



























































































































































































































































































































































































































































































































































































































































































































































































































































































































































Figure 2. An Interleaf 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:

SO

B

2\

Boston Guide

SEASASSSANSANSSANNAN,
RN

0
S

.

o
P
K

]

P

Select the Boston Guide document and open it.

The document contains a header, a footer, and four components, named
head, subhead, para, and caption.

N Boston Guide Page 1 of 1
Swiss 10 Hola Italic <Detault lext Props>

d ‘Boston

subhead
ara
caption

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:

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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Visiting Boston [__Proeiors ]
(A B MICITES NS N S S

Vistng Boston

4Arnere is no shortage of things 1o see and enjoy duriag « stay in Boston, One of the most popu-
Jar attractions for visitors is the Freedom Trail This three-hour walking tour is designed to
aliow the visitor 10 see sixteen different historic sites, with emphasis on Colonal and Revolu-

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.

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

Visiting Boston Page 1 of 3
Thames 17 IECIGR italic <Nefaull Text Props>

Visiting

Mummuwumudmum.mummum most popu-
laz attractions for visitors is the Freedom Trail This three-hour walking tour is designed to
allow the visitor lo see siteen different historic sites, with emphasis on Coloaial and Revoln-

Execute Copy.

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

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:

Move the cursor to the Boston Guide document.

The border of the document header turns white to indicate that the window is
active.

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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Boston Guinie: [_pruter [ J___Pade 1or3 |
thames - 12 B:RIGR ttabc <Uerault text Props>

head
subhead
para:
raptian

Visiting Boston.

‘nmnuwanmphmuunmammmw«memm-
lar attractions for visitors is the Freedom Trail This three-hour walking tour is designed to
allow the visitor to see sixteen different historic sites, with emphasis oa Colonial and Revoln-
tionary eveats.

Sites that every visitor should see wre:

By executing Paste with the cursor in the component bar, you are preserv-
ing the component definitions contained in the Visiting Boston document.
This is called pasting as components.

If 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

oo

According to the document header, the text of the pasted #ead 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:

Select the empty head component on page 1.

head o |
subhead
para
caption

head Visiting Bostom.
para There is no shoriage of things o see and enjoy during a stay in Boston. One of the most popu-
1 lar attractions for visitors is the Freedom Trail This three-kour walking tour is designed to
i allow the visitor to see sixieen different historic sites, with emphasis on Colontal and Revolu-
| tionary events.

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.

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

Component Proparties [TOiLLl | Page]|Custom|[Tab|{Profile][Attrs]

Name T head ] 1)
Margins

Top
Bottom
Left
Right

Initial indent {_inches |
Number | IR T fes

Uine Spacing lines
Alignment [Centered][Fiush Right]

Font (Swiss) (12] [T [atic]
Text Props

e &]

Release the menu button.

The properties of the pasted head component change to 12-point Swiss All-
Caps (the properties of the head master.)

head @ |
subhead
para
caption

heail VISITING BOSTON

para MBMWdWhmﬁmj@dmammmwammﬂm
lar attractions for visitors is the Freedom Trail This three-hour walking four is designed 10
allow the visitor o see sixteex different historic sites, with emphasis on Colonial and Revolu-
tionary events.

Close the Component property sheet.

In turn, select the first subhead, para, and caption components in the tem-

plate, open their property sheets, execute Unify— All— 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.

head
subhead
nata
captiore | A
VISITING BOSTON
‘ Mhumd”umﬁm-mhmmdhm

for visitors is the Freedom Trail. gree-dow walking towr is designed 10
VISINr 1 see sixiean different hisioric sites, with anphesis or Colonial and Revoktionary svants.

head
para

14

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
should open its property sheet and execute Unify— All— Props. It is good
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. :

If 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:

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

head
subhead

ara
captian

A

VISITING BOSTON i

There is no shcrtage of Mings 10 ses &d Aaxing & stay ta Boston. Cos of S moet
sftrections far visitors is the Preedam Trail. mm’vdﬁmmhaﬁmnm
visitar 10 see STeen ciffersnt hiSIoric Mtes, With avphass oo Colonial and Revolutionary events.

Hold down the extend button and drag the cursor up past the first head
component.

All the empty components are selected.

A

VISITING BOSTON

Thare is oo shortage of things to see and. daring ¢ ta Bostom. Ore of the most
mummunmm%mu‘:’vmwuuww e
wisiter 10 See Stxieen different histaric sites, Witk srphusts an Colanial snd Revolurionary events.

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:
Select the Fact Sheet document in the Guide folder.
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Execute Copy— Normal.

Move the component caret so that it is just above the head component.

The text caret moves to the head component.

VISITING BOSTON

*hvh of -l in Boston. Ous of &
» w tlww- w:m ot

mh&inpdh ov e
] e N

imdm with ey

i

With the cursor in the component bar, execute Paste.

The contents of the Fact Sheet document appear at the beginning of the docu-
ment.

Deselect the components, then hold down the menu button and drag the

cursor to the Create submenu.

<{Table> =
gx3: -
caption
head

inline: -+

[MTEI)] micro:

smallpara
Find smhead
Join subhead

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 smallpara
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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 (B 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 his-

toric “firsts” ascribed to the city of Boston.

