedding in text files, 5-24

names, 5-4

setting attributes, 5-5

taking attributes of Body Text, 5-25

tips on creating, 5-25

using the mini-selector, D-10
paragraph tabs

aligning, 5-19

entering decimal value, 5-19

formatting, 5-18

inserting with Publisher, 5-22

measuring, 5-19

setting, 5-19

setting paragraph tabs, 8-11

setting single tab stop, 5-19

spaces converted to tabs, 5-22

using, 5-20
Paragraph Tabs command, 5-18, 8-11
paragraphs

Alignment, 5-12

defined, 5-2

First Line Indent, 5-10

formatting, 5-9

Left Indent, 5-10

Line Space, 5-11

Right Indent, 5-10

Space Above, 5-11

Space Below, 5-11

Tracking, 5-11

Index-8



GEM Desktt_yg Publisher Index

Paste command, 4-26, 6-16, 8-6 - 8-8
pasting, 8-6
graphics elements, 8-8
rectangles, 8-8
text blocks, 6-16
path
See “directory path”
path information in command line, 3-4
Pattern (Graphics Rectangle dialog), 7-3
Pattern (Text Rectangle dialog), 6-19
PgDn key, 4-24
PgUp key, 4-24
phantom rectangle -
adding, B-3
defined, B-2
to reformat text, B-3
picture files, 4-25
point size, 5-8
pointer, 3-13
Portrait command, 8-15
Portrait format, 8-15
PostScript
point sizes for text, 5-8
preferences
restoring defaults, 8-26
saving, 8-26
setting, 8-21
what is saved, 8-26
Preferences dialog, 8-21, A-6, A-10
file extensions, D-8
Filter Extensions, 8-21
previous document (Preferences dialog),
3-2,8-23

printing documents, 4-30
selected pages, 8-25
Publisher Info command, 8-28
PUBLISHR.APP, 3-1
PUBLISHR.INF, 8-26

Q

Quit command, 8-4

R

Rectangle command, 7-3, 8-11
Rectangle mode, 3-10
rectangles
base, 3-8
bringing to the top, B-2
changing contents of, D-8
CLIPBRD folder, 8-7
coordinates, 8-13
copying, 8-6
cutting, 8-6
deleted from CLIPBRD, 8-7
layers, B-1
moving/copying from page to page,
pasting, 8-8
phantom, B-2
selecting, D-8

Index-9



Index GEM Desktop Publisher

selecting all, 8-7
selecting rectangle not on top, B-1
showing size while drawing, 8-14
text over graphics, B-1

RFT file extension, C-2

Right Indent (Paragraph dialog), 5-10

right-aligned text, 5-12

rule, 9-1

ruler switch, 3-13

rulers, 3-13, 5-9
changing unit of measure, 8-15
creating header rectangles, 9-3
inches/metric, 8-17
unit of measure, 3-13

Rulers in Inches command, 3-13, 8-15,

8-17

running heads, 9-1

See also “headers”

S

Save as command, 4-23, 8-3, C-3, D-2
Save command, 4-23, 8-2
Save GMP with doc
(Preferences dialog), 8-23
Save Preferences command, 3-2
Save Preferences command, 8-26
Save Style Sheet command, 5-22, 8-9,
C-3,D-2
saving documents, D-6
SCRAP.ASC, 8-7
Screen Preferences (Output), 8-4
scroll arrows, 3-14
scroll bars, 3-14

