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In the next two exercises you will copy the template and the materials to be 
assembled onto your desktop, and then begin to paste the materials into 
the template. 

To copy the sample materials onto the desktop: 

D Open the System cabinet, the Library cabinet, the Documentation drawer, 
and the Tutorial folder. 
The Thtorial folder contains a folder named Chapter 7. The Chapter 7 folder 
contains all the documents and illustrations that you will use to assemble the 
Boston guidebook 

D Select the Chapter 7 folder and execute Copy- Normal. 

o Paste the Chapter 7 folder onto your desktop and rename it Guide. 

D Select and open the Guide folder. 
The folder contains five document icons and six diagram icons. 

o Move the Guide window to the upper-right comer of the screen if it is not 
already there. 

The document icons contain ,the template and the text, and the diagram 
icons represent the illustrations for the guidebook you are going to as­
semble. By moving the window to the upper-right comer of the screen, you 
ensure that the contents of the window will still be visible when you open 
documents. 

Diagram icons (Figure 2) represent graphic objects, such as illustrations 
created in the diagramming system, graphic text, or scanned illustrations. 
You cannot open a diagram icon directly; instead you must copy or cut the 
icon and then paste its contents into an open document. 
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Figure 2. An lnterleaf diagram icon 

The next step is to rename and open the copy of the Template document. 
The predefined components in this document are the basis of the guide· 
book format. 

To open a template: 

Change the name of the Template document to Boston Guide. 

Select the Boston Guide document and open it. 
The document contains a header, a footer, and four components, named 
head, subhead, para, and captiOIL 

1\ nos ton GUl(lu 
SWISS I U !lold IInllC <veldllll I"~t f'IOPS> 

________________________ W~l __ 

The component names in the component bar of the open document repre­
sent the predefined component masters of the template. 

To copy components from a document: 

o Open the document in the Guide folder named VISiting Boston. 
When the Visiting Boston document opens, the text caret is in the first head 
component. The Font box in the document header indicates that the font at 
the text caret location is 12·point Thames bold. 
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o Move the text caret to a para component, and then to a subhead compo­
nent. 
The Font box indicates that the para component contains 12-point Thames 
Roman text and the subhead component contains 12-point Thames bold text. 

DID With the cursor in the component bar, execute Select~ All. 
All the components in the document are selected. 

Vlslllnq Bostoll 

" • 

~--~ lllIOtllcrla&eotllliap III _ a' eajlJJdulllC ........ Ou oflH .. poptI-
lIZ IIIlII:IIaIIt _ .uttm II IIIc l'reedaI 'bill. nil Iluec-IIav ~ IOU II dcsIp.eIllII 
IIlaorIllc tIsIlDr III _1IIIIeeJI cWren:IItalllllricsUe-.1II111 aapbIAs oa CoIoaHI_ JeooIa. 

--~-II. 

DID Execute Copy. 
When the copy process is complete, the components are automatically 
deselected. 

o Close the VISiting Boston document. 

The component names in the VISiting Boston document are identical to the 
names in the Boston Guide document. 

To paste text into a template: 

moo Move the cursor to the Boston Guide document. 
The border of the document header turns white to indicate that the window is 
active. 

moo DID Point to the component bar and execute Paste. 
The text in the Visiting Boston document appears in the Boston Guide 
document. 
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<ucr .. ult r C'xt Props> 

_________________________ ~T __ 

~JICIIt. 
~ 11110-. alWBp IllRell4eajclfdU1llC an, IIII101111a. cae Of !lie _ papIl. 
Iar IIIndIOIUIfIIr milan Is tile I'mdom :I:nII. nJl1IIrcc-u.r 'IIIiIIIIIC IIlar Is daIpecllll 
IDalrQc mllar to ReJillDclld1l!al:llt~I1ta.1IiO. CllpIUIIs. CoIaDIIIII4Itm1hl· 
-"_11. I11III_""" _ UIIIIIIl_ .. 
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By executing Paste with the cursor in the component bar, you are preselV­
ing the component definitions contained in the VISiting Boston document. 
This is called pasting as components. 

H you had executed Paste when the cursor was in the template's text area, 
then all the text from the VISiting Boston document would have lost its pre­
vious component properties and appeared within the component containing 
the text caret. The properties of the combined text would have been those 
of that component. Pasting text in this way is called pasting as text. 

If you accidently paste the text of the Visiting Boston document as text, imme­
diately execute Cut, recopy the components in the Visiting Boston document 
and paste them as components. 

Unifying Component Properties 
According to the document header, the text of the pasted head component 
is still 12-point Thames bold. All the components you pasted from the VIS­
iting Boston document appear in the Boston Guide template as exceptions 
to the masters defined in the template. 

Since the components containing the pasted text have different properties 
than do the masters in the template, the next step is to unify those proper­
ties so that the components are no longer exceptions. 

To unify component properties: 

o Select the empty head component on page 1. 

\'IIDoc .... 
1'IIae II ao SIIIlrIaIIC aI Wqs to .. as eJIjoJ 4U111& a ... Ia IIoIIOIL cae Of tile IUIt popu· 
Iar IIInI:IIou tar >!sitars Is tile Pm:daaIlnil TIlls 111=-110 .. -iliac IIIur Is 4estpc11to 
IIlOW IIIe fIs1lDr 10 see __ dlJrereallllslll:llt lila, Wl1I1 empllllllS • COIarUalIlld MwIu' 
uan.r_ats. 

010 Execute Props. 
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The Component property sheet for the head component opens. If the Format 
sheet is not displayed, point to Format in the property sheet header and click 
the select button. 

~ID With the cursor in the property sheet, hold down the menu button and drag 
the cursor to Unify ..... All ..... Props. . 

Component Properties IIWIIoUiIoII ~1Iell' USlom II)IIt'I'Ome Anrs 

Nlme II 11.1" I f1 
Mlrvlns I 

Top .01 I 

8ottom~ Attn l 
len Close C4ncel -.m:wn 
Right Mister" nehe. 

InItIII Indent 0 I Inclle. 
Number D!PIDIII 1 lines 

Une SPicing I 1.10 I Unes 

Alignment IlmliDil1 Centered II flush Right I 

Font Iswtssl~ _Ibllel 
Text Props I AII-CIP·I Ii 

401 ~EI 

ODD Release the menu button. 
The properties of the pasted head component change to 12-point Swiss AlI­
Caps (the properties of the head master.) 

VlImII. IOITON 
tIaae II JIG Wrtace I1II111a&J to _II1II _ dlrlll& l ~ IlII\os1cm. ODe I1II11e IIIIIIt pop.' 
IIr IIIraCIIaU lOr f/SII4IS /Sla ~ TnII. TlIS QJeeoIIDar 1IIfIIIlI& .. II deIIIIIed Ia 
IIIaw tIIe.-ttar Ia _1IIIIeea ditIaat IIiIIark llleI, willi aapIMIII oa COlaaiIIIIIIII bftl.· 

naIL 

o Close the Component property sheet. 

o In tum, select the first subhead, para, and caption components in the tem­
plate, open their property sheets, execute Unify ..... AlI_ Props and deselect 
them. 
The properties of all subhead and para components from the pasted text 
change to those of the masters for those components. 

The Unify- All ..... Props command makes the properties of the master and 
all instances of that component in the document match the properties of 
the component whose property sheet is open. Even though there are no ex­
amples of the caption component for the publishing software to unify, you r~ 
should open its property sheet and execute Unify_ AlI_ Props. It is good \i.. .. j' 
practice to unify all component masters after you have pasted text into a 
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template. When you are working with large documents, you might not re­
member which of the template's component masters have instances in the 
pasted text and which do not. 

H you have pasted components that have different names than the masters 
in the template, you can select them, and execute Change ... and the name 
of the master whose properties you want them to adopt. 

Once you have unified component properties in a template, you no longer 
need the empty examples of the template masters in the component bar. 

To cut empty components: 

o Move the component caret so that it is just after the caption component. 

mDI Hold down the extend button and drag the cursor up past the first head 
component. 
All the empty components are selected. 

'" ¥llITIIte .OITON ,.. .. --.., ____ II _ ...... _dl_ 
010 Execute Cut. 

All the selected components are removed from the document. 

Adding Component Masters to a Document 
You can add a master to a document by copying an instance of that master 
from another document and pasting it into the template. In the next exer­
cise you copy the contents of a document named Fact Sheet and paste it 
into the Boston Guide document. The Fact Sheet document contains three 
new component masters and two table masters. Because you want to paste 
the entire contents of the document, you can just select its icon in order to 
copy it. 

To paste new masters into a document: 

o Select the Fact Sheet document in the Guide folder. 

Release 4-Sun 295 



· . . 
, " .. . . \,' 

." ":" ~' _ '" t"~ 

296 

, " 

DID Execute Copy-+ Normal. 

o Move the component caret so that it is just above the head component. 
The text caret moves to the head component. 

DID With the cursor in the component bar, execute Paste. 
The contents of the Fact Sheet document appear at the beginning of the docu­
ment. 

----------------------------------------------------~~ 

an .... -- , ... -
m3 .... -- 11,,21_ 
4125 ,,,15_ 

311 .... 7_ 
21,,311_ .-

~ID Deselect the components, then hold down the menu button and drag the 
cursor to the Create submenu. 

> .. 
9x3: .. 
caption 
head 
Inllne: .. 
micro: .. 

Select smallpara 
And smhead 
Join subhead 

~ID DOD Drag the cursor off the menu without executing a command, and release 
the menu button. 

When you pasted the Fact Sheet document, you added several components 
to the Boston Guide template: the full components smhead and small para 
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and the inline component inline:smhead. The names of these pasted mas­
ters appeared on the Create submenu when you opened it. 

The table rows (IBl row) that appear in the component bar indicate the indi­
vidual rows of a publishing software table. The ability to create tables is an 
optional feature, but you have the ability to cut and paste tables in any ver­
sion of the publishing software. For more information about creating tables 
with the tables option, see the Tables booklet in the Reference set. 

