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Preface

Mankind has known about the power of the printed word for
- centuries. Until recently, however, achieving a professional
look required special training and special equipment, equip-
ment costing as much as $100,000 or more.

Now Ventura Publisher puts that power right on your desk
—and makes it easy enough for anyone to use. The same per-
sonal computer you already own for word processing or ac-
counting is now your personal design studio/typesetter/print
shop. That means you’ll save money. Lots of money.

Xerox Ventura Publisher lets you use the tools of publish-
ing— tools like typography, artwork and graphic design—to
give your words more power, more weight, more impact. Ven-
tura Publisher can make your documents seem professional
and important. That can make you and your company seem
more important.

We have been fortunate to use Xerox Ventura Publisher
since its first incarmation. Since November 1985, when we
first saw the product, we have watched it progress in a very
short time to become the most powerful desktop publishing
program available for personal computers. We have used it to
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produce a variety of publications, including newsletters,
brochures, proposals, reports, press releases— and this book,
as explained in Appendix B.

And now we are passing along what we've discovered— the
tips, the tricks, the shortcuts, and the advanced techniques
that turn Xerox Ventura Publisher into a desktop publishing
powerhouse. Just by spending a few hours with this book you
will see how easily you can adapt Xerox Ventura Publisher to
your own business. When you understand how powerful it is,
how simple it is to operate, how inexpensively it produces top-
quality documents, we think you’ll share our enthusiasm for
this remarkable product.

The power to publish lies waiting for you. All you need is this
book, a personal computer with printer, and an amazing piece
of software called Xerox Ventura Publisher.

Jesse Berst
James Cavuoto
April, 1987
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Chapter One

Infroduction fo Desktop
Publishing

seclcome to the revolution. A movement is underway
f that is revolutionizing the way businesspeople

¥ produce printed pages. This book will show you how
to profit from that trend using a remarkable software
program called Xerox Ventura Publisher.

To gain perspective, let’s harken back to an earlier revolu-
tion and an event that dramatically illustrates the power of
the printed word. In January, 1776, Thomas Paine published
Common Sense, a vivid call for the formation of a republic. His
50-page pamphlet led directly to the Declaration of Indepen-
dence a few months later.

Common Sense was an immediate bestseller (120,000 copies
in three months—equivalent to 10 million today). Paine’s
problems lay not with writing or selling, but with the
publisher/printer, who delayed him, overcharged him and
generally disregarded his wishes.

Sound familiar?

Two hundred years after Paine’s manifesto, the printing
process is more sophisticated, but it certainly isn't any
simpler. Two hundred years later, we're still complaining that
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THOMAS PAINE

" The Blockbustef All America Is Talking About

Figure 1-1

Thomas Paine’s Common Sense as it appeared origindlly (left), and how it might
have appeared if Ventura Publisher had been avdilable (right).

the people who produce our pages are delaying us, overcharg-
ing us, and generally disregarding our wishes.

It doesn’t have to be that way.

Which brings us back to our modern—day revolution.
Desktop publishing is transforming the process of producing
pages. If Thomas Paine were alive today, we think he would
have been one of the first to use it. That cantankerous rebel
could not have resisted the freedom it provides and the con-
trol it allows. Using a product like Xerox Ventura Publisher,
Paine could have saved time. He could have experimented
until he got things right (see Figure 1-1). And he could have
saved money— something the penniless writer certainly would
have appreciated.

It's too late for Thomas Paine. But those of us who are
around today can cash in on desktop publishing, thanks to
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Xerox Ventura Publisher, a product that gives an inexpensive
personal computer the power of a print shop.

Desktop Publishing Defined

We're anxious to show you how Ventura Publisher can pay
off. First you need to understand where this exceptional
product fits into the scheme of things.