scrolling points, 3-14
sectional paging, 9-6
Select All command, 8-7
Select mode, 3-10, 8-8
Select Width Table command, 8-27
Selection line (Item Selector), D-5
Set Preferences command, 3-2, 8-21, B-8
Shift-click (mouse technique), 1-4
Show Critical Alerts (Preferences
dialog), 8-24
Show Graphics command, 8-13
Show Position command, 8-13
Show Size command, 8-14
Show Toolkit command, 8-15
Size (Character dialog), 5-8
size box, 3-14
sliders, 3-14
SNAPSHOT.ACC, 8-28
source files
missing, C-5
Space Above (Paragraph dialog), 5-11
Space Below (Paragraph dialog), 5-11
STANDARD.KYS, A-6
listing, A-7
starting GEM Desktop Publisher,
3-1-3-2
what Publisher remembers, 3-5
Status command, 8-27
.ST$ file extension, 8-23, C-2
.STL file extension, C-2 - C-3
Style (Character dialog), 5-8
style codes, 5-23
Style Menu, 8-9
Style name (field in formatting dialogs),
5-7
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style sheets, 4-8, 5-1, 8-9
attributes saved, 5-1
creating, 5-3
embedding styles in text files, 5-24
getting, D-6
missing, C-6
paragraph style names, 5-4
saving, 4-23, 5-22, D-6
style codes, 5-23

subdirectories
See “folders”

T

tables
creating with paragraph tabs, 5-20
tabs
entering in text, 6-12
spaces converted to tabs, 6-12
See also “paragraph tabs”
text
assigning color, 5-8
assigning fonts, 5-7
assigning size, 5-8
assigning styles, 5-8
copying, 8-6
creating new files, 6-6
cutting, 8-6
editing, 6-8
entering in existing files, 4-13, 6-7
entering special characters, 6-7
entering tabs, 6-12
fitting to graphics, B-5

flow around rectangle, 6-20, 7-5, B-2

flow turned off by Transparent mode,
6-20,7-5

formatting characters, 8-10

formatting paragraphs, 8-10

greeked, 3-12

in Norm size, 3-11

marking where to paste, 6-4

pouring into rectangle, 4-6, 6-1

spaces converted to tabs, 6-12

underlining (paragraph styles), 5-8

text blocks

changing color, 6-14
changing fonts, 6-14
changing size, 6-14
changing style, 6-14
CLIPBRD folder, 8-7
copying, 6-15
cutting, 6-15
marking, 6-5
pasting, 6-16

text color, 5-8

changing, for text blocks, 6-14

text cursor, 3-13, 6-4
text files

.ASC versions, A-4

ASCII, A-1

creating, 4-4

formatted, A-1

missing, C-5

reading into rectangles, D-8
sample with style codes, 5-23

text grid, 5-13

bypassing, 5-14

Text mode, 3-10, 6-3

changes to Publisher screen, 6-3
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text rectangles
Color, 6-19
Column Spacing, 6-20
Columns, 6-20
Mode, 6-19
Pattern, 6-19
Vertical Rules, 6-20
text size, 5-8 :
changing, for text blocks, 6-14
text style, 5-8
-changing, for text blocks, 6-12, 6-14
embedded codes, 6-13, A-3
setting in formatted text, A-3
text style codes, 6-13
embedding in text files, 6-14
using as literal string, 6-14
time
in headers, 9-4, 9-6
title bar, 3-9
.TMP file extension, A-2
To App command, 8-3
To Output command, 4-30, 8-4
toggle, 3-13
toolkit, 3-10
hiding, 8-15
in Graphics mode, 4-28
keystroke shortcut, 8-27
showing, 8-15
Tracking (Paragraph dialog), 5-11
Transparent mode, 6-19, 7-5, B-6
TUTORDOC.GMP, 4-1
TUTORDOC.GWD, 4-1
TUTORIAL.ASC, 4-1
TUTORIAL.TXT, 4-6
TUTSTYLE.STL, 4-1
.TXT file extension, C-2

U

<U> code, 6-13, A-3

unavailable commands, 8-1

Underline (Character dialog), 5-8

underlining (paragraph styles), 5-8

Unformatted (ASCII) file extension, A-2

up-arrow symbol (in menus), 8-1

updating directory window (Item
Selector), D-5

\%

Vertical Rules (text rectangles), 6-20

W

wildcard character, D-3
window, 3-7

full box, 3-14

moving, 3-9

scrolling, 3-14

sizing, 3-14
“Word too long” alert, B-7
work area, 3-8

contrasted with page, 3-8
.WPR file extension, C-2
WST file extension, C-2
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