In the next exercise you paste a third table into the template that highlights 
additional information about Boston. This table describes the different Ris­
toric ''firsts'' ascribed to the city of Boston. 

To paste a large table into a document: 

o Select the Boston Firsts document in the Guide folder. 

DID 

o 
Execute Copy-+ Normal. 

Scroll the Boston Guide document to the last page and move the compo­
nent caret so that it is just below the last para component. 

1IIiI1IYtrIac __ .. It .. Ia aor __ III _ of .... __ of .. Jo .... 
_A~_k,II_...uIIO ____ "'''_''_HlU, 
_ 17,177$, AIIIIooIII" __ laic," -, __ ..... -'I,..s 

--oaIJ - 60tr -- - .... 0III_0udI 
JIIIIIt lal'lZ3, "01411 ......... cura -...-. _1d1l1a.,1t __ .. ...,10 4r __ ... ___ N_a.c"" _. III Aptl u, 11'25,_ II..,olpotrlalJ 
_ .. n .. till .. _ ......... IOCCIIoard ___ " 

DID With the cursor in the component bar, execute Paste. 
A table appears at the end of the document. 
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Changing a Single-Column Document to a Two-Column Document 
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H you were working with a finished template you probably would not 
change page properties. In this example, however, the properties of the 
template are only partially set. As part of this lesson you will change cer­
tain properties of the document in order to modify the page design. This 
new design will become part of the new template, which will then be avail­
able for creating other versions of the traveler's guide. 

In the next exercise, you make Boston Guide a two-column document. 

To change the number of columns: 

~DD Point to the Page box in the document header. 

DID Execute Props. 
The Page property sheet opens. 

o On the Basic sheet. change the number in the Columns field to 2 and con­
firm. 

Pege Properties ~i ustom 

OrtentlUon ~ILlndsc.p.1 1. 

Columns It 2 I 

DID Execute Apply and then execute Close. 
The document now has a two-column format. 

_____________ t_ 

...... 1o .. ~III .. c_noJ .. af 
""-oJ III. 1110 Iqoot citJ Ia " ..... 
.... _Io .. _III~....,.u. _III-'_dtloo __ •• _ __ IIIiIIIIII~. __ _ 
_ Io~ .... , __ _ .... ~ __ lilt.., ____ Ill" ..... 

....,. .. _, --. ---. ..... .-. 
IOITON MOts 

Moving the Text Caret in a Multicolumn Document 

When you change the number of columns in a document from one to two, 
the publishing software causes text and graphics to flow from the top to the 
bottom of the page, first in the left column and then in the right column. 
Because components can appear side by side in a multicolumn document, 
the component bar displays only the component names from the column in 
which the text caret is located. 

For example, since the text caret currently appears in the left column of the 
Boston Guide document, you see in the component bar only the names of .rr"·, 
components that begin in the left column (Figure 3). 
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Figure 3. Component bar in a two-column document 

To see the names of components that begin in the right column, you must 
move the text caret. 

To see the names of components located in the right column: 

Point to any text in the right column and click the select button. 
The text caret moves to the right column and different component names ap­
pear in the component bar. 

10ml. I'MTI ==--_ ........ --- ...... -~ - 'JII,,»_ .... - 'JII,,45_ - "" IJII,,51_ ..... - 17J11,,25_ - 4125 'JII,,15_ 
a..,. ... "" :11-.'_ ....., "III 21111.,:11_ - ZS4 ,,-__ IIAII,,-,*" _ _ ._--.....-... ..... &~~-- .. & ___ III .. 

When the text caret moves from the left column to the right column, the 
names of components that begin in the right column replace the names of 
the components that begin in the left column. 

The Boston Firsts table is wider than the width of a single column in the 
document. When a table, a component, or a frame extends across more 
than one column, it is called a straddle. Text above a straddle wraps to the 
next column and does not flow to columns below the straddle (Figure 4). 
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Having the Boston Firsts table straddle the two-column document separates 
it visually from the body of the text. 

:-"...L.-..==':"1114 .=.~.:: 
w..s4 n. U ..... 0nIi_ "-n 10 Jo. --1.-.. 0.1_ "OJ-. _ .. .., .. -..t. ---'lido 1nwIIc .... \IIk _ III n .. fa 0.. 
'""-_ .. _ ot III ...,.. MtIIoo ot .. __ A __ t,U_lIallt 
.. ____ .... l��ttkot _ 

_ 11111. lin 17. rm. AI ........ _ 

:.;,. -tn:,-:l :=-':,"':""--- .... __ a... 

=':i.~~ .. :"_ar.:.o:-.... .,-_ ... _-_. -1IIIC-_._ApII_.177S ... 
........... _ .. Il ....... lrlua 
... _ III .., '" CIIIoIN .",_" 

.. _ ........ a"ot ......... _._ ... __ ... -..,. 
. -.. _. ___ "'" ___ . no '"IIowIoc 10. JUt fit 

ua .. __ ...... 

Figure 4. A table that straddles a multicolumn document 

This is the end of Lesson 17. You have completed the assembly of the text 
elements of the Boston Guide document. You can save the document now 
and continue to Lesson 18, or you can save and close the document and 
continue to Lesson 18 at a later time. 

• A template is a document that contains a set of masters for compo­
nents, frames, autonumber streams, and tables, that you can use to pro­
duce specific document formats. 

• To preserve component definitions when you paste text into a docu­
ment, place the cursor in the component bar before you execute Paste. 
This is called pasting as components. 

• To unify the properties of all components of the same name with those 
of the master definition, open the property sheet of an instance of the 
component that conforms with the master and execute Unify_ AlI_ 
Props. 

• When you copy a uniquely named component into a document, you 
create a new master. 

• You can cut and paste tables made with the Tables package into a doc­
ument, even if you do not have access this optional package. 

• 10 change the number of columns in a document, modify the Columns 
field on the Page property sheet and apply the change. 

• A table, a component, or a frame that extends across more than one 
column in a multicolumn document is called a straddle. Text above a ~ 
straddle wraps to the next column and does not flow to columns below 
the straddle. "-.. 
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Further Exercise 
The publishing software contains a series of generic templates that you can 
create using the Create Templates submenu. You can use these templates 
as starting points for your documents. 

To create publishing software-supplied templates: 

1]ID With the cursor on the desktop, hold down the menu button and drag the 
cursor to the Create Templates Text submenu. 

DDD 

o 

The submenu contains six choices that describe different types of documents, 
such as Letter, Memo, and Report 

Paste 
Refresh 
Close 
Custom 

<Sy m> 
cabinet 
drawer 
folder 
document 
terminal 
lisp 

Release the menu button. 
A document named Outline appears. 

Open the document 

Newsletter 
letter 
Memo 

oQutllne 
Report 
Sidehead 

The open document contains four predefined components, each of which has 
initial content. Three of the four components have as their content a different 
level of an autonumber stream. 

OUllln.:. 

(O~frtlill T~)(t PrOD'S) 

.. • .. 
-.1. 

-..A. 
~ .. 
-i 

o Create and open a Newsletter document, a Letter document, a Memo docu­
ment, a Report document, and a Sidehead document. 
Each template document contains a set of components that define a typical 
layout for that type of document. 
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Lesson 20: Placing Illustrations 
............................................................................................................................................................... 

Frames (other than header and footer frames) can appear anywhere on a 
page and at the same time maintain a relationship with a particular portion 
of text. These frames are called text-anchored frames. As you edit a docu­
ment, a text-anchored frame moves as the text containing its anchor moves. 

In Chapter 5 you worked with one frame on a blank page. In Lesson 20 you 
create and use text-anchored frames in the document you are assembling. 

Lesson 20 teaches you how to 

• paste an illustration directly into a document to create a frame 
automatically 

• rename a frame to create a new frame master 

• create a frame that straddles a multi column document 

• create a component straddle 

• size a frame either to its contents or to the width of the page 

• size a diagramming object to its frame 

The approximate time to complete Lesson 20 is 2S minutes. 

Pasting an Illustration into a Document 
The Guide folder contains several illustrations, which you add to the 
Boston Guide document by first finding anchor locations for the frames 
that will contain the illustrations. 

To paste a diagram icon into a document: 

o Select the image icon named Boston Map in the Guide folder. 

DIU Execute Copy-+ Normal. 

o Move the cursor into the Boston Guide document window and position the 
text caret at the end of the first paragraph. 

VllmNC IOITON 

010 Execute Paste. 
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A frame anchor appears at the text caret location and a map of Boston ap­
pears in the first column after the text of the first paragraph. 

..... 0 ......... 

""mIlO IOITON 

.. _­
SlO,71t .1_ 
,,,-Il10,..,.. 
2.7_ 

When you paste certain graphic objects, such as a diagram icon, into a 
document, the publishing software creates a frame the height and width of 
the object. The relationship between this frame and text is established by 
the presence of the frame anchor (I§I), a marker that is the reference point 
in text for the frame. The way you create a frame and position the frame 
anchor is an important factor in the design of a document. 

A text-anchored frame has properties that define its height, width, and re­
lationship to its anchor. In the case of an automatically created frame, the 
publishing software assigns these properties by default. You can see a 
frame's properties on the Frame property sheet. 

To open a Frame property sheet: 

010 Execute Props. 
The Frame property Format sheet appears. 

Frlme ProperUes U!.W.IllllCUS oml~ 

Nlme I Auto I ~ 

Size l' 
Width I fixed I I 3.08 II Inches I 
Height I fixed I I 2.72 II Inches I 

PI.cement I followlnl Anchor I Slme Column I Yes IID!I 

fte'erence Align Offset 
HorIzontll I Column I I Center I I 0 Illnche. I 

l" 
14-1 I!I 

The properties on the Format sheet are described below: 

• Name: the name of the frame master 

• Size: the dimensions of the frame and how they are determined (either 
by absolute measurements or relative to the frame contents or page 
dimensions) 

• Placement: the relationship of the frame to its anchor 
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The publishing software gives an automatically created frame the name 
Auto and creates a frame master for Auto containing that frame's current 
properties, if a frame of that name does not already exist in the document. 