Let’s begin by defining the term desktop publishing. Quite
simply, it’s the use of a personal computer for most or all of
the stages of publishing. Both desktop and traditional
publishing have the same basic steps: creation (of text and
pictures), assembly (into pages), and printing. But the tradi-
tional method is a tedious, detail-oriented process involving
expensive equipment and highly-trained personnel (see the
Box at the end of this chapter for a comparison).

Desktop publishing had its beginnings in the 1970s, when
Xerox Corporation introduced the Star workstation. This com-
puter was the first to offer a high-resolution display that could
integrate text and pictures on screen. It also incorporated a
revolutionary device called a mouse, which let users move
around the screen by sliding a hand-held controller. This user
interface was subsequently borrowed by other manufac-
turers. It's evident in products such as the Apple Macintosh,
Microsoft Windows, Digital Research Inc.’s GEM environment,
and the Documenter system from Xerox itself.

The second major component of desktop publishing was the
laser printer, first put to use by Xerox in the 1970s. Just as
the Star workstation offered the ability to merge text and
graphics on screen, laser printers offered the capability to
merge text and graphics on the printed page.

Prices have fallen in the years since Xerox’s pioneering ef-
forts. As a result, many of the capabilities present in the early
Star/laser printer system are now available for less than
$10,000.
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How To Benefit From Deskiop Publishing

Desktop publishing offers a host of benefits to the savvy
businessperson. We've listed a few examples below.

| Save Money

Desktop publishing saves.on equipment and on labor. Even
low-end typesetters cost $25,000 to $50,000. Many cost more
than $100,000. And labor costs continue to climb for the
skilled personnel required to manually layout, illustrate,
code, paste-up, and print. It takes significantly fewer man-
hours to produce a page on a personal computer than it would
using traditional methods. Desktop publishing also cuts
paper costs when compared to typewritten pages. Typesetting
fits up to 30% more on a page. Merging graphics with text also
saves space (a picture’s worth a thousand words, remember?).

When you add it all up, desktop publishing can cut a print-

ing bill almost in half. Now consider that American corpora-

tions spend an estimated $200 billion to produce 2.5 trillion

Task Before Desktop After Desktop Publish- Savings
Publishing Ing
Writing $126 » $110 | $16
Editing 75 18 57
Keyboard 34 0 ' 34
Proofread 31 6 25
Typesetting 35 0 35
Revisions 15 0 15
lllustrations 150 0 150
Halftones 15 15 | 0
Paste-Up 19 0 19
Correct 14 0 14
Total 514 O $14 $365

Figure 1-2
The cost justification for a desktop publishing system for each issue of a24-page
in-house magazine at atypical corporation.
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pages each year. Quite simply, desktop publishing is an easy
computer application to cost-justify (see Figure 1-2).

Save Time

Many desktop publishing installations can pay for them-
selves in less than a year through reduced labor costs alone.
But there's another side to saving time that’s difficult to quan-
tify.

In many cases, getting a document out sooner provides a
competitive advantage. A newsletter publisher, for instance,
can wait right up to deadline before assembling the final
pages. News is fresher and more timely. Result: satisfied cus-
tomers and more subscriptions. Likewise, contractors might
gain an edge by being the first to submit a professional-look-
ing bid; scientists by getting a monograph out ahead of time;
managers by getting a report to top brass before their rivals;
consultants by beating the competition to the punch with a
top-notch proposal.

More Control
Now, for the first time, you govern when your work gets
done and how it will look. That translates to freedom.
Freedom from high-priced type shops that charge a lot for
- simple jobs. Freedom from artists and layout people who don't
understand what you want. Freedom from outside companies
who have no motivation to get it done right and on time. It also
translates to fewer mistakes. Traditional publishing can in-
volve as many as ten people:

» Writer « Editor

» Designer/art director » Typographer

+ Illustrator » Paste-up artist
« Proofreader » Camera operator
* Negative stripper  Printer

With a personal computer, a laser printer, and Xerox Ven-
tura Publisher, one person can take the place of all these ex-
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Corporate Training

The Corporate Training department has identified an

objective to redesign and reformat over 3000 pages of
textual and graphic which the
company’s 1 In itien to
redesigning this substantial amount of {informstion, the

department will alec add new sections to the current
training 1ecul The is

currently avalilable in a variety of media, mostly on much
copled papers. The documentation is somevhat out of date

since the collection of materials dates back ten years.

to the 1 of Training, there is no
orderly fashion or design for thim information.  The

has hired Ma. Joan Balden vho has
designed a mpecific format and process for the training
documentation. Ms. Belden will become & member of the Acae

staff to 1 the of 1 the

documentation.