To paste a large table into a document:
Select the Boston Firsts document in the Guide folder.

e :
3 Boston Firsts:

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.

st and Bunker HIll Monument

pata This tovaring obelisk across e river in Charlestowa marks one of the makr battles of the Revo-
futien. A 220-foot lendmark, it wes built to honar thoss who died in the Bettle of Bunker Hil)
Jae 127, 1725, e dattle wes Jost, the badly cumzrbered coloniste fought travely and
witdrew aaly she awwrition wes gone

subhead Old Morth Church

nata It tn 1723, “Otd Nartr™ is 0w Ciry’s oldest standing carch still tn use. It was from B steeple

With the cursor in the component bar, execute Paste.
A table appears at the end of the document.

I the United States, £ city of Bosicn bas bee ¢ Tendesettar for Dew idsas for techrology,
. finence, wanapar ad ney otwr erves. The following is « list of
Bowton “firsts

1631 fom Bostan to Char 1062 G fosGhall
hq‘:n.-: pioms wam arganised

163¢ it public park Boron Cammon, & 13 hubnnhbﬁmﬂ.og:-’b

“playce for & tayning field ... and for the PHOMIS ® vemen, Bogon
fredng of Caal”

1636 Ot foe Judlic scheel, #ff M existence 1876 Ot verds spolmn Al
uuu’;unx.-:unu ﬂ@i:n“”m“.
1639 Bt pow offfee 1675 Orm Cheisonas eard produced and pirsed

1653 st padiic ibsary 1078 Ot Dicyde cud fomwed
1606 e schoel Doek prirsed 168 Ot vemleviile Darfermance
1698 Bt soal map pinsed foxr bl wse 1097 &% sawal maratwa, held by the Boany

1738 Bt art exhidit by parter Jon Swbert 1899 O Anbmal Rescoe Leagne meoeporated
1799 Ot Board of Neabh esiblihed by lw 193 frst modem Werid Seties, von by the Bos-
wih Pui Revere & 25 Ot presiders tan Red Sox
184 e sewing machine, xude by Elis Howe 1923 st sowrputer developed & the Massadur
fe%s nsthixe of Tedhnology

1046 frt anesthesis dsmonstoden 1959 Bt osal coangoce; roven effective &
h«lmpduv;\m

Release 4—Sun

297



Changing a Single-Column Document to a Two-Column Document

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

To change the number of columns:

Point to the Page box in the document header.
Pago 4 of 1

ihames 10 Hold italic <No Uittionary>

Execute Props.
The Page property sheet opens.

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

Page Properties JELII] custom |

Orientation g
Columns [;I]

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

Traveser
para s ts tal of e Comnonwealth of Median Lncame $34,000 per yeur
Mm,‘.“x:. h“:'.!b' Avorage Nowsholl 27 pesars |

ring-Ao poople. Jut aross Boin  VISITING  BOSTON

Haber is , enly two miles wd Thars is 20 of 10 se¢ and ejoy
-m-m«";:mm—, dxing & stay in Boston. Ouvs of the oSt pop-
scmic md bistoric arractions of Nev Bn- for visitors is the Preedom
gloxd are susily accessidle by smomobile, b,  Treil. This gree-bowr valking tow ie

Tun, o arples. 10 dllow B visikr to see siztesn different
BOSTON FAOTS mm.n::-mmwu

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 , -

components that begin in the left column (Figure 3).
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anubhedudhmndhot Nean Incame 4,000 Yo I
glex, Boston 'J:. i :{“’ ot Average Nowsedeid 27 pessans

VISITING  BOSTON

Thil. This tree-dow valking towr is desi
%0 allow the visitar 10 see sixtesn

H

nead. . BOSTON FACTE uuau.mw-c-mu
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g - Ol Sxane House
Frow: M TRGM T4 ]| Thw OLd Stam House, Bostan's oldest public
Frows Landon 2 (1. % 1 % .“vct;n:‘m:nbduuh
3 wn's et
Hrow Pas bosed Sim, 4SHn | gy iy ¢ angwan devotsd 10 e city's isry
Frow Bain ” Shn, SOmin. @4 ssedering pest. The
Hrow Tolyo o 7, Zan Place Jast eest of the Old State House.
Fruw Rome 4ax I, ISan U.S. Cussorn House
A row- HongKang %6 s, 7min Anmd B. Yomg derigned tis Greek Revival
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stallpaca Mwmm? yours e city’s cnly skyscreper.
TRLTRE LSRR owcyaem
least SeeTEy-cne years of age. o 1824 Cxtiney M

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.

Traweler
muueguuuwma Wedlan Income $54,008 per e J
Mesoactawetts. Jargent i New En-
u%muuﬁzuﬂnuﬂu [Arerage Rousedoil 27 peors
e e e e m  VISIING  BOSTON

gimd are eeslly eccessidle Dy mmomobile, tus,

Trail. This Sres-hox tow is
Tai, or airplare. nmumww':hmmw
SOSTON FACTS tarl stes, with anpbucis e Colanial e
para ﬁmmmmuwm Sites that every visiior should ses we:
subhead Old Sate Houee
para Adn Mites g Time The Old Stass House, oldest
| London. 287 6hxs, 0min m_’ mv.h:ltlhvnnhduds»
. our
Pacis bosed $ims, SSmin. wu;mmwum\q
Beln m $hs, SOmin. Bostan Massacre took
Tokyo press O, Smn. | PIeY Jat oast of Be O1d iate House.
subhead Rome 415 9wy, 1Smin U.S. Custom House
para |Bongkarg 7966 P, 7min Ammni B. Yowmg desiged this Oreek Revival
Wik wes canstrcted berves
ey B AN, BN 4 4G I ves & sigrifice sTuctae o
Morameal 34 §9 min, X

tove, mmsn'u.v- for ay
yours e city’s coly skyscareper.
In 1824, Quincy Merket wes Boswon's first tx-

subhead -
para least pwerty-one yeas of age.