The Placement property of the frame (Following Anchor) means that this 
frame will usually appear directly below the line containing the frame an­
chor. In some cases, if there is not enough space on the page for the frame 
to appear directly below its anchor, it will appear at the top of the follow­
ing page. 

If you are not satisfied with a frame's properties, or want to keep its prop­
erties in a separate master, you can change the frame's name and other 
properties on the Frame property sheet. 

To create a new frame master: 

o Enter the name map in the Name field. 

Frame Properties II.ml~ill Custom IlAttrSJ 

Name I c= map I I~ ~ 

DID Execute Apply. 
The New Frame Master stickup appears, presenting the choice of creating the 
map frame with or without initial contents. 

o Select Empty and execute Close. 
The stickup disappears and the property sheet closes. 

The document now contains a frame master named map. Any frame 
created from this master will have the same height and width and will be 
located directly below its frame anchor. You can include this frame in the 
guidebook template. It will be useful for creating maps in other documents 
you create from the template. 

Using Frame Straddles in Multicolumn Documents 

304 

There are differences between the way frames behave in single-column 
documents and the way they behave in multicolumn documents. The map 
of Boston fits exactly within the width of the left column, so its frame did 
not interrupt the flow of text in the right column. If the width of a frame 
exceeds column width, however, the frame automatically straddles both 
columns. 
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To create a frame straddle: 

o Select the image icon named Faneuil Hall in the Guide folder. 

Din Execute Copy-+ Normal. 
The icon is deselected when the copy process is complete. 

o Move the cursor back to the Boston Guide document window, scroll the 
document to page 2, and position the text caret at the end of the paragraph 
describing Faneuil Hall. 

DID Execute Paste. 
A frame containing a photograph of Faneuil Hall straddles the page just below 
its frame anchor. The frame is selected. 

F __ 

no.-_ .,r_ li0ii_ ...... lid MIiIoC __ • 'no __ 

--a.c-"-~-""" 

- .. ~,..-.pd-" __ """ .. _.r.oI ..... -_ .. __ .... poIIl. 

OI .. ___ .no __ 
_ .. _IIdCWIOI .. _ 

- .." --AI1IIIcJ a......, Of 

-~ 

Whenever a straddle appears in a multi column document, it interrupts the 
normal flow of text. Text appearing before the straddle flows from column 
to column above the straddle, and text appearing after the straddle flows 
from column to column below the straddle; however, text from a column 
above the straddle does not flow to columns below the straddle (Figure 5). 
This is why all the text from the Faneuil Hall description remains above the 
frame and the text describing the New England Aquarium, Fort Point 
Channel, Museum Wharf, and the Boston Tea Party appears below the 
straddle. 
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DID 

o 
moo DID 

straddle 

Figure 5. Text flow around a straddle in a two-column document 

In the next exercise you create a frame master that straddles the page. 

To create a page-width frame master: 

With the frame selected and the cursor in the text area, execute Props. 
The Fonnat property sheet appears. 

Frlme Properties II\l1IlIi1J I ~ustom IlA~ 

Nlme I Auto I ! 

Size l' 
Width I fixed I I 1.49 IllnchlS I 
HelOht I flxld I I 4.37 !llnche. I 

Pllcement I followlnl Anchor 1 Sime Column I Ves 1_ 

Rererence Align Offset 
Horlzontll I Column I I Center I I 0 II Inches I 

rI 
+of eJ 

Change the frame's name to straddle. 

Point to the Width list box and hold down the menu button. 
An anchored popup appears. 

Frlme Properties IIiDiimI us omllM!!:!.! 

Nlme I straddll I f1 
Size 

Width ~ I 1.41 II lnche• I 
Height . • I 4.37 II Inchls I 

Contents 
Plge .. 
~ Sime Column I VIS 1_ Pllcement Column 

Mlrgln .. 
Gutter Align Offset 

Horizontal Fixed I Center I I 0 II Inches I 
I 1" 
~ eJ 
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]fJ10 DOD Drag the cursor down to Page, over to Without Margins, and release the 
menu button. 
The Width setting changes to Page. 

o Change the Height setting to Contents. 
The Format sheet should resemble Figure 6. 

Frlme Propertfes IIiDiiI:iIII ustoml!.A~ 

Nlme I meddle I 
.1 

Size 
Width Ire,ol D!!J~+I 0 Illncho. I 
HeiGht !l0tonts I o::!!J~+1 0 II Incho. I 

PllCement I followln, Anchor I Sime Column [!ID_ 

Reference Align OITset 
Horlzontll I Column I I Contor I I 0 Illnchos I 

1+ 
+I El 

Figure 6. Completed Format Sheet for the straddle frame 

DID Execute Apply. 
The New Frame Master stickup appears. 

o Select Empty and close the property sheet. 

The document now contains a frame master named straddle, which is exact­
ly the width of the page without its margins and which changes its height to 
fit its contents. Because the master has no content, you can use it for any 
illustration that must be the width of the page. 

Th complete the illustration, in the next exercise you create a component 
straddle containing a caption for the illustration of Faneuil Hall. 

To create a component straddle: 

o Move the text caret to the left column and move the component caret so 
that it is above the subhead component containing the text New England 
Aquarium. 
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DID Execute Create-+ caption. 

-­_of T1N_ ....... .. -
An empty caption component appears below the frame. 

IbD Type: VISitors to Faneuil Hall will find a variety of shops and a festive 
atmosphere 
The text appears in 1 O~point Swiss type and wraps within the left column. 

_ .. f-..HII ........ -.,,,,,,- __ IDt»_.n. __ 

-.-~ __ A_1tIIIp _1IaII'.IIIIII. --
o Open the property sheet for the caption component. 

o On the Format sheet, change the component name to captionS. 

Component Properties • e usom a e 

Name L.l captionS 

o On the Page sheet, change the Straddle Columns setting to Yes. 

Component Properties !.E.0nn~llliliIi1l(;us omll aDJ~eJ~ 

Begin New Pige IVe·'mI .t 
Begin New Column Ive"mI 
strlddle Columns 1:pI[§J 

DID Execute Apply. 

The New Component Master stickup appears. 
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( Sizing a Frame 

o Select Empty and close the property sheet. 
The caption text now straddles both columns. 

_ .. '_1111 ...... .....,01"-.... _...........,. 
-I! ....... ~ __ 

~ .. 
The document now contains two components, caption and captionS, for il­
lustration titles. You can use caption for single-column illustrations and 
captionS for illustrations that straddle the document. 

In the previous exercise you worked with automatically created frames that 
change to fit the size of their contents. You can also change the size of an 
illustration to fit a frame. In the next series of exercises you add another 
photograph to the document and then size it to fit exactly within a single 
column. In the process you create a frame master that you can use to uni­
formly size illustrations to the width of a single column. 

To add a scanned image to a document: 

o Select the image icon named Boston Common in the Guide folder. 

010 Execute Copy- Normal. 
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o Move the text caret to the end of the paragraph describing Boston Com­
mon on the third page . 

.-A_ ... ___ 1I» ... 

-.1 •• .,11»_'100&....,.. 

DID Execute Paste. 
A frame containing a photograph of Boston Common straddles the third page, 
just below its frame anchor. The frame is selected. 

DID Execute Props. 

moo DID 

The Format sheet for the frame appears. 

Point to the Name field and hold down the menu button. 
An anchored popup appears. It contains the names of all the available frame 
masters in the document. 

Frome Properties . UstomllA~ 

Nome L Auto J 
.1 

Size . 
Width 

~ 
Auto I 5.14 Illnche. I ftootlno 

HeIOht fix footnote: • I ~.711 Illnche. I 
mop 

Placement [foii straddle Some Column I Yes la 

Reference AlIon Offset 
Horizontal I Column I I Center I I 0 Illnche. I 

II 
+i I!I 

miD ODD Drag the cursor down to straddle and release the menu button. 
The settings on the property sheet now match the master for the straddle 
frame that you created in the previous exercise. 
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Frame Properties II!DIImJrcustomJLAttrsJ 
AU se1:O-'!lIs now ma cn lhe streodle mas er. 

Neme I straddle I 
Size ~ 

WIdth I Page I D!!J~+I 0 II Inches I 
HeIght I Contents I D!!J~+I 0 Illnche. I 

Placement I followIng Anchor I Same Column I Ves ID 

Rererence A"gn Ofhet 
Horizontal I Column I I Center I I 0 Illnche. ! 

t-l 

o Make the following changes to the Format sheet: 

Name 
Width 

column 
Column 

The Format sheet should resemble Figure Z 

Frame Properties II.iDllJilIII,;US om I L A...!tr!J 

Name I column I 
SIze 

WIdth Cplumn D!!J~+I 0 

Height I Contents OID~+I 0 
Illnche. I 
Illnche. I 

Placement I fallowIng Anchor I Same Column I Ves I D 

Reterence A"gn Ofhet 
Horizontal I Column I I Center I I 0 Illnche. I 

~ 

f1 

tl 
I!I 

11 

1 
I!I 

Figure 7. Completed Format sheet for the column frame master 

010 Execute Apply. 
The New Frame Master stickup appears. 

o Select Empty and close the property sheet. 
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The frame changes to the width of a single column and the document is 
reformatted. 

_."'Aft .......... __ 
." CqoI., IIpn __ 01_· 
•• _...u- olin atll'dll_. 
"-ilf _ .. ~IJ 0IIdI.1I." 
0lIl .... -. ....... HIlle LInJ. 1IId ...... ........, __ l'aYW. 

~_..,_U:l"' .. oprI-. at. ___ 0ipIeJ ...... 