- Figure 1-3
The typewritten document on the right lacks the power to persuade that the
published page on the left enjoys.

perts. Okay—one ambitious, hard-working person. But you
get the point: The fewer the middlemen, the fewer the errors.

More Power to Persuade

There's a big difference between a typewritten document
and one that’s been professionally produced (see Figure 1-3).
This difference means you’ll have more power to persuade.
Power to grab the reader’s attention and keep it. Power to in-
fluence through words, graphics, and design. Power to create
documents that look important, professional, expensive.

People judge you by what you produce. The old way of doing
things discouraged experimentation. With desktop publishing
you see the final result immediately, right on the screen. You
preview multiple options in seconds. You have the time to try
things out until everything looks right. If you put words on
paper—resumes, reports, proposals, memos, viewgraphs,
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presentations, whatever—desktop publishing can help you
create a better image.

A Competitive Edge

Millions will be using desktop publishing within a few years.
Those who start early will have an advantage. Their proposals
will look better. Their reports will appear more polished. Their
brochures and advertisements will have a sophisticated
veneer. Put simply, they’ll have a jump on the competition.

The Shortcomings of Desktop Publishing

We wouldn’t be doing our job if we didn’t warn you that cur-
rent desktop technology has several limitations. It doesn’t
provide as full a range of typestyles as professional typeset-
ters. It doesn’t yet do a good job with halftones (photos), which
usually need to be stripped in the old-fashioned way. And it
usually relies on laser printing, which is not adequate for cer-
tain jobs. (However, you can always send the final result to a
phototypesetter). '

Not all problems arise from the technology. Some of them
come from human limitations. Desktop publishing software
has a learning curve. Then there's the “temptation curve.”
You'll probably be less productive for a brief period because
you'll be tempted to fiddle with every document until it is “just
right” (we know about this problem first-hand). And finally, be
aware that desktop publishing can’t turn you into a graphic
designer. Beginners will be wise to study and imitate profes-
sionally-prepared pages. Otherwise, they may find that
desktop publishing does nothing more than make them a lot
faster at producing very ugly documents.

Ventura Publisher vs. Other Programs

Given that desktop publishing provides the benefits out-
lined above, why pick Xerox Ventura Publisher? Several fea-
tures distinguish this product from the rest of the pack:
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+ A true “What You See Is What You Get” display

« More than 5,000 pages per document, as many as
36,000 pages by linking at print time (if your disk is big
enough)

« Compatibility with the inexpensive IBM PC/XT (other
brands require the more costly AT-style or Macintosh
computers) ’

» Compatibility with leading software. Ventura works
seamlessly with your favorite programs. It even uses the
same files, avoiding space-wasting duplication.

+ Batch processing for long documents. Format and print
hundreds of pages in one pass. Xerox Ventura Publisher
is ideally suited for long documents such as books,
catalogs, reports, and technical manuals.

+ Style sheets, reusable formats for different documents.

Style sheets are important enough to deserve additional
comment. A style sheet is a separate file containing format
rules. A different style sheet creates a different look. It's a
simple idea, but one that's extremely powerful.

If you know how— and we’'ll show you—you can reformat a
document in seconds by loading a new style sheet. You can
even build a library of styles, then try out dozens of design al-
ternatives with a few clicks of the mouse (see Figure 1-4).