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.

subhead: King's Chapel mﬁ 1mmm&£:
P g v Soplent 6 0% S e 055, Crmtos e b 1o
During Erglmd's ruls, royal govems war- cated newrdy I te Cherlestown Navy Yard,
mmmmm:mnm whare e s 15 woored.
fis of silvar and vestments by Quemn Ame Bunker Hill Monument
gnm I0. After @ Revohution, 11 be- .
cane Anwrica’s first Unfterim Curch. This towering cbelisk across the river fn Char-
Jesowa marks one of the major battles of te
subhcad The Oid Corner Beok Store Revolurian. A 230-foot lmki&;‘:{ﬂ
Built i od o publishing house, i 10 honor those ¥ho died in e
wﬁm.ﬁ“uw owter of Jar H1ll, we 17, 775 Althoogh the bartle
munmummm vum.ubﬂm
Bosten the “Athers of America™ Langfellow fought travely md withdrew only efter teir
$twve, wd otwrs. It is nov maisteined " .:'p.
, . nY -
P by Mhe Ghobs. :amwuwuuax oldest
t .,
LSS, Cenerinurion standing carch still i use. It vas from the
“Old transides™ becanse of e Stesple of Bis AIrA Tui Sevion Robert New
swmgh of Mar oAk comstraction, this ™0 hng two lmtens, on April 88, 1775, ©
figate mever lost & dattle ta e War of 1812, Signal patriots acvoss the river et te British
Lemched t2 Boston in 1797, dhe was most were ca the wey to Concord “by see’
Bostan Firsts

B hnmm« e city of Bostan has bean ¢ Tmdsetter for Dev idees for mechmology,
> od may other aress. The following is o list of

_E

1634 % paMic pak Bomon Comewn, a 1873 tost aniversiy in O wertd @ open Ml do-
“playce for & Gayaing el ... and fox 6 pucmers & vomen Boson Universty

Figure 4. A table that straddles a muiticolumn 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— All—
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.

To 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. e
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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:
With the cursor on the desktop, hold down the menu button and drag the
cursor to the Create Templates Text submenu.

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

<System>

cabinet

drawer

folder

document Newsletter
Paste terminal Letter
Refresh| lisp Graphics| Memo
o[ IY- B Templates| Text
Custom <+ Report

Sidehead

Release the menu button.
A document named Outline appears.

Open the document

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.

[ ouine T prmler ] Pageiofd
Thames 10 Bold itehc <Defaull Text Props>

Qutimet

Outline2

Outlined
Outhined

Create and open a Newslerter 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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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 multicolumn document

= create a component straddle

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

m size a diagramming object to its frame

The approximate time to complete Lesson 20 is 25 minutes.

Pasting an lllustration into a Document

302

oo
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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:

Select the image icon named Boston Map in the Guide folder.
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Execute Copy— Normal.

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

Bostom is e tal of te Comenonwealth of Weliaa Inceme $34,000 per year
Mastactmentis. The largest clty in Nevw B Avorage Hoasobedl 27 |
muum:é- P ol pesary

et of ninety-two Cities towns, and mare

rmm'l’nmmu- o s B VISITING  BOSTON

wtar is Logm . coly Tvo miles ad Thars i 2o ehortage of things to eee and

@ fev munues® ride downtova. The many m.myﬁmmuum;’;.’
scenic ad histaric atractions of Nev En- uler stractions for visitors is the Freedom

gleed ae eusily accessible by anomobile,bas,  Trel. This treedow walking towr is desiged
Tain, o airplane 10 allow the ViSitor 10 see sixteen clifferent us-
BOSTON FacTS woric sites, with emphasts on Colontal and

Revolurionary events.

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.

thmm.m:m
TN syRen cxmeds Al oS of he

Bostn is the capital of the Cammonwealth of

7
£
g

“‘:""gg;“gw Tand Area 46 squae maes
? Popuiséen %0 ]
Mellan Age Riysm
Moy [nesme $34,000 per yex
| Averags Nousehobl 2.7 persors

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 (@), 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:

Execute Props.
The Frame property Format sheet appears.

Frame Properties [ZNMGY (Custom|[Attrs|

Name L Auto ] u
size 1T
Width 3.06_| [inches |
Height [2.72 ] [inches ]

Placement Following Anchor] Same Column [Ves] Y

Reference Align Offset
Horizontal [Center] [0 | [linches ]

= peie]

The properties on the Format sheet are described below:
a  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)

m  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:

Enter the name map in the Name field.

Frame Properties [TJILL8 (Custom|[Attrs]

Name [ map |
A

Execute Apply.

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

The new ‘map’ master will be created from this instance.
Choose Copy to copy the entire content of this instance to the master.

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:

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

A

II,

RRRA
o

B
e,
WA
WA ey
ROAOERINE N

% :
“Faneuil Hall:
w o,
NS o

\\\\\\\\\\\\\\\\\

Execute Copy— Normal.
The icon is deselected when the copy process is complete.

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.

"suuheaﬂ?’ Fanveull Hatl Copley Squars
para The grommd

i

| i

contuns 0w mOseIn of te An. %:mmm&nmf%mq
cint exd Honorable Artilley of contemparay Hecock Tove
E w‘ hc.kmuymu"mnu
. cpaleace of & walk sromnd Scuare
subhead New England Aquarium Copley

Execute Paste.