_Enol _.--...-.. -..... .-ot __ IIIdOJd. .. cirId _1IIIp\af. COIadII ___ _ 
..u .... _ .. __ ...... 
0lIl11 .... au... at .. hoi _ -. ----_·tIItrIf· __ .. · ....... 
. ::....--":":::. ':':::.-": 
-.pl ........ - pork.--1IOCIpftIl .. 1, '" iIIt ='=' __ 
=~=~ ... ~.-

When you changed the frame width, you did not change the size of the 
photograph. This means that the width of the image no longer fits within 
the frame. To correct this problem, you can execute a command to size the 
image to the size of its frame. 

To size an object to its frame: 

o Open the frame containing the photograph of Boston Common and select 
the image. 
The border of the photograph blinks to show it is selected. 

DID Execute Size-+ to Frame-+ Diagonal. 
The width of the photograph changes to match the width of the frame. 

~ ...... _ •• .an ............ __ 

~.~=--::':=:'.t.t: 
=:.: =.-:a:'=u::,. at .. -.-.r __ l'aYW. 

II..,......-IIIof-""'· .. tIpIII.a of • ftIk __ 0IpIIf ..... 

_Enol __ .......-•• tIoIl"'"'" 
...,..... 01 __ IIId()l4. .... kI 
_ ........ 00-._II1II __ 
__ 1110_"'-' __ ." 
0Id1l_Clllll:ll1IId .. __ -----_ . ......,.-_ ... -
::=-..:::..-J:a::o-: 
=:a::rc ilCi :r:: ... 
=~~~.IIoWO-

DID Execute Close and then execute Deselect. 
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The height of the frame changes to match .the height of the photograph and the 
document is reformatted to accommodate the frame's new size. 

--. -...__'" &doIIfdIl 
~,.- 11 __ ... Old-WCRIAI -.-.CUorM ___ _ _ ... _._-...... 
OIdN_a... ...... __ -. ---

When you select an object and execute Size-+ to Frame-+ Diagonal you 
preserve the proportions of that object. Because the photograph was wider 
than the frame, the publishing software sized it to fit the frame in that di­
mension. Because the frame height was set to Contents. when you closed 
the frame. the frame height changed automatically to match the height of 
its contents. 

Many scanned illustrations. like the ones you use in this lesson. will not be 
the correct size for your documents. Having a frame master like column is 
one way that you can accurately fit illustrations into a particular layout. 

To add a single-column caption: 

Move the component caret so that it is just above the subhead component 
containing the text Granary Burying Ground. 

_[no! -.. -...--"'.~ ~ "' ...... _ a10J4.Wad4 

:=r=-~~;:::. Okl.N_OIIdo .... __ -. 
DID With the cursor in the component bar. execute Create-+ caption. 

A caption component appears below the column frame. 

IbII 'JYpe: Boston Common covered in snow 
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Summary 

Further Exercise 

314 

The text appears in lO-point Swiss type. 

-­_~"""-Io.doII"'" loI>JrioIkot __ ..sOW-World -.-. c:.JorjId--­______ oIW._ 
01411_ CInIo..s .. hi ...... 
a-. 

This is the end of Lesson 20. You have created several new frame masters 
for the Boston Guide document that will later become part of the new 
guidebook template. You can save the Boston Guide document now and 
continue to Lesson 21, or you can save and close it and work on Lesson 21 
later. 

• lext-anchored frames can appear anywhere on a page and still main­
tain a relationship with a particular portion of text. 

• 10 have the publishing software create a frame automatically, paste the 
contents of a diagram icon into a document. The automatically created 
frame is named Auto. 

• Every frame in the publishing software has a name and gets its original 
properties from a master definition associated with that name. 

• 10 create a new frame master, give a frame a unique name on its For­
mat property sheet and execute Apply. When the Create Frame Master 
stickup appears, select either Copy (to add the contents of the instance 
to the master) or Empty. 

• You can size a frame either by supplying its exact dimensions, or by 
specifying how the frame should relate to the page or to its contents 
and having the publishing software size the frame automatically. 

• To create a straddle component, set the Straddle Columns property on 
the Component property Page sheet to Yes. 

• To size a diagramming object to the dimensions of a frame, select that 
object and execute Size-+ to Frame-+ and one of the options on the 
Size to Frame submenu. 

This exercise shows you how you can use a straddle as a formatting tech­
nique. To complete this exercise, you must have the Boston Guide docu­
ment open on your desktop. 
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To use a straddle to reformat a page: 

o Move the text caret to the right column and move the component caret so 
that it is just above head component containing the text: VISiting Boston. 

1;1"." "_-
....... S1I.'" _. at,... 

.,.. .... -:u_ 

DID Execute Create-+ captionS. 
The captionS straddle component appears and the text above and below the 
straddle is refonnatted. 

--n .... I0 ... 

'III..CS'" 
1111.,31'" 

"'"'- "----..... Slt,'" -. .''''' .... 1-- --... --... - 2.1_ 

__ loC ...... 'I'IIo __ took 

JIIao jII1- of .. Old .... _, 

~DD DID Move the cursor to the text area and execute Create-+ Frame-+ Straddle. 

o 

o 

o 
o 

An empty straddle frame appears in the captionS component. 

lou.lI FA01'I .htreI ....................... ..... D_ •• ~ ... -
AlI_ 

_ ... 
""*' - '111.,--,. "" '111.,41'" - 11m 1111..$11-

1-- "--....... S'II,'1S .-.. au,... _ .... "" .... -IA-"'_ .... 2.'_ 
___ pIII,11Io __ _ 

.... ,.._of .. OIll __ . 

u.s.-.._ 

Open the frame and create a horizontal line that extends from the right 
margin to the left margin of the frame. 

Select the horizontal line and execute Props-+ Edge-+ Weight and the thick­
est available line. 

Close and deselect the frame. 

When you have finished looking at the document, close it without saving, or 
execute Misc-+ Revert-+ to Document from the Name pulldown in the doc­
ument header. 

A straddle component can force the publishing software to reformat a page 
in a multicolumn document. Text before the straddle appears above the 
straddle, and text after the straddle appears below the straddle. Because of 
this, you can use straddles to alter a page layout. 
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Lesson 21: Completing a Document Layout 
..................................................................................... " ...................................................................... .. 

In this lesson you complete the document assembly you began in Lesson 19 
QY creating a first page header and making final modifications to the page 
layout. Once the Boston Guide document is finished, you create a docu­
ment containing all the masters and page properties of this document but 
without the content. This document is the finished template that other writ­
ers can use to create guidebooks in the WorldWide Traveler series. 

Lesson 21 teaches you how to 

• create a double-sided layout 

• create an overlay frame 

• change the alignment of a frame 

• create a display initial 

• turn off all non printing characters 

• change the alignment offset of a frame 

• turn off vertical justification 

The approximate time to complete Lesson 21 is 25 minutes . 

. Creating a Double-Sided Layout 

316 

In the first two lessons in this chapter, each page of the Boston Guide doc­
ument has the same layout of headers, footers, and margins. This is called 
a single-sided layout. In situations where a document will be bound as a 
book, you can use a different design, called a double-sided layout. A dou­
ble-sided layout takes into consideration the fact that a book displays two 
pages facing each other and that extra space is often needed along the in­
ner margin of each page for binding. 

In the following lessons you will change the layout of the Boston Guide doc­
ument so that it is appropriate for a bound book. 

To open the Page property sheet: 

o Open the Boston Guide document if you closed it at the end of the last 
lesson. 

mDD Point to the Page box in the document header. 

m .... I.,'; MgUilii-::::' II 
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010 Execute Props. 
The Basic property sheet appears. 

PlIge Properties 

Orlentltlon 

Columns 

PlIge Size 
Width 
Height 

Margins 
Top 
Bottom 
Lert 
Right 

Stlrtlng PlIge • 
PlIge • PrefIx 
PlIge'style 

Headers/Footers 
PlIge Layout 
Bleed 
om 1st Header 
om 1St Footer 

us om 

DIIIZIIIllendscepe I 

2 

I!!lDlDlleoell~~~~~ 
~llnc"e. I 
ODllnc"e. I 

III1IlmII 1 

~I AJOal¥ . 

gmmill Odd Plloes Right II Odd Peoe. left I 

EI 

At the bottom of the Basic sheet are the Headers/Footers properties, which 
control the page layout and the appearance of headers and footers. 

To change a page layout: 

rooo 100 Point to the Odd Pages Right box next to Page Layout and click the select 
button. 
The Odd Pages Right box is selected and the Single Sided box is deselected. 

Headers/Footers 
Page Layout I Slnole Sided IlmOlZi",MI Odd Peoe.left I 
Bleed alvesl 
Dm 1 st Helder alve.1 
om 1st Footer mill Ves I t 

.-j ",El 

rooo 100 Point to the Yes box next to Diff 1st Header and click the select button. 
The Yes box is selected and the No box is deselected. 

Headers/Footers 
PlIge Layout 
Bleed 
om 1 st He.der 
om 1 st Footer 

I Slnole Sided I 
mIIlve.1 

~­mII[ffiJ 

Odd Pages RIght I Odd Plloes left I 

El 

There are two choices on the Basic sheet for a double-sided layout, Odd 
Pages Right and Odd Pages Left. The convention for most western-lan­
guage books is to have odd-numbered pages on the right-hand side of the 
book. 
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By setting the Diff 1st Header property to Yes, you remove the contents of 
the header on the first page of the document. You can replace the original 
contents with a unique header if you like. Figure 8 shows the first three 
pages of a document for which the Page Layout setting is Odd Pages Right 
and the Diff 1st Header setting is Yes. 

Chapter 1 Chapter 1 ---- ---Chapter 1 ---- -------- -------- -------- -------- ---- ------- --- ------ ---- -------- ---- ------- ---- ------- ---- -------- --- ------- ---- ----
1-1 1-2 1-3 

Page 1 Page 2 Page 3 

Figure 8. Double-sided layout with odd-numbered pages on the right 

A double-sided layout, instead of having left and right margins for each 
page, has inner and outer margins. When you changed the Page Layout set­
ting from Single Sided to Odd Pages Right, the Left and Right properties 
were replaced with Inner and Outer (Figure 9.) 