But perhaps the single greatest selling point of Xerox Ven-
tura Publisher is its amazing combination of simplicity and
power. Make no mistake—Ventura is a feature-packed
program that takes many hours to master completely. Yet al-
most anyone can learn to format simple documents in 10
minutes. We'll prove it to you in Chapter Two.

Despite this ease of use, Ventura can create almost any kind
of document. Today, many corporations produce pages in a
dozen different ways depending on time, complexity, and cost,
from hand-lettering to typewriters to press-on lettering all the
way to phototypesetting. Ventura Publisher is so flexible and
cost-efficient that most corporations can abandon this mish-
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Figure 1-4
Two different style sheets applied to the same Ventura Publisher document.

mash of approaches. This one program can accomplish vir-
tually all publishing tasks:

» Advertisements « Books

» Brochures « Catalogs

» Directories » Documentation
» Financial Reports + Forms |
» Instruction Manuals « Labels

+ Memos » Newsletters

» Overhead Transparencies + Parts Lists
« Press Releases » Proposals
* Reports » Technical Manuals

By now it's obvious were big fans of Xerox Ventura
Publisher. We could continue for many more pages on the
advantages it offers. Instead, we’d prefer to start showing
you the ins and outs of putting Ventura to work.

The first step is to gain an overall understanding of Ventura
Publisher and the way it approaches page makeup. That's
precisely what we’ll do in the next chapter. But first, you may
want to read over the Box on the following two pages, which
examines the traditional methods of publishing documents.
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The Stages of Traditional Publishing

Throughout this book, we refer to traditional publishing methods. For
those who do not have wide experience in manual page makeup. the
following rundown explains the fundamentals,

Traditional publishing involves nine steps. The exact order differs from
publication to publication, but the list below is typical of a monthly
magazine. It closely parallels the process for other complex docu-
ments.

1. Writing
Authors create text on typewriters or word processors and give
printed copies to editors.

2, Editing/Revision

Editors make pen and ink changes on the typewritten pages. If
changes are extensive, the manuscript Is retyped. If minor, the marked-
up copy goes straight to the typesetter.

The editing process may go through several rounds of revisions until
both writer and editor agree that the manuscript is finished.

3. Typesetting

The operator rekeys the manuscript into the typesetter, following the
editor’s marginal instructions about size and selection of type faces.
The text is typeset into galleys. Galleys are the correct column width,
but not the right length.

4. lllustration
An artist creates charts, graphs, drawings, or other illustrations for the
article.

5. Page Design

Most publications have standard layouts or grids they reuse for most
pages. Sometimes the designer creates special, unique layouts for cer-
tain articles. '

The page design is represented on a layout sheet. The designer
draws vertical and horizontal lines to show where the columns should
be. He uses a blue pencil. These lines guide the paste-up artist, but the
special color does not show up when the final page is photographed.
Along with the lines, layout boards usually include repedating elements
like logos and page numbers that appear on every page.

6. Paste-up

The paste-up artist cuts the galleys lengthwise into strips one column
wide. He applies hot wax to the back. Some publications use rubber
cement, but hot wax is easier to move—and there’s almost always lots
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A

of moving o do when pages are created manually. The paste-up ar-
tist sticks the text into column one. When he reaches the bottom, he
cuts the galley off and moves the remainder to another column or
page.

Sometimes artwork is pasted onto the page like text. But often the
paste-up artist leaves a space, or “window” for the illustration instead.
Photos require a window because they are added to the page in a
separate stage called “stripping.”

Either way, the paste-up artist must decide how much space to
leave for the illustration. Then he takes the original art and resizes it to
fit the window. He may crop it (eliminate a portion of the picture),
scale it (enlarge orreduce it), or a combination. The artist places rules,
boxes or grids by hand using a pen or special tape. Finally he pastes
down the captions, -

Revisions are the worst thing that can happen 1o the paste-up artist.
A small change of only a few words may have a “ripple effect” chang-
ing not only that page but the next, which changes the next and so
on. To change a page. he must physically lift the waxed text off the
page, recut it and reposition if.