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

subhead
para
i

Whenever a straddle appears in a multicolumn 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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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 Format property sheet appears.

Frame Properties LGl (Custom]AGrs]
Name [ Auto ] (t
Size 1-

Width 6.49_] [inches |

Haight 4.37_| [inches |
Placement Same Column [Ves][[TX

Reference Align Offset
Horizontal [Center] [0 [linches |
=

O  Change the frame’s name to straddle.

=00 0w

306

Point to the Widrh list box and hold down the menu button.

An anchored popup appears.
Frame Properties |m1 [Custom | [Atirs]
Name i straddie ] H
Size
Width Fixed 6.48 inches |
Height O 4.37 inches |
Contents
Page -
Placement | cojumn nchor] Same Column [Ves] [T}
Margin =
Gutter Align offset
Horizontal L Fixed [Center] [0 ] [inches |
21
el &
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Drag the cursor down to Page, over to Without Margins, and release the
menu button.

The Width serting changes to Page.

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

Frame Properties |m1|5usfoml|lmrs]
Name L straddie ]
Size
Width [Page] oo Jx+[_o© inches |
Height | At::mtmts[ oo ] %+ 0 inches |
Placement Same Column [Yes] ETN
: Reference Align Oftset
Horizontal [Center] [0 ] [inches )
11
el @l

Figure 6. Completed Format sheet for the straddle frame

Execute Apply.
The New Frame Master stickup appears.

The new ‘straddie’ master will be created from this instance.

Choose Copy to copy the entire content of this instance to the maste
nt.

Choose Empty to create

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.

To 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:

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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From te Aquerium, Jou bave & good visw of  TVO FINes & 10¥ housed I ¢ famar

0I0  Execute Create— caption.
An empty caption component appears below the frame.

New England Aquarium
Prom e Acuartam, you Mve a good viev of

&  Type: Visitors to Faneuil Hall will find a variety of shops and a festive
atmosphere

The text appears in 10-point Swiss type and wraps within the left column.

Thmdu

TAPOT | Vistors 10 Faneut Hal wil ind a vanety of shops Jobster boats line &w docks.
mam-mi Northera Aveme Bridge was built i 1908.

subhead New England Aquarium Two rmssans we 20v howed in o former

nara Fran the Aquerfum, you have & good view of wool werehouss: the Computer Musean and

O  Open the property sheet for the caption component.

0O  On the Format sheet, change the component name to captionS.

Component Properties [Ti0I08 [P

[Name [, castions ] il

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

Begin New Page (K] o | u
Bagin New Column |{Ves |1}
Straddie Columns @

0I0  Execute Apply.
The New Component Master stickup appears.
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The new ‘caption$’ master will be created from this Instance.

] Choose Copy to copy the entire content of this instance to the master.
Choose Empty to create a master with no content.

( Sizing a Frame

oo

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

jcantion$ | mnrmmnu.mumu.mami
subhead, New England Aquarium Museum Whart
frara- < From e Aquartum, you Mave & good view of Two nuseuns &e now boused in o forrer

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:

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

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

subhead: Atlmtic Avems that comemaretes e ec- BostonCommon

narax wal 51 of e Bosin Tes Purty. A #-acre purk bordered by Bosior's basy

1 - downsown and Bescon Hill, te Comm ves
Copley Square in 1634 to serve the pecple of Bos-

i " Old Scuth Ctaxrch, the Bostan Public Litrary, anary BuryingOround
subhead: nd_the CONIETOCD o Hmaxck 'l\u:y or

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

sulthead. |

Execute Props.
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.

[Frame Properties [ZOILIN [Custom][Atrs]
Name i
Size
Width 5.64 inches |
floatin
Height 'oomogm - 3.76 inches |
map
Placemant Samae Column [Ves | KT}
Reference Align Offsat
Horizontal [Center] [0 | [inches |
= =0

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.

Release 4—Sun




O

oK

Frame Propertios [OTuTM |custom][Atirs]
All seffings now match the ‘'straddie’ master.
Name [ straddie ] H
Size A

Width [Page] [0 %+ [0 inches |

Height [Contents | [f00 )%+ 0 inches |
Pacement Same Cotumn (Vo) X

Reference Align oOffsat
Horizontal [Center] [0 ] [inches |
-l F%

Make the following changes to the Format sheet:

Name column
Width Column
The Format sheet should resemble Figure 7.
Frame Properties ustomjfAl
Neme [ 1 t
Size
width [Catumn 100 |%+[__© [linches ]
Height [Contents 100 | %+ 0 [inches |
Placement Same Cotumn [Ves ][N
Reference Align Offset
Horizontal [Center] [ 8 ] [inches |
= H%

Figure 7. Completed Format sheet for the column frame master

Execute Apply.
The New Frame Master stickup appears.

The new ‘column’ master will be created from this instance.

Choose Copy to copy the entire content of this instance to the master. g

Choose Empty to create a master with no content.

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.

subhead

Boswn Hardar's tirty-two islands we & von-
Garfel panral resource, onl

politm District Cmgiuin (MDC).

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:

Open the frame containing the photograph of Boston Common and select
the image.

The border of the photograph blinks to show it is selected.

Execute Size— to Frame— Diagonal.
The width of the photograph changes to match the width of the frame.

subhead

i) ¢ pmm

subhead-" | Novering mescows, : L s K

3 AR
para Y 3 it is next to

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.

subhecad

X

House
subhead Beston Harber istands Qranary BuryingQround
para P S0 narned becawe it is next to tw sive of Bos-

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.