Mlrglns 
Top 

~'_'" Bottom , II Inche, I 
Lett 1 II Inche, 
Right 1 I Inche, I 

Properties when the Page Layout setting Is Single Sided 

Mlrglns 
Top 

~ 
Incne. 

Bottom InChe. 
Inner Incne. 
Outer Inches 

Properties when the Page Layout setting is Odd Pages Right 

Figure 9. How the Page Layout setting affects the available margin options 

In the next exercise you change the inner and outer margins so that the 
document margins will be symmetric when the document is bound. 

To change inner and outer margin settings: 

o Make the following changes to the Basic sheet: 

Inner Margin 1.20 
Outer Margin 0.80 

The margins on the Basic sheet should resemble Figure 10. 

Margins 
Top rn' Inche. I 
Bottom 1 I Inche. I 
Inner I 1.20 II Inches I 
Outer I to.ao II Inches I 

Figure 10. Completed Inner and Outer margins settings on the Basic sheet 
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010 Execute Apply and then execute Close. 
The document's inner and outer margins change and the Page property sheet 
closes. 

When you change the page layout of a document from single sided to 
double sided, the headers and footers on even-numbered pages and odd­
numbered pages are reflected. This means that headers and footers on odd­
numbered pages are right justified and headers and footers on 
even-numbered pages are left justified. In addition, headers and footers on 
odd-numbered pages share their content only with other odd-numbered 
pages and vice versa. This gives you the opportunity to alternate the header 
and footer content in a double-sided page layout. 

To change header text on even-numbered pages: 

alDD IDD Point to the header frame on page 2 and click the select button. 
The header frame opens. 

Boston GUI<1G 

SWISS 11 I.:.I:lI':.IltdliC <OQtrHllt loxt ProPS) 

o Select the text string WorldWide Traveler. 
The string blinks to show it is selected. 

@ Press CTRL-d. 
A right text anchor indicates the former location of the text string. 

80s.totl GllIdG 

SWISS 10 H01<1 Ildllo <NO UICtIOI1"'y> I rdC~-1 Z 

@ Without deselecting the text anchor, type A Boston Guidebook 
The text you type appears at the text anchor location and expands to the left. 

l]oston Gwdo 

SwISS 1 U HOI<1 11<lIIC <£JO U!CtlOtldt y> II dCk-I 2 
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o Scroll the document to page 3. 
The header frame on page 2 automatically closes when the document scrolls. 
The header on page 3 still contains the text: WorldWide Traveler. 

Bos{onulll(1o? P{lq~lI ] 01 <1 

"'_A_" _ ..... 
1II\ .... ot .. _,..~. ~_ 

o Scroll the document to page 4. 
The header on page 4 contains the same text as the header on page 2. 

IIlrHllQS 11 UOI(J ItrtilC {u~r HIlt I Qxt VrOl>S) 

A __ --__________ _ 

The headers on even-numbered pages now contain different content from 
the headers on odd-numbered pages. 

Creating an Overlay Frame 

320 

A frame with Overlay placement can exist at the same page location as text 
or other frames. A useful analogy is to think of an overlay frame as a trans­
parent layer placed over the page. This makes Overlay placement useful for 
creating special-purpose frames, such as a unique first page header for the 
Boston guidebook. 

In the next series of exercises you paste a generic first page header frame 
into the document, change its placement property to Overlay so that you 
can move it over the existing header frame. and add text to identify it as a 
header for the Boston guidebook. 

To paste a heading into the document: 

o Select the Heading document in the Guide folder. 

DID Execute Copy_ Normal. 
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Move the component caret so that it is above the first para component on 
page 1. 

Boston GUttte-
I hdllles 11 BoW Italic 

It • .. 

DID Execute Paste. 
A component named heading appears at the top of the document. It contains 
a frame that straddles both columns of the document. 

Boston GLilOO 

'''''$5 10 UOI<l nolie <Oerdult f €'><t Props) 

.. • .. 

o Select the frame in the heading component and open the frame's Format 
property sheet. 
The frame is named header. 

Frlme Properties IIimlli1II (;ustom II ~ 

Nlme I huder I ~ 
SIze 't 

WIdth I fixed I I 1.51 I! Inches I 
HeIght I fixed I I 1.45 II Inches I 

Pllcement I At Anchor I 

Reference AlIgn Otrset 
VertiCIl ! Anchor I ! Bottom I I • IIInChe. I 

1 
~ I!I 

The current placement properties of the header frame locate it at the frame 
anchor in the heading component. This is lower on the page than it should 
be for a balanced page design. Changing the placement properties will 
move the frame closer to the top of the page. 
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To create an Overlay frame: 

o Point to the Placement box, hold down the menu button, drag the cursor 
down to Overlay, and release the menu button. 
The Placement setting changes to Overlay. 

PI.cement (O.el1l1, I 
A 

Reterenee AlIgn Offset 
HorizonQl \ Pille I I Center I I ii II Inches I 
Vettle .. 'peoel 'Iottllm I I 0 Illnche. I T 

~ !I 

](JDD DID Point to the Vertical Reference box and execute Margin-+ Page Top from the 
anchored popup attached to that box. 
The Vertical Reference setting changes to Top Page Margin 

PI.cement I O.el1l1, I 

Reference Align Offset 
Horlzonml ffi!!] ,Centerl I 0 Illnche. I 
Vertlc.' Top Pille "lIreln 'lottIIm I I 0 IIInChe. I tl 

'""I !I 

DID With the cursor anywhere in the property sheet, execute Global Apply-+ 
Confirm and then execute Close. 
The header frame moves closer to the top of the page. 

Boston luuhle 
~W/SS 10 !lola 110llC 

The Placement setting of Overlay combined with a Venical Reference setting 
of Top Page Margin allows the header frame to move to the approximate 
position of the first page header frame. 

The heading you pasted is a generic heading that all writers can use for any 
guidebook in the WorldWide series. There is a diagram icon in the Guide 
folder that contains text that will make the heading appropriate for the 
Boston guidebook. 

To complete the header text: 

o Select the Easton Title diagram icon in the Chapter 7 folder. 
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DID 
o 

Execute Copy- Normal. 

Move the cursor to the header frame and open it. 

t10ston GUlag 

~WISS 10 Bol<l ItdllC <Oeld"lt Text I'IOV5> 

DID Execute Paste. 
The outline of a box with a control point on its upper-left comer appears in­
side the frame. 

Bostoll (;U1(19 

SWISS 10 Hold Ifdlic <Oel."lt Text Props> 

:mOO Move the control point until gravity causes the lower-left corner of the out­
line to snap together with the nonprinting spacing character (U) after the 
word to. 

Bostol1 GUIde 

SWISS I 0 ~Old Itdlic <Oelrtull lext !'rOllS> 

DID Execute Deselect. 
The word Boston appears. 

Hoston GlII(iG 

SWISS 10 lJol<l ItrtllC <Ueldult T ext Props) 

The additional text used in this exercise was supplied in case you do not 
have the Advanced Graphics or Document Management packages~ If you 
have one of these packages, you can produce the additional text for the 
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header by creating a text string and then executing Misc-+ Convert-+ to 
Outline-+ Bitstream Brush-+ Roman. Refer to Chapter 30, Text as a Dia­
gramming Object, in the Diagramming manual for details on using the 
Convert to Outline commands. 

Creating Display Initials 

324 

It is customary in book design to emphasize the first word of a chapter or 
section by setting it in capital letters with the first letter of the word much 
larger than the rest. This first letter, called a display initial, can either proj­
ect above the first line as an ascending initial (Figure lla) or align with the 
top of the line as a descending initial (Figure llb). A descending initial is 
sometimes alsQ called a drop cap. 

T HIS is an exam{Jle of an ascending initial 
typically found at the beginning of a chapter 
or a section in a book. 
a. Ascending initial 

T HIS is an example of a descending initial 
typically found at the beginning of a chapter 

or a section in a book. 
b. Descending initial 

Figure 11. The two kinds of display initials 

You can use the diagramming features in the publishing software to create 
display initials. In the following exercises you create a descending initial in 
two locations of the Boston Guide document. 

To create a frame for a display initial : 

o Move the text caret to the beginning of the word Boston in the first 
paragraph. 

tpufe t6LJ~ · 
1IIIW __ _ 

......... .,.1l1li ., .. a...-woollll., 
~.n.""cilJ.Now" liliiii. _ II !III _ "allllNpOllla 
_ ClIIII ""'_ 

DID Execute Create-+ Frame-+ Auto. 
A default Auto frame appears at the beginning of the paragraph. 
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DID Execute Props. 
The Format property sheet for the frame opens. 

o Make the following changes to the Format sheet: 

Name 
Height 
Placement 
Horizontal Reference 
Horizontal Align 
Vertical Reference 
Vertical Align 

display initial 
Contents 
Overlay 
Anchor 
Right 
Anchor 
Top 

The Format sheet should resemble Figure 12. 

Frame Properties II!DDmIICustomJ[~ 

Name I display Initial I 
Size 

Width I fixed I I 0.46 Illnche. ! 
Height I Contents I c:!!!J%+1 0 Illnche. I 

Placement I Over1ay I 

Reference Align Offset 
HortzontAl I Anchor I I al,htl I 0 II Inches I 
Vertical I Anchor I [foi!J I 0 II Inches ! 

~ 

! 

rr 
I!l 

Figure 12. Completed Format sheet for the display initial frame 

DID Execute Apply. 
The New Frame Master stickup appears. 

. The new 'display Initial' mister will be created from this Instance • 
. ;. 

Because this Instance Is empty, the master 
will haye no content. Please connnn. 

o Select Confll'm and then execute Close. 

The property sheet closes and the empty frame shrinks and moves to the right 
of the frame anchor. 

The display initial frame now aligns to the top and right of the frame 
anchor. Because it is an Overlay frame, it does not displace any text. 
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If you have the Advanced Graphics or Document Management package, 
you can make a display initial by creating a text string for the letter within 
the display initial frame, converting it to a Bitstream outline font, and then 
enlarging it to the desired size. The Guide folder contains a letter you can 
paste into the frame in case you do not have these optional packages. 