7. Negatives

When everything has been pasted up into camera ready art (often
referred to as mechanicals or boards) a camera operator shoots a
negative of each page. Blank spaces appear on the negative where
photos are to appear. The camera operator makes separate nega-
tives of photos (and sometimes of drawings, t00). These negatives are
shot at the exact size and scale specified. This is one area where it is
particularly easy to make mistakes.

8. Stripping

In a laborious process called stripping. negatives of artwork are
overlaid onto the negatives of the page and matched to fit the blank
windows that were left,

9. Printing

The combined negative from the preceding step is used 1o make a
plate for a printing press, and the document is printed.

Contrast the stages of traditional publishing to desktop publishing.
It's easy to see why desktop publishing with Ventura Publisher offers
such dramatic time and cost savings.







Chapter Two

| Infroduction fo Venfura
Publisher

ing. Now we're going to give you an overall under-

standing of Xerox Ventura Publisher. Don't worry
about details yet. Later chapters will provide in-depth par-
ticulars, but first you need to get the big picture. Here are
some of the things you’ll understand by the time you finish
this chapter:

+ How to get a simple application up and running.

« The terminology used by Ventura Publisher and this
book.

« The user interface and where to find basic functions.

Chapter One explained the concept of desktop publish-

« The Ventura Formula and how it applies to every
document you create. :

We'll begin with a brief, 10-minute test-drive. Although easy
to operate, Ventura is very sophisticated. You might be over-
whelmed if we plunged right into explanations of that sophis-
tication. So we're going to start out with a quick, hands-on
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tryout. After you've experienced the what of Ventura, the
second half of this chapter will explain the how and why.

Before You Start

Ventura Publisher runs on a wide range of MS-DOS com-
puter systems. You can get full details from any authorized
dealer. A hard disk drive is essential. You can get by with as
little as two to three available megabytes, but we recommend
20 or more megabytes if you intend to do large-scale technical
documentation or long documents combining many different
graphics and text files.

For the moment, it doesn’'t matter which hardware con-
figuration you own, or what additional software you may plan
to use with Ventura. We will conduct the test-drive using
sample files found on the original Ventura disks.

We have assumed that you have already installed Ventura
Publisher. If not, do so now using the built-in, step-by-step
program called VPPREP, which configures Ventura for your
particular setup. Boot the system using MS-DOS 2.1 or
higher. At the A prompt, put the #1 Ventura disk into drive A:
(the disk labeled Ventura Publisher Application Disk). Type
VPPREP and press Enter.

The installation program will take over from here. First it
will ask questions. Your answers determine which specific
files Ventura needs to transfer from the floppies onto your
hard disk. Next VPPREP will tell you when to insert other disks.
It will automatically create two new subdirectories on your
hard disk. Then it will copy all the necessary programs and
files into these subdirectories. It should take you less than 20
minutes from start to finish. If you make an error or change
your hardware configuration, simply start from scratch and
redo the installation.

Ventura 1.1 supports incremental installation. If you later
want to change one portion of the program (to add a different
printer or monitor, for instance) answer “No” when VPPREP
asks if this is your first time. Then you can add only the files
you need without bothering with the whole installation.
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We have also assumed that you understand the basic ter-
minology of page design. If youre a newcomer to this topic,
refer to the Box at the end of this chapter. This Box
demonstrates the specialized publishing and printing terms
you need to know to operate Ventura.

Ten Minutes to Ventura Publisher

Once you've installed Ventura Publisher, you're ready for
our 10-minute test drive. The purpose of this brief tutorial is
to experience the features and concepts explained in the
second half of this chapter. Don’t concern yourself if you fail
to understand the details. Nor should you be disturbed if you
make a wrong choice and the tutorial doesn’'t go quite as
planned. Your goal is simply to get a feel for Ventura and the
way it operates.