Old Scuth Charch, B¢ Bostoa Peblic Litrary,
wd te contemporery Jotn Hecock Towsr.
Ne! Back Bey mansions add to te
opolence of & walk omd Copley Scuare.

Meorth End

Boston's oldest neighbarhood is & delightful
of parrov streets wxd Old-World
mrketplaces. Colarful street festivals often.
enliven te route 1 such funous sites as e
Old Narth Ciexch ead the Pal Revere

I e
s el i
Bosion HMerdar's Girty-two islends ere & won- afmm' “:anl “! “B“"II of Bos-

Bosten Harbor lelande

With the cursor in the component bar, execute Create— caption.
A caption component appears below the column frame.

Type: Boston Common covered in snow
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Further Exercise
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subhead: Boston Harbar’s Birty-two islexis are & von- OranaryBuryingGround
frara darfil 2avxel resourcs, caly mirmtes fom S0 namad bacwse {1 18 tett 10 Qe siw of Bos.

dovasown Boston. :Mc‘c ax's first grenary,

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.

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

= To 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.

= To 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.

s 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:

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.

stithe .
Brow-~
Rrow:
Hrow:
Hrow .
Hrowe:

-

%)

0

B AW
Execute Create— captionS.

The captionS straddle component appears and the text above and below the
straddle is reformatted.

head- SOSTON FACTS an Atrsic Aversae.
simhead:. Alr-Trovel Tine Betwecs Bostoe and bisjor For  BoWa Demegraphics
SignCites land Asea 46 squre wies
Hrow: Ak Mibes Tgh T Popelation s} 719
Hrow {London 067 Shes,, 10min Mediaz Age 2.8 yuss
Paks us7 6, ¢S Medlan Incame $34,000 per yeur
Beain 793 Shn, SOmin {Averoge Nousehold 27 penans
‘WSMNG BOSTON wxd seefwring pest. The Boston Massacre took
Thare is ro shartage of hings (0 see ad oy place just et of the Old Stase House.
Qrtrg ¢ fray t Bostan Ore Of the mOSt pop- LS. Custorn House

Move the cursor to the text area and execute Create— Frame— Straddle.
An empty straddle frame appears in the captionS component.

nead BOSTON FACTS
smhead AirTrevel Time Buetween Beoston 20d Major Fore
ciga Clbee
Frow Ak et gk Time
Zrow : London 257 hs, 0wn
Frow i Pais Ny ¢, Smin
Hrow i Bedn M 0w, S0min
capuons —
head VISITING BOSTOM @d seefaring past. The Bosin Messacre took
para : Thars 19 30 shortegs of Bings © oo e enjoy P11 0est of e Old Stase Houss.
Axing & stey in Boston. One of e most pop- 1S, Custom Houee

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
by 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

m create a display initial

= turn off all nonprinting 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

200

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:

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

Point to the Page box in the document header.

[ BostonGuae [ prmter ]| Pageiora
Thames 11 Bold {talic <Defaun Text Props>

Release 4—Sun



( | D

)00 800

00 &0

Execute Props.
The Basic property sheet appears.

Page Properties LT[ Custom |
Ortantation 2
Columns —]
Page Size [TT] [Legal [Ledger [A3] [A4] [A5]
Width o350 inches
Height Cn inches
Margins
Top 1 inches
Bottom 1 -|_inches
Left 1 inches
Right 1 inches
Starting Pago ¢ | RN [T
Page #Prenx I3
Page # Style ‘
Headers/Footers
Page Layout [EITEETL] [ O0dd Pages Right][Odd Pages Left]
Bleed I [ves]
Dift 1st Header TN
Diff 1st Footer IETH [Yes]
wal B

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:

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
Bleed | No |
Ditt 1st Header | BIR
Oiff 1st Footer [ No |
i &

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
Page Layout
Bleed

DIirt 1st Footer

o
Dift 1st Header %
[No |
=

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 e
pages of a document for which the Page Layout setting is Odd Pages Right

and the Diff Ist Header setting is Yes.

Ea

Chapter 1 Chapter 1
Chapter 1 P—— — =
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.)

Margins

Jop
Bottom
Left
Right

inches

inches

inches

wnll anfl aalf «a)

inches

Properties when

the Page Layout setting is Single Sided

Margins
Top
Bottom
Inner

inches

inches

inches

wa ] call wall «a)

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:

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 1 inches
Bottom 1 inches
Inner 1.20 inches
Outer ,0.80 inches E

Figure 10. Completed Inner and Outer margins settings on the Basic sheet
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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:

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

Boston Guido [ Printer ] Page 2 of 4
SwISS [l Bold YT <betauit lext Props>

subhead

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.

Boston Guide [ Printer ] Page 2 of 4

<No Dictiohary> lrack-12

subhead
para

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

Boston Guide Page 2 of 4

Swiss 10 Hold Itahc <No Dictionary> irack-12
i a il Y
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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.

Page 3 of 4
Sw/isS 10 HBold Itauc <«Deftauit Text Props>

sutthead Atlmtic Avene that coEEEmYeies e oc- BostonCemwnon
vare Tl site of ®a Boson Tea Party. A @acre park berdered by Boston’s tusy

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

Page 4 of 4
I hames 11 Bold italic <Derault fext Props>

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

Creating an Overlay Frame

320

Ll

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:
Select the Heading document in the Guide folder.

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

Boston Gunde- Page t of 4
Thames 11 Boild itakc <Detauit Text Mops>

Execute Paste.