To add content to the display initial frame: 

o Select the B diagram icon in the Guide folder. 

DID Execute Copy~ Normal. 

o Open the display initial frame in the Boston Guide document. 

" .. ~.tJ«tt:fe u'u ~ · n. __ _ 

DID Execute Paste. 
A control point and the top part of a diagramming object in animation state 
appear in the open frame. 

mDD DID Move the control point to the left side of the frame, execute Deselect and 
then execute Close. 
The frame's height increases to match its contents. 

tJ«tt:fe u'u ~ · ... __ ..... 
The next step in creating a descending initial is to indent the paragraph 
containing it. You should create a new component for this purpose. 
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To create an indented component for the display initial: 

Open the Format sheet of the para component containing the display initial 
frame. 

D Make the following changes to the Format sheet: 

DID 

Name 
Initial Indent 
Number 

paraD 
0.46 
3 

The Format sheet should resemble Figure 13. 

Component Properties IIiDDmIlf!i.eJf.£.USlom II olD II I'rC)meIIAtu'SJ 

Nome I ' .... 0 I 
Mervlns 

Top E;:3' IIIche. , 
Bottom 0.03 IIIche. 
Left I 0 II Inche. I 
Right I 0 II Inclles j 

Inm.1 Indent I 0.46 II Inche. I 
Number I Oet.ult II t 3 I lines 

Une Speclng I 1.05 I lines 

AUgnment II@N";'I Centered II nush RI9ht I 

Font I ~[!] IIDldlllt.llcl 
Text Props <Oefeults> 

14'1 

~ 

rJ" 
t-ol!l 

Figure 13. Completed Format sheet for the paraD component 

Execute Apply. 
The New Component Master stickup appears. 

D Select Empty and then execute Close. 
The Format sheet disappears and the para component changes to a paraD 
component. 

tpufet6w~· ""'_T __ 

An initial indent causes text in one or more lines to be indented from the 
left margin automatically. By default, the initial indent applies only to the 
first line, but you can apply it to as many lines as you wish by changing the 
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value in the Number field. Setting the initial indent to the same width as 
the frame and having the publishing software repeat the indent for the first 
three lines of the par aD component makes the descending initial fit correct­
ly within the text. 

To complete the display text: 

o Delete the letter B in the word Boston. 

o Select the remaining text of the word Boston. 

c:-_ tar_"". 

DID Execute Misc_ Convert_ Case_ All Upper Case. 
The remaining letters in the word Boston are converted to upper case. 

Remember that when you perfonn a spelling check in a document that con­
tains display initials created in this manner, the spelling checker will not recog­
nize the words containing these letters as co"ect/y spelled. This is because the 
display initials are now diagramming objects. 

Now that there are masters for both a paraD component and a display ini­
tial frame in the document, you can create a second descending initial more 
quickly. 

To create a second descending initial : 

o Move the text caret to the beginning of the word There in the first para­
graph of the section titled VISiting Boston and delete the T. 

DID Execute Create_ Frame- display initial. 
An empty display initial frame appears at the text caret location. 
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( o Open the display initial frame. 

o Copy the T diagram icon in the Guide folder and paste it into the open 
frame. 

D Position the pasted diagramming object, execute Deselect, and execute 
Close. 
The descending initial appears to the right of the left column margin. 

o Select the para component containing the second display initial frame. 

DID With the cursor in the component bar, -execute Change-+ paraD. 
The para component changes to a paraD component and the first three lines 
are indented to accommodate the descending initial. 

D Select the remaining letters in the word There and execute Misc-+ 
Convert-+ Case-+ All Upper Case. 

Finishing Touches 

Once their masters are defined, you can use paroD components and display 
initial frames to create descending initials in any future document that con­
tains these masters. 

You have now completed the assembly process for the Boston Guide docu­
ment. In the following exercises you perform the finishing touches that 
create a polished final document. These include correcting bad line breaks 
in headings, adjusting the locations of frames, and justifying the text. 
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Correcting Bad Line Breaks 

Before you complete a document, you should check all the headings for line 
breaks that makes the text in the heading hard to read. An example of this 
is the hyphenation of the word: Foreign, in the first smhead component on 
page 1. 

To correct a bad line break: 

o Select the word Foreign in the first smhead component on page 1. 

010 Execute Misc4 HypheD~ Clear. 

-....... -................ __ .. ___ lIImrk .... __ ....... CoIaoI_~_ . ...... ..,_1IIIaaId __ 
ON __ 

The line now breaks at the end of the word Major. 

-::.~~u::.~:::10 
....... CoIaIIioI 4IIIIJI .. -, _ . ...... ..,----ON __ 

You can use the Misc Hyphen submenu to remove or restore hyphens in 
selected text. 

Making Nonprinting Marks Invisible 

The nonprinting marks in the document, such as frame anchors and inline 
component markers, can be distracting. By turning the display of these 
marks off, you can more easily preview the document's final format. 

To turn off all nonprinting marks: 

010 With the cursor in the text area, execute Misc~ Show-+ <All Marks>-+ 
Off. 
The frame anchors, inline markers, and hard returns disappear from the 
document. The illustration shows the header and the first paragraph of the 
document. 

tJ«tde t6u~ 1lIe_' __ 

When you turned the display of the frame anchors off, the positions of the 
display initial frames changed, indicating that they were not placed correct­
ly. You can correct this by making fine adjustments to the frame's location. 
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To adjust the offset of a frame: 

o Select one of the two display initial frames and open its property sheet. 
The Format sheet appears. 

o Make the following changes to the Format sheet: 

Horizontal Offset 0.12 
Vertical Offset . -0.02 

The Format sheet should resemble Figure 14. 

Frlme ProperUes IIiliIlJi1II custom I ~ 

Nlme I IIlspley Inltlel I ~ 
SIZe 

Width I flxelll I 0.4' II Inches I 
Height I Contents 1 [J!!J~+I 0 Illnche. I 

Pllcement I Overley I 

Reference Align Offset 
Hortzontll I Anchor I I Right I I 0.12 II Inches I 
VerUcll I Anchor I ITopl l -0.02 J I Inches I rr 

~ I!] 

Figure 14. Completed Format sheet for the display initial frame 

Execute Global Apply-+ Confirm and then execute Close. 
The publishing software updates the master for the display initial frame and 
the two descending display initials are now aligned correctly. 

tpeutet6u~ ""'_T __ 

The values in the Offset fields determine how the frame is moved (offset) 
from the position determined by the Reference and Align settings. A posi­
tive value moves the frame down or to the right; a negative value moves the 
frame up or to the left. 

Justifying Text 

Frequently, text in a multicolumn format looks better when the text on each 
line touches both the right and left margins of the column. This is called 
justified text. In the Boston Guide document there are three components 
that contain text: para, paraD, and smpara. To have justified text in the doc­
ument, you must change the alignment of the masters of these three com­
ponents. 

To justify text: 

o Open the Format property sheet for the paraD component, point to the 
Flush Right box next to Alignment and click the select button. 
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010 Execute Global Apply_ Confirm and then execute Close. 

The publishing software updates the master definition for the paraD 
component. 

o Repeat the first two steps for the smallpara component and then for the 
para component. 

The publishing software updates the master definitions for the smallpara and 
para components. 

Text is justified when its alignment is both Flush Left and Flush Right. 
Figure 15 shows part of the first page of the Boston Guide document with 
justified text. 

tloston l>UlOC 

B 08TOtIIo tIo.1II ., tIo c:oa... YMltlt.of_. 'Do \qoII cilJ • _ __.-Iotlo-of. --.pall ... _ of ~. __ _ _ • _____ JIIqIIo.1uII 

_ .. "'" _ 10 '- AIJparI. 001, ---.... _--­_~..,_IIId __ 
of-,,-"-r-'1-
-.-...... *P!-. 

Figure 15. Boston Guide document with justified text 

Creating a New Template Document 

332 

You have made many changes to page and component properties and add­
ed several masters since you first opened the supplied template document. 
You can save all of these changes and the work they represent by creating a 
new template from the completed &ston Guide document. 

To rename and copy a document: 

moo DID Point to the Name box in the document header and execute Save-+ Fast. 
The publishing software saves the most recent changes you have made to the 
Boston Guide document. 
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010 With the cursor still pointing to the Name box execute Mise-+- Rename. 
The Rename stickup appears. 

IbU Type Guidebook Template. 

o Select Enter or press RETURN 

On the desktop, the Boston Guide icon closes and a new, open document 
icon named Guidebook Template appears and partly covers Boston Guide. 

In the next exercise you remove the content of the Guidebook Template doc­
ument and save it as a template. 

To create a template: 

o Move the text caret to any para component. 

1I0D DID Point to the component bar and execute Select All. 
All components in the component bar are selected. 

010 Execute Cut. 
The following stickup appears. 

o Select Confirm. 
The following stickup appears. 
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:":.>:.": 
You Ire Ibout to cut In Inllne component Ind Its Invisible ml\1(ers. . .. : 

Plelse contlnn. 

o Select Confirm. 
Everything in the document disappears, with the exception of an empty para 
component. 

{.lII~JebOoh templole 

111<'tt11('>S 11 Hold UftllC 

.. 

o In the Component bar, create a single, empty example of each component 
master that appears on the Create submenu. 

DID With the cursor in the text area, execute Mise-+ Show-+ < All Marks>-+ 
On. 

o Save and close the document. 

The Guidebook Template document contains no text, but it does have all 
the page properties and masters you created in Chapter 7. Executing 
Misc-+ Show-+ < All Marks> -+ On before you saved the document ensur­
es that all nonprinting marks will be visible in this document until you are 
ready to tum them off. You can use the Guidebook Template document to 
format text and illustrations to match the appearance of the Boston guide­
book. All documents created using this template will have a uniform ap­
pearance, even though their contents are different. 