And don’t worry about meeting our 10-minute deadline. Al-
though you can easily accomplish the test-drive in 10 minutes
or less, feel free to explore on your own. When you're ready,
come back to the second half of the chapter for a clarification
of what you've been seeing.

Starting the Program

To load Ventura, go to the root directory of your hard disk.
For most users, this will be accomplished by getting to the C
prompt, then typing CD\. Now type VP (for Ventura
Publisher). The built-in batch program will take over,
automatically loading the files you need. Watch what hap-
pens—we'll be explaining later. When the program is finished
loading, you will have a blank document with no text, no pic-
tures, and the default style (whatever style was used last). In
our tutorial, you'll do four things with this document:

» Load a text file

» Load a picture

» Load a new style sheet (a new format)
» Apply the new style sheet to the text
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Loading Text

Adding text to a document takes place in two stages: (1)
loading it and (2) placing it on the page. Let’s bring in a text
file called SAMPLE.TXT:

Touch the mouse cursor to the file menu at the
top left of the screen. The menu will drop down.

Move the cursor down the list until LOAD
TEXT/PICTURE is highlighted.

Press the mouse button once.

The dialog box shown in Figure 2-1 will appear. Notice the
three darkened boxes, TEXT, ASCII, and ONE. If your dialog box
does not look like this, change it by starting from the top of
the box and moving the mouse cursor over the correct boxes
and pressing once. Once the dialog box looks like Figure 2-1,
move the cursor over the OK box and click once.

The dialog box will be replaced by the item selector shown in

' Figure 2-2. You should see the text cursor (a thin vertical cur-

sor) on the line labeled selection. (If you do not, move the
mouse cursor anywhere on the line and press once.)

| LOAD TEXT/PICTURE
Type of File: [Gne-Art ] [mage ]

IESTM [ordStar US| [HultiMate |

[MS-Word | [ ¥Writer | | WordPerfect |

Text Format:

[WordStar UK | | XyWrite |

(mga]

Line-Art Fornat:

Image Fornmat:

[GEH] [Autotad .StD | [Lotus .PIC | [Hentor Gr |
[VideoShos | [MAC BICYT | [CGM | [ PostScript |
HPGL \

[GEHM 7 HALO DRE | [ PC-Paintbrush | [ MAC Paint |

# of Files: [N [Cor_] [Eancel]
E
Figure 2-1 .

The load text/picture didlog box.
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Desk [F3CH Edit View Page Frame Paragraph G6raphic Options
C:\TYPESET\UNTITLED.CHP (DEFAULT.STY)

ITEM SELECTOR

Directory: C:\TYPESET\#,TKT

Selection: l____

ABOOK  .THT
BOOK JTIRT
BROCHURE . TRT
COLUMN . THT
INVOICE .TXT
LETTERHD. TXT
MAGAZINE. THT
MAGLIFT .THY
MANUAL . THT

Figure 2-2
An item selector is used to choose among severdl files.

Page Frame Paragraph Graphic Option
C:\TYPESET\UNTITLED.CHP (DEFAULT.ST¥) i i : : *
1

- . 12 1e 24 | 20 36
-—LJ.J-I-J—L-LJ-«L.A—LJJ.-l.l.Jnl-l.J-I..A-‘J--l_‘..I_J.J.A-l.l_-l..L.l.-Ll_l.JJ._L.I..LI_LJ_I.J_IJ.i.LJ_ﬂ.“.LJ.LLLJ_A_I.LLJ.L.J.I.LLLJ.

N el
3

SAMPLE. TXT

7
Frame
Handles

LI.JJJL!‘LJ.LL.I.LJJ_LLLL‘AJ—U.LLJJ.

-LLLLI.LLI.I:LJ‘L[

Figure 2-3
Small black handles on the edges of the frame let you know itis currently selected.

Click on the downward arrow at the lower right
side of the item selector. The list of files will
scroll down one line.