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

[ BostonGude _— J Prnter ] Page 1 ot 1
Swiss 10 Bold italic <Detauit Text Props>

Pl = =
‘*ut_r._q_v’l (W]
The WorldWide Traveler Sertes
A
Bosxn is the tal of the Commonwealth of Sydoey 0
Massactuserts. largest city in Nev Eo- n; A ;m
gled, Bostom is e focus of & XeUCp Mormea .

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

[Frame Properties [TLI0l [Custom]|Atrs)
Name l header ] i
Size 1+
Width 8.51 inches |
Helght 1.45_| [inches |
Placement
Reference Align Offset
Vertical [Bottom] [— o0 | [inches |
=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:

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.

Placament

Reference Align Offset
Horizontal Page Center | [] inches |
Vertical Page Bottom | [] inches |

el B

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.

Placement

Reference Align Offset

Horizontal | [Page] [Center] 0 inches |
Vertical '_To_g‘noo Margin]  [Bottom 0 inches |

| =)

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.

Page 1 of 4
Swiss 10 Bold Iitalic <Default Text Props>

The Wotd#ule Tiaveler Seie

tal of te Commanwedlth of guments are secorrrended for aaeener, and &
3‘.1 est city tn New Bn- WD ORErtOdL §§ Necessary I wintar.

The Placement setting of Overlay combined with a Vertical 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:
Select the Eoston Title diagram icon in the Chapter 7 folder.

%

.

: '

4 %

ZBoston Title?

N
%, N i
CLPOCPCCL LI W\ P
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Execute Copy— Normal.

Move the cursor to the header frame and open it.

Execute Paste.

The outline of a box with a control point on its upper-left corner appears in-
side the frame.

Boston Guiae Page 1 of 4
SwiISS - 10 Hold itahc <Detault Text Props>

dAlign off, Gravity on, Deten .0 degrees

P ) i

de o
M
’
23 9 4
s = u
A A R R S P SR SR S P NAARR O 5% N
% - A 3 (CESET N e s SEREE
5 g »W..»W W R
e lorrest city @ Nev o Ay B '

Move the control point until gravity causes the lower-left corner of the out-
line to snap together with the nonprinting spacing character (LJ) after the
word 0.

<Defauit Text P'rops>

.

Execute Deselect.
The word Boston appears.

[ BostonGude ___J Prnter ] Page 1 of 1
Swiss 10 Bold Halic <Detauit Text I'rops»

ign off, Gravity on, Deten .U degrees

%
Y R e

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

Release 4—Sun 323



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
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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 11a) or align with the
top of the line as a descending initial (Figure 11b). A descending initial is
sometimes also called a drop cap.

THIS is an example of an ascending initial
typically found at the beginning of a chapter
or a section in a book.

a. Ascending initial

THIS 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 :

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

neading

Kioormtts Fu Vgt iy B New
tts. largest city in New En-
gad, Bosin is the focws Of & metropolitan
ares Of MraTy-two Cities and wowns, end mare

Execute Create— Frame— Auto.
A default Auto frame appears at the beginning of the paragraph.

,f‘F"-—T-'\'\
-«

¢ pl o

; / Zo Boston

~— ! 4

heading 8 e

: The Workiide Traveler Series

para Facqmumcq:maum gaonenis ae recommended for saome, and a

] eallh Of Massactuserts The largest city tn Wim overtod ¥ Decessay B weie
New Engiand, Boston is e focus of & metro. Oriver's LicensesLicenses uxdbyapem
Ppolitan srea of ninety-Two ctites and towns, ar nuenaicnal kenses ssued by devers’ hame
ol mows San fwse ULLOND macmils ey oountnes ae vahd N Massacuisents.
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Execute Props.
The Format property sheet for the frame opens.

Make the following changes to the Format sheet:

Name display initial
Height : Contents
Placement Overlay
Horizontal Reference Anchor
Horizontal Align Right

Vertical Reference Anchor
Vertical Align Top

The Format sheet should resemble Figure 12.

Frame Properties Imlltustomll AUrs)
— ki
Name [ display initial ]
Size
Width [Fixed] 0.46 inches |
Height [Contents ] (100 | %+ 0 inches ||
Placement
Reference Align Offset
Horizontal | [Anchor] [Right] 0 inches ||
Vertical [Anchor] lﬂpl 0 inches :‘E
| @]

Figure 12. Completed Format sheet for the display initial frame

Execute Apply.
The New Frame Master stickup appears.

Because this instance Is empty, the master

will have no content. Please confirm.

Select Confirm and then execute Close.

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

ST
-
'5%52‘?"\ r
Ly J
B '
8 Theruree [ ]
The WoridWide Taveler Seriet
—?mmumqaimo!hcmmnd ganerts are reconsnended for sumenes, ad &
asactusetts. The Largest city in New En- Warn overcos i Decessary i Wi
glad, Boskcm s G fOCes Of & mewopoliten Oviver's Licensea Licenses issusd by other staes
ree Of Rinety-1wo cltles et 1owns, and mare or intemational kenses imued by dwers’ hame
fhen_free million necrile et acroes Racron courmics ae wid n Massadusens.

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:
Select the B diagram icon in the Guide folder.

Execute Copy— Normal.
Open the display initial frame in the Boston Guide document.

Execute Paste.

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

oy
Apetom 1s O of te Commanveal of

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.

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.