This completes Chapter 7. If you are interested in knowing how make the 
Guidebook Template document appear on the Create Templates submenu, 
so that you or others can create it by executing a single command, com­
plete the Further Exercise after the Summary for Lesson 21. 

• To create a double-sided page layout, select either Odd Pages Right or 
Odd Pages Left on the Page property sheet. 

• In a double-sided layout, headers and footers on even-numbered pages 
share their content only with other even-numbered pages, and headers 
and footers on odd-numbered pages share their content only with other 
odd-numbered pages. 

• To have a unique header on the first page of a document, select Diff Is 
Header on the document's Basic sheet. ~-
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Further Exercise 

• To create an Overlay frame, choose Overlay as the Placement property 
on the frame's Format sheet. A frame with Overlay placement can exist 
at the same page location as text or other frames. 

• To create a display initial, create a correctly aligned overlay frame and 
either paste or create a diagramming object in that frame to represent 
the initial letter. 

• To restore or remove hyphens in selected text, execute a command on 
the Misc Hyphen submenu. 

• To tum off all nonprinting characters in a document, execute Mise-+ 
Show-+ < All Marks> -+ Ott. 

• To change the alignment offset of a frame, change the values for the 
Offset property on the Frame property sheet. A positive value moves 
the frame down or to the right; a negative value moves the frame up or 
to the left. 

In this exercise you put the Guidebook Template in the Create cabinet so 
that it appears on the Create submenu of the Nothing Selected popup. 

To place a template in the Create cabinet: 

o Open the System cabinet on your desktop. 

o Select the Create cabinet inside the System cabinet window and execute 
Copy-+ Normal. 

o Paste the copy of the Create cabinet on your desktop and close the System 
cabinet. 

o Open the Create cabinet on your desktop and then open the Templates 
drawer inside the Create cabinet window. 

o Copy the Guidebook Template document from your desktop and paste it 
inside the Templates drawer window. 

lIDD lIlD Point to the desktop, hold down the menu button and drag the cursor to 
the Create Templates submenu. 
The submenu contains a command named Guidebook Template. 

cabinet 
drawer 
folder 
document 
terminal 
lisp 
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~ID DOD Drag the cursor down to Guidebook Template and release the menu 
button. 
A Guidebook Template document appears on the desktop. 

o Open the Guidebook Template document. 
A duplicate of the Guidebook Template document you created at the end of 
Lesson 21 appears. 

The Create cabinet controls the contents of the Create submenu on the 
Nothing Selected pOPl,lp. Documents and other icons stored in the Create 
cabinet are represented on this submenu. Directory icons that have con­
tents have submenus off the Create submenu. Only your system adminis­
trator can make changes to the Create cabinet within the System cabinet; 
however, you.can override this Create cabinet by creating a copy of it on 
your desktop. You can place in this copy any customized templates you 
like. These templates will appear on the Create submenu. so you can create 
them by executing a single command. 

For More Information 

336 

H you are interested in learning more about the topics covered in these les­
sons, see the following chapters in the Text Processing and Page Makeup 
manual in the Reference set: 

• Chapter 19, Multicolumn Documents, describes how to create and work . 
with multicolumn documents. 

• Chapter 20, Header and Footer Frames, describes page layout in relation 
to the content of header and footer frames. 

• Chapter 21, Text-Anchored Frames, discusses frame placement proper­
ties. 

• Chapter 24, Masters' Properties and Content, discusses the use of tem­
plates in the Create cabinet. 

• Chapter 25, Document Templates, describes the templates supplied with 
the publishing software and how to create your own templates. 
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Italicized numbers refer to pages on which figures appear. 

A 
Active Control Point, definition and uses of, 204 
Active Window, description of, 21 
Align Commands, 240 
Anchor Points, definition and uses of, 204 
Anchored Popups, 55-56 
Animation Commands, definition of, 212 
Arcs 

creating, 225-226 
definition of, 225 
editing, 226-231 
selecting, 227 

Attributes and Attribute Values, in effectivity control, 180 

Autonumber Property Sheet. See Property Sheets 
Autonumber Streams 

changing number of levels in, 125-126 
changing properties of, 123-124, 126-127 
creating new, 124-125 
inserting into a document, 123 
opening property sheet for, 125 
replacing levels in, 131 
restarting numbering of, 136 
using to create an outline, 132-134 
using to number components, 123, 144 

Autonumbers 
See also Autonumber Streams 
adding to a document, 123 
changing properties of, 123-124, 126-127 
creating references to, 137-138 
definition and uses of, 123 

Autoreferences 
copying, 149-150 
definition and uses of, 137 
searching for NO TAG references, 140-141 
using to reference autonumber tokens, 137-138 
using to reference page numbers, 152 

B 
Bounding Box, definition of, 249 
Boxes, creating and sizing, 206-208 

c 
Cancelling 

a help screen, 7 
a popup menu, 6-7 

Carets 
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component caret, 41 
property sheet caret, 2S 
text caret, 41 

moving in a multicolumn document, 298-300 

Circles, creating and sizing, 205-206 
Oiclcing, definition of, 5 
Clipboard 

description of, 3 
opening, 33 
placing objects in, 33-34 
purging contents of, 34-35 

Closing a Document 
and saving changes, 49-50 
without saving changes, 51 

Columns, changing number of in documents, 298 
Commands 

keyboard alternatives to menu commands, 79 
on menus, defaults, 6 

Component Bar 
description of, 41 
displaying a popup menu in, 42 
in multicolumn documents, 298-299 

Component Caret, description of, 41 
Component Property Sheet. See Property Sheets 
Components 

Change command and, 129-130 
changing properties of, 52-53, 55-56 
copying, 291-292 
creating 

using the Create submenu, 45-46 
using the keyboard, 47 

current component, 47 
cutting, 83-84 
defining new, 59-62 
description of, 45 
deselecting, 53 
globally applying changes to, 56-58 
indenting, 329-338 
joining, 85-86 
masters for, 58-59 

adding to a document, 295-297 
and Unify commands, 293-295 

numbering automatically, 144-146 
prefIX, creating, 119-122 
selecting, 53 
setting and changing tabs in, 103-106 
splitting, 48 

Control Expressions, description of, 190 
Control Points, definition and uses of, 204 
Cross-References. See Autoreferences 
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Cursor 
in diagramming, 203 
dragging, 7 
in a document window, 41 
on the desktop, 3 

D 
Default Commands, description of, 6 
Default Document. parts of, 41 
Desktop,3 

closing, 15 
description of, 2 
moving the cursor on, 4 
opening, 2-3 

Diagramming Cursor, 203 
Diagramming Objects 

aligning, 240 
anchor points and control points on, 204 
basic procedures for creating, 203 
changing edge properties of, 236-237 
changing order of with Front and Back commands, 

221-222 
cutting, 217-218 
duplicating, 219-220 
effect of gravity on, 231 
effect of Undo command on, 217 
fills for, 220-221 
GridAlign and, 203 
grouping, 214 
microdocuments, 247 
moving, 212-213 
selecting, 212 
ungrouping,,217 -218 

Dictionary 
desktop dictionary, 93-94 
master dictionary, 92 

Directory Windows, 20 
active and inactive, 21 
creating directories in, 22-23 
creating documents in, 21 
moving, 31-32 
opening, 20 
parts of, 20-21 
resizing, 28 
scrolling contents of 

with the elevator box, 30-31 
with the scroll box, 36 

Display Initial, creating, 326-331 
Document~ndows,40 

active and inactive, 43 
closing, 49-50 
opening, 39-41 

Documents 
See also Document Windows 
adding text to, 45-48 
changing from single-column to multicolumn, 298 
closing, 49-50, 51 
copying and pasting information from one to another, 

142-143 
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double-sided layout for, 318-322 
entering text in, 43-.:45 
opening, S2 
printing, 94-95 
reverting to the last saved versions of, 96 
saving work-in-progress versions, 71-72 
scrolling through, 118 
. using effectivity control in, 180-198 

Drag Selecting 
components, 87 
icons, 13-14 
text, 77 

Dragging, definition of, 7 
Drop Cap, creating, 326-331 

E 
Edges, changing on diagramming objectS, 236-237 
Effectivity Control 

and inline components 
assigning attribute names, 181-182 
assigning attribute values, 183-184 
changing attribute type, 182-183 

creating and applying control expressions, 190-191 
creating new tagged elements, 187-190 
description of, 180 
effective and ineffective elements, 190 
making elements effective for more than one value, 

191-194 
printing different versions of a document, 194 
tagging elements, 184-187 
viewing different versions of a document, 190-191 

Elevator Box 
description of, 30 
using to scroll the contents of a window, 30-31 

Extend Button 
using to deselect icons, 14-15 
using to display a help screen, 7 
using to expand a selected range of text, 76 
using to extend a selection of icons, 14 

F 
Fields, on property sheets, S5 

changing settings in, 60 
Fills, for diagramming objects, 220-221 

color and pattern, 221-222 
Fixed-Width Microdocuments 

creating, 257-258 
definition of, 252 
sizing, 261-263 

Floating Frame, 201 

Footnote Frame, 201 
Frame Anchor, definition and uses of, 305 
Frame Property Sheet. See Property Sheets 
Frames 

adjusting alignments of, 333 
aligning objects in, 240 
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automatically created, 306 
creating, 201 
creating mas~ers for, 238-239, 306 
default masters for, 201 

accessing. 200-201 
definition and uses of, 200 
header and footer. 276-2TI 
opening, 202 
overlay, creating, 324-338 
page-width, creating, 308-317 
pasting text into, US-267 
property sheets for, 305-306 
sizing, 311-316 
sizing contents to frame, 314-317 
straddling, 306 
text in, 240 

microdocuments. 247 
text strings, 2TI-279 

FuUpage Frame, 201 

G 
Gravity, in diagramming, definition of, 231 
Grid 

turning on and off, 203, 218-219 
uses of in diagramming, 203 

GridAlign 
turning on and off, 218 
uses of in diagramming, 203 

Groups, in diagramming 
creating, 208-210 
definition of, 203 
effects of commands on, 214-217 
moving, 214 
rotating, 215-216 
sizing, 216 
ungrouping, 217-218 