Continue clicking and scrolling until the
filename SAMPLE.TXT appears.
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Desk File Edit View Page Frame Paragraph Graphic Optio

JM-LMJ.L-L&..L‘J.A—.‘..L.Ll.LJ—I..A_.AJ..lil—l.‘_l.L.JJ«J—l—L'l:L.I.LJ.L.-LAJ..I_I.fA.-Iﬁ.L‘.lJ_I.‘_.I.Lf:‘LI.LMJ_I.-LA..\..I:I.‘J. l
3
3 Desktop Publishing Arrives on: Xey and the press the <Enter> key. F7+Bull
CsafNLE.TXT :; Y our PC! % This creates the following efffect:% FvTabl
v £

.rL.LI_LI..l..I..I..L.LL

C:\TYPESET\UNTITLED.CHP

(DEFAULT.STY)

Enable the Paragraph I‘agginz'
function (second function from the-
1eft) Tag the paragraph above as a
Headline 1. ,Then tag is as Head~
line 2, and Headline 3.%

Tag the next paragraph as a Sub:
Head 1. ,Then tag it as a Sub Hnd
2, and Sub Head 3.%

Tagging Makes Publishing Easyﬁ

Each Tag you assign changes the}
toxt attributes for the entlw
paragraph. For instance, you cani

Thisisaline

but thisis another line, !

and yetall four linesed

are part of the same paragraph. &
This is very useful for tables,
headings. §

You can also select text and shift:
it horizontally to the left.  This is
known as kerning. To see the ef-
fects of kerning, select the:
Paragraph Tagging function and
tag the following paragraph as a:

take the following list of features,;
and tag each one with the Bullet

Tag (If yrou urant ta tag tham all att

Headline 1.%
Together with Ken Jonesf

Simnla tahlaoe can ho cuicklie £ar-t

...LLLLLL].LLI_I.“ J.l].LI—L.LLl

minutes
Thureda

Figure 2-4
The text file saMPLETXT has flowed onto the page.

Click once on SAMPLE.TXT to select it.
Click once on the OK button.

Ventura Publisher will respond with a screen message tell-
ing you it is loading the file.

Placing Text

You've loaded the text file SAMPLE.TXT. To place it on the
page, first make sure you are in the correct mode. Ventura’'s
four modes are represented by the four icons in the function
selector at the top of the sidebar (see Figure 2-3). We need the
frame setting mode at the moment.

Click once on the left-most icon in the function
selector.

Now that you're in frame setting mode, tell Ventura where to
put the text file.

Move the mouse cursor anywhere onto the
Workspace and click once.

When you've finished, the screen will look like Figure 2-3.
Look at the function selector. The frame setting icon is dark to
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Page Frame Paragraph Graphic Option:
C:\TYPESET\UNTITLED.CHP :

Figure 2-5 .
Inreduced view. the entire page is visible in reduced form.

confirm which mode you are in. And notice the small black
“handles” at the top of the workspace. They tell you that this
area has been selected and is ready to accept text or graphics.

Now look at the assignment list, which shows -the file
SAMPLE.TXT. To pour this file onto the page:

Move the mouse cursor until it touches the
name SAMPLE.TXT and click once.

The file will flow onto the page (Figure 2-4). If you like, take
a few moments to explore this page. You can move around
using the scroll bars at the right and bottom of the screen. To
move down the page, for example, move the mouse cursor to
the gray area below the scroll bar and click once. The display
will move down the page one screen. You can move up and
sideways in the same fashion.

¢ Note: If you had the underlying page selected before you
loaded the file, Ventura will automatically place SAMPLE.TXT on
the page without any intervening steps.

Loading and Placing a Picture
Let’'s move to reduced view so we can see the entire page.
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Desk File Edit View Page Frame Paragraph 6Graphic Options
Zitisi: C:\TYPESET\UNTITLED.CHP (D

I
€ 12 {16 24 30 26 4z 4
Y IRPUUR PP Pre T PP NP

UTTEY TIVE it Y h

MR E RS mULY § Sy
S Rmn T, § R
ey s

SAMPLE., TXT

BBt

Finger active
during dragging

1,
-
243

i
i E
ik R A 121

; Kﬁ%ﬂlﬁﬁﬂiﬂﬁﬁ

“pnriee

| %

Figure 2-6 ,
To add a new frame, click on Add New Frame and then drag the mouse where
you want the frame to be placed.