Make the following changes to the Format sheet:

Name paraD
Initial Indent 0.46
Number 3

The Format sheet should resemble Figure 13.
Component Properties

Name [ parap ] [t
Margins

Top 0.03 inches

Bottom ? inches

Left 0 inches

Right 0 inches
Initial Indent 0.46 inches

Number Default ] 3 lines

Line Spacing lines
Alignment TN [ Centersd | [Fiush Right]

Font [Thames][11] [Bold] [afic]
Text Props
2 =0

Figure 13. Completed Format sheet for the paraD component

Execute Apply. »
The New Component Master stickup appears.

The new ‘paraD’ master will be created from this instance.

Choose Copy to copy the entire content of this instance to the master.

Choose Empty to create a master with no content.

Select Empty and then execute Close.

The Format sheet disappears and the para component changes to a paraD
component.

heading =
p D is the of the Carencn-
nlmullmu.fhhw
ity ta Nev Englend, Boston is e fo-
metropoliten ares of Rinsty-two cities
nd_lows d mare tH dxes I K. DED-

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 paraD component makes the descending initial fit correct-
ly within the text.

To complete the display text:
Delete the letter B in the word Boston.

Select the remaining text of the word Boston.

hreading i

Execute Misc— Convert— Case— All Upper Case.
The remaining letters in the word Boston are converted to upper case.

heading

varal i e capitel of the Cormenon-
th A Messaciuwetis. The
d" ENW Englend, Boston is e fo-

Remember that when you perform 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 correctly 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 :

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.

head ¥ \¥{ wsmne sosToN
Xi is »o d” 10 208 ﬂm
umu(h of fhe mOSt pop-

Execute Create— Frame— display initial.
An empty display initial frame appears at the text caret location.

VISITING SOSTON

Bt umtmq of things 10 see snd

& stay in Boston Ome of the tn-l.p“;’;-
ﬂt AlTactions Kr visticrs is O Preedorm
Trail. This Oreedow walking towr is designed
10 allow the visticr to see sixiesn differens his-
AirTrave! Tume Botwoon Booton 2nd Majer For taric sites, with amphasis on Colardal and
aiga Cives Revolrionery evems.

i

BOSTON FACTS
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Finishing Touches

Open the display initial frame.

O Ui

BOSTON FAOTS
AirTroval Tise Between Booton and Major Fore
Sign Ciles

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

Position the pasted diagramming object, execute Deselect, and execute
Close.

The descending initial appears to the right of the left column margin.

BOSTON FACTS

©
NinTravel Time Betwaen Doston and Major Forne urlumn with enphasis oa Colondal and
lgn Cibes letionary eveats.

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.

VISITING BOSTON

OO ¥ oo
531X LI Rt e

n'gullum &x visi.
BOSTON FACTS 0rs is e Trail. This Gree-dow
walking towr is designed 10 allow €= visitar to
AinTraval Time Betwees Bootaa 204d Majar Fore mmm sites, with am-
slgnChiee pl-hQColmul Revolutionery events.

Select the remaining letters in the word There and execute Misc—
Convert— Case— All Upper Case.

VISITING BOSTON

tors is the Freedam . This
walking tox (s desi 0 allov the visitr ©
‘o sixiom sites, vith em-

Once their masters are defined, you can use paraD 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:
Select the word Foreign in the first smhead component on page 1.

ticad BOSTON FACTS . tars is Ge Freedom Trail. This Sresdow

- : walking tow is designed to allow S visiter to
sinhead: bﬂmummuw‘m #os sixtom cifforent histaric sites, with em-
phasis oa Colonial exd Revolutionery events.
Sites that evary visitor should see wre:
Hrow Ak Whes TR I | 04 Srate Howee
Jrow Landon 3257 61xx, 10min The Ol Stare Ha

Execute Misc—+ Hyphen— Clear.
The line now breaks at the end of the word Major.

BOSTON FACTS trs 1s G Freedom Trell. This Srsedow

walking 10 is decigned to allov Gw visir to
AlnTravel Fime Detween Bostoa and Majer so¢ sixteen cifferent ic sites, with an-
‘orvige Cities is ca Colonial &xd Revolutionary events.
Sites Gt evary visitor should see are:
"Akr Wkes TR Tme

Oid State Houes
be Old Btate Hoope, Bo

,

qun 257 s, Wi

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:

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.

~.

neading

parad

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:

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

Make the following changes to the Format sheet:

Horizontal Offset 0.12
Vertical Offset . =0.02

The Format sheet should resemble Figure 14.

[Frame Properties [ROIuIad [Custom][Atrs]
k1
Name 1 display initial ]
Size
Width [Fixed] 0.46 inches |
Height [Contents] 100 | %+ 0 inches |
Placement
Reference Align Offset
Horizontal Anchor | Right ] 0.12 | inches |
Vertical Anchor Top | [[50.02_] [Tinches ]
3 : =8

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.

heading S
salth of lcm
thlcvwmuub-
0 mmol tvodﬁu

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:

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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Execute Global Apply— Confirm and then execute Close.

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

Component Properties [LIIIEIS [Page][Custom|[Tab]|[Profile|[Attrs]
definition for ‘paraD’.
Name II paraD ] l #]

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.

Boston Guae vage 1 of 4

10 Hold italic <Detault Text Props>

Figure 15. Boston Guide document with justified text

Creating a New Template Document

332

=00 000

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 Boston Guide document.

To rename and copy a document:

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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With the cursor still pointing to the Name box execute Misc—+ Rename.
The Rename stickup appears.

Please type the new document name.

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.

AN,

R00ne

o
PO t Qo
SN 8 3
A o
ooy $10.. WM S

#Guidebook Template
bXe

.....