H 
Hanging Indent, creating, 329-330 

Hard Return, definition of, 62 

Header, in a document window, 41 

Header and Footer Frames 
definition and uses of, 276-277 
in double-sided layout, changing text in, 321-322 
double-sided page layout and, 276-2TI 
opening,2TI 
text strings in, 277-279 

Help Screens, 7-9 

Hyphenation 
removing in text, 332 
turning off in documents, 90 

Icons 
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changing properties of, 24-27 
creating, 9 
cutting and pasting, 27-28 
directory, 18 

creating and opening, 18-20 
moving, 9-10 
renaming, 10-11 
selecting and deselecting, 4-5,11-15 
toggling selection of, 16-17 

lllustrations, pasting into documents, 304-306 

Inheritance, in inline components, 170-174, 179 
Initial Content, in inline components, 175-178 

Inline Component Property Sheet. See Property Sheets 
Inline Components 

See also Components 
converting text to an inline. 162-164 
creating, 155-156 
creating an inheriting inline, 172-173 
description of, 153 
initial content in, 175 
master definitions for 

changing globally, 164-166 
defining, 157-159 

nested inlines, 174-175 
setting inheritance in 

font family inheritance, 171-172 
font size inheritance, 172 
opposite property inheritance, 179 

shared<ontent inlines 
changing content, 170 
creating, 168-169 
defining, 169 

the Inline submenu, 159 

Inline Frame, 201 

Inline Markers, description of, 153 

Invisible Edges, for diagramming objects, 237 

J 
Ioining Adjacent Components, 85-86 

Iustified Text, definition of, 333 

K 
Keyboard Commands 

using to change font properties of text, 79 
using to create components, 47 

L 
Lines 

creating, 204 
sizing, 204-205 

List Boxes, on property sheets, 55 
Lists, creating, 86-88 

Login Procedure, 2 
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Logo, creating, 237-242 

M 
Margin Settings 

changing, 60 
inner and outer, 320-338 

Master Definitions. See Masters 
Masters 

for components, 58-59 
adding to a document, 295-297 
creating a master with content, 68 
property definitions and content definitions, 62 

for frames, 306 
updating using the Unify command, 106 

Menu Button, 6 
Menus. 

description of, 6 
popup 

anchored,55 
in document windO\W, 42-43 
on property sheets, 5S 
on the desktop, 6 

pulldown, in the document header, 49 
submenus 

displaying, 7-9 
the Inline submenu, 159 

Microdocuments 
aligning, 253-255 

changing default alignment, 256 
changing fonts of, 269-275 
closing, 250-251 
creating, 249-252 
creating a box around, 270-275 
creating opaque background for, 271-273 
creating shaded background for, 271 
creating two-column text in, 268-269 
definition and uses of, 247 
editing, 258-259 
opening, 252 
renaming components in, 259-261 
sizing, 267 
undoing changes to, 263 
variable-width and fixed-width, 252-253 
viewing page properties of, 268 

Mouse 
using to move the cursor, 4 
using to select icons, 4-5 

Move Commands, in diagramming, 212-213 
Multicolumn Documents 

changing from single-column to multicolumn, 298 
effect of caret positions in, 298-299 
straddles in, 299-300 

text flow around, 307 

N 
NO TAG Autoreferences, searching for, 140-141 
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o 
Object Property Sheet. See Property Sheets 
Offset Property, aligning frames with, 333 
Opening a Document, 39-41 
Operators and Operands, in control expressions, 190 
Overlay Frames 

creating, 324-338 
definition of, 322 

p 
Page Breaks, controlling, 67 
Page Frame, 201 
Page Layout 

changing, 319 
double-sided, 318-322 

header and footer frames in, 276-277 
inner and outer margins in, 320-338 

Page Margins, changing, 88-90 
Page Numbers 

creating, 282-284 
creating autoreferences to, 152 
customizing, 285~286 
removing from a document, 91 

Page Properties, changing, 96 
Page Property Sheet. See Property Sheets 
Page Pulldown Menu, viewing, 118 
Paths 

definition of, 234 
filling, 234-235 

Placement Properties, on Frame property sheet, changing, 
323-326 

Pointing and Selecting, 4-5 
Polys, definition of, 235 
Popups.5eeMenus 
Prefix Components 

associating an autonumber stream with, 123 
changing content of, 129 
creating, 120-121 
inserting text, 121-122 

Primitives, in diagramming, definition of, 203 
Printing Documents. 94-95 
Property Sheets 

applying changes to, 26-27, 56 
Autonumber property sheet 

opening, 123 
the Stream sheet, 125-136 
the Token sheet, 124 

changing properties on, 55 
closing, 61-62 
Component property sheet 

opening, 52-53 
the Format sheet, 54 
the Tab sheet, 102 
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Frame property sheet 
opening, 305 
the Format sheet, 305-306 

globally applying changes to, 56~58 
Inline Component property sheet 

opening, 157 
the Attrs sheet, 185 
the Basic sheet, 158 

Object property sheet 
effectivity control and, 181-198 
opening, 24-25 
the Attrs sheet, 192 
the Basic sheet, 25 
the Control sheet, 181 

Page property sheet 
opening,318-338 
page layout properties on, 318-322 
the Custom sheet, 90 

resetting values on, 114-115 

Pulldowns. See Menus 

R 
Rotate Commands, 215 

s 
Saving Documents, 50 

Scroll Bar 
active and inactive, 30 
displaying Window popup in, 42 
elevator box in, 30-31 

Scrolling 
directory windows, 28, 30-31 
documentwind~,91-92 

Select Button, 5 

Selecting 
components, 53 
icons,4-5,11-15 
text, 76 

Selection Box, definition and uses of, 214 

Show Commands, using, 332 

Spelling Checker 
adding .words to your desktop dictionary, 93-97 
correcting errors, 92-93 

Splitting Components, 48 
Status !jne, in a document window, 41 

Stickups, description of, 15 

Straddles 
component, 299-300 

creating, 309-311 
definition of, 299 
frame, creating, 307-317 
text flow around, 307 

'bedit Levels 
'ltering, 208 

.s of in diagramming, 208-210 

Directory, description of, 3 

\ .. 
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T 
Tab Markers, making visible or invisible, 110-111 

Tables 
creating using tabs, 100-115 
defining header lines for, 107 -109 
pasting into a document, 297 

Tabs 
changing locations of, 103-106 
changing styles of, 112-113 
decimal tabs, 105-106 
definition and uses of, 100 
entering tabular text, 106-111 
property sheet for, 101-106 
removing, 104 
tab types, 102-103 
viewing tab settings, 100-101 

Templates 
creating from existing documents, 334-336 
definition and uses of, 289 
pasting text into, 289-293 
placi~g in Create cabinet for easy access, 337 
supplied with the publishing software, 289, 301 

Text 
changing alignment of, 60-61 
changing font of 

in the text area, 77-79, 82-83 
on the Component property sheet, 88 

copying and pasting, 291-293 
correcting bad line breaks in, 332 
creating display text, 326-331 
entering in a document, 43-45 
justifying, 333-334 
pasting into frames, 265-267 
rearranging in a document, 83-85 
replacing text strings, 81 
searching for text strings, 79-81 
selecting and deselecting, using the mouse, 76-77 

Text Anchors 
creating, 278-279 
definition and uses of, 277 

Text Area 
displaying a popup menu in, 42 
in a document window, 41 

Text Caret 
description of, 41 
moving in multicolumn documents, 298-300 

Text Strings 
adding additional lines to, 281-282 
adding text to, 281 
aligning, 279-280 
changing font of, 281 
creating, 277-279 
definition and uses of, 277 
deleting, 280 
document name tokens in, 283-284 
duplicating, 285-286 
moving, 285-286 
page number tokens in, 282-284, 285-286 
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Text-Anchored Frames 
See olso Frames 
definition of, 304 
property sheets for, 305-306 

Toggle Boxes, on property sheets, 55 
changing a toggle setting, 57 

Tokens 
autonumber, 123 
in text strings, 282 

Triangles, creating, 208-210 

Typeface, changing, 79 

u 
Undo Command 

effect of in diagramming, 217 
effect of on microdocuments. 263 

Unify Commands 

342 

importance of using in templates, 294-295 
unifying component masters with, 293-295 

v 
Variable-Width Microdocuments 

changing to fixed-width microdocuments, 252 
definition of, 252 

w 
Windows. See Directory Windows; Document Windows 

Word Hyphenation, turning off in documents, 90 
Work-In-Progress Files 

opening,7S 
saving changes in, 71-72 

Workstation, login procedure, 2 
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Reader Comments 

Interlea! Release 4 
Tutorial, Sun 
PIN 72001-2900 

Please help us keep our manuals useful and accurate by taking a few minutes to give us your comments about the Tutorial. 
If you include your name and address, we will be able to send you any future material produced for use with our manuals. . 
Feel free to send comments too lengthy for this form in letter form to the address shown on the other side of this page. 

Were the lessons and examples in the Tutorial appropriate for your needs? 

Was the pace of the Tutorial appropriate? 

Do you have any specific suggestions that you feel would improve the flow or content of lessons in the Thtorial? 

If you found any specific inaccuracies or omissions in this manual, please describe them along with their location 
(page number plus a line, paragraph, or figure number). 

Have you ever used any version of Interleaf software before? _____ yes ____ no 

If yes, what version of the software did you use? ____________ .For how long? ____ _ 

What is your primary use of Interleaf software? 

o Writing large manuals o Dlustration 
o Writing shorter documents o Production of forms 
o Editing or document production o Other (please specify), _____ _ 
o Page layout and design 

Name __________________________ Title ________ _ 

COmpmy __________________________________________________________ __ 

Address ___________________________________ ___ 

City ________________________________________ S.tate ___ Zip/COuntry _________ _ 

May we call you to discuss your comments? If so, please include phone number ____________ _ 

Thank you for your response. 
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