Desk Flle Edit View Page Frame Paragraph Graphic Options
=it C:\TYPESET\UNTITLED.CHP (DEFAULT.STY) = | ¢ |
VTRV PV P UTTTITE TP AU AP w oA
Add New Frameli - ol L L typing the numerical equivalent of; Paragrd
sameLE.TxT B ' he character on the keyboard: signed t
> numeric keypad, For instance to: i#his styld
E = type a copyright symbol (®), hold:
] the ALT key, type 189 and release:
3 - the ALT key.®
d u o : Select the Text Editing function:
123 {third function from the right), and:
E Insert a  copyright symbol
] anywhere in this paragraph ®
] Y ou can force lines to end prema-
3 3 turely, without creating a new:
8 19 paragraph. Press and hold the Cul:
: Lo . n m ® Xkey ard the press the <Enter> key.
|___EMPTY K Desktop Publishing Armrives ori [This creates the following efffect:f
i R Pg & 0001 § - Y our PC! § Thisisalineet
? g = Enahloe  tho__Pay h__Tacol utihicle ann
Figure 2-7
Whe?r anew frame is placed on the page. text previously there flows around the
new frame.

Pull down the view menu.

Move down the list until REDUCED VIEW is
- highlighted and click once. -
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The display will change to look like Figure 2-5. Before we
can load a graphics file, we need a place to put it. To create a
frame:

Move to the addition button and click once.
(This button reads “Add New Frame."”)

Move the cursor to the upper left of the page.

Press the mouse button down and without
releasing the button drag the mouse diagonally
downwards as illustrated in Figure 2-6.

Release the button when you've created a new
frame about the size of the one shown.

You have just created a new frame. As you can see in the
reduced view, the text has automatically flowed around this
picture. Now go to the view menu and change back to NORMAL
VIEW. You should be able to see the upper left corner of the
new frame as shown in Figure 2-7.

Let’s place a picture into this blank space. Check to make
sure that the new frame has “handles” around the edges. If it
does not, place the cursor anywhere inside the blank frame
and click once to select it.

Return to the file menu and choose the LOAD TEXT/PICTURE
option again. When the dialog box appears, click on the but-
tons for LINE ART, GEM, and ONE, in that order. This tells Ven-
tura that you want to load one line art image in the GEM Draw
file format. When you finish the changes, click on the OK But-
ton.

An item selector will appear. As -we have done previously,
select the name of the file you wish to load:

Scroll in the item selector until the filename
COLUMBIA.GEM appears.

Click once on COLUMBIA.GEM.
Click on OK.
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COoLUMBIN.GE
SAMPLE . TXT

COLUMBIA.GEM
R Pg # 8001 |
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Figure 2-8 ,
Areduced view of the page with the graphic image in place.

Ventura will load the picture file and place it into the
previously blank frame. A reduced view of the page will look
something like Figure 2-8. Notice that the file name of the pic-
ture file now appears on the assignment list along with the
text file.

Loading a New Style Sheet
Now that we have text and a picture in the document, let’s
add a new format (a new style sheet):

Return to the file menu and select LOAD DIFF.
STYLE. Ventura will display an item selector.

Scroll until you see SAMPLE1.STY.
Click on SAMPLE1.STY.
Click on OK.
Applying a Style Sheet
By loading a new style sheet, you immediately change page
attributes such as margins, columns, headers, and so on. But

to see the full result of this new style sheet, you must apply it
to the text. This process is called “tagging.”
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To tag a document, switch to paragraph tagging mode by
clicking on the second icon at the top of the sidebar. You'll
know you're in the proper mode if the icon turns dark, the