A I
NN RRNN G SR RRRNRLY

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

To create a template:
Move the text caret to any para component.
Point to the component bar and execute Select All.

All components in the component bar are selected.

Execute Cut.
The following stickup appears.

You are about to cut a frame and its invisible anchor.
Please confirm.

Select Confirm.
The following stickup appears.
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Select Confirm. :
Everything in the document disappears, with the exception of an empty para

component.

Guidebook Template [ onter ] rageiori |
thames 11 Hold Qtalic <Detawit fext Props>

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

With the cursor in the text area, execute Misc—+ Show— <All Marks > —
On.

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 turn 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.

a  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 1s

Header on the document’s Basic sheet. R
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m  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.

s To turn off all nonprinting characters in a document, execute Misc—
Show— <All Marks > — Off.

m  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:
Open the System cabinet on your desktop.

Select the Create cabinet inside the System cabinet window and execute
Copy— Normal.

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

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

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

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.

<System>
cabinet
drawer
folder
document
Paste terminal
Refresh| lisp .
Close Templates
Custom =+

Graphics -

Guidebook Template
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Drag the cursor down to Guidebook Template and release the menu
button.

A Guidebook Template document appears on the desktop.

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 popup. 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

If 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:

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

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

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

s 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

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, 25

text caret, 41

moving in a multicolumn document, 298 —300

Circles, creating and sizing, 205—206
Clicking, 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, 2908 —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, 8586
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,
21-222
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 Windows, 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,
1 3

338

double-sided layout for, 318—322
entering text in, 43—45
opening, 52
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,
191194
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, 55
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 changing properties of, 24—27
creating, 201 creating, 9
creating masters for, 238—239, 306 cutting and pasting, 27—28
default masters for, 201 directory, 18

accessing, 200—201 creating and opening, 18—20
definition and uses of, 200 moving, 9—10
header and footer, 276—277 renaming, 10—11
opening, 202 : selecting and deselecting, 4—S5, 11—15
overlay, creating, 324—338 - toggling selection of, 16—17

page-width, creating, 308 —317

ting text into, 265—267 Illustrations, pasting into documents, 304—306
pasting text into, 265—

property sheets for, 305—306 In?rf:ritance, in inline -componcnts, 170—174, 179
sizing, 311—316 Initial Content, in inline components, 175—178

sizing contents to frame, 314—317 Inline Component Property Sheet. See Property Sheets
sﬂanllt%BOG Inline Components

text in, See also Components

microdocuments, 247

text strings, 277—279 converting text to an inline, 162—164

creating, 155—156

Fullpage Frame, 201 creating an inheriting inline, 172—173
description of, 153
initial content in, 175
G master definitions for

changing globally, 164—166

Gravity, in diagramming, definition of, 231 defining, 157—159

Grid nested inlines, 174—175
mmlng .0n ?nd Off, 2'03, 218—219 setnng inheritance in
uses of in diagramming, 203 font family inheritance, 171—172
GridAlign font size inheritance, 172
turning on and off, 218 opposite property inheritance, 179
uses of in diagramming, 203 shared-content inlines
in di ; hanging content, 170
Groups, in diagramming changing )
creating, 208—210 creating, 168—169
definition of, 203 defining, 169
effects of commands on, 214—217 the Inline submenu, 159
moving, 214 Inline Frame, 201
r§>t.atin§,1215—216 Inline Markers, description of, 153
sizing, . ) . .
ungrouping, 217—218 Invisible Edges, for diagramming objects, 237
H J
t Hanging Indent, creating, 329—330 Jom'mg Adjacent Cc‘n.nponents, 85—86
Hard Return, definition of, 62 Justified Text, definition of, 333
. Header, in a document window, 41
Header and Footer Frames K
definition and uses of, 276—277
in double-sided layout, changing text in, 321—322 Keyt?oard Commands .
double-sided page layout and, 276—277 using to change font properties of text, 79
opening, 277 using to create components, 47
P text strings in, 277—279
vt Help Screens, 7—9 L
Hyphenation .
removing in text, 332 Lines
< e turning off in documents, 90 creating, 204
sizing, 204—205

List Boxes, on property sheets, 55
Lists, creating, 86—88
Icons Login Procedure, 2
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Logo, creating, 237—242

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 windows, 42—43
on property sheets, 55
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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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,

323326
Pointing and Selecting, 4—5
Polys, definition of, 235
Popups. See Menus

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

document windows, 91—92
Select Button, §
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 Line, 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

ntering, 208
s of in diagramming, 208—210
Directory, description of, 3
i

-Sun

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

placing 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 importance of using in templates, 294—295

See also Frames unifying component masters with, 293—295
definition of, 304

property sheets for, 305—306

M
Toggle Boxes, on property sheets, 55 v
changing a toggle setting, 57 Variable-Width Microdocuments
Tokens changing to fixed-width microdocuments, 252
autonumber, 123 definition of, 252
in text strings, 282
Triangles, creating, 208—210 w
Typeface, changing, 79
Windows. See Directory Windows; Document Windows
U Word Hyphenation, turning off in documents, 90
Work-In-Progress Files
Undo Command opening, 75
effect of in diagramming, 217 ] saving changes in, 71—72
effect of on microdocuments, 263 Workstation, login procedure, 2
Unify Commands
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Reader Comments

it

Interleaf Release 4
Tutorial, Sun
P/N 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 Tutorial?

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?

[0 Writing large manuals O nilustration
[0 Writing shorter documents O Production of forms
[0 Editing or document production O Other (please specify)
[0 Page layout and design
Name Title
Company
Address
City State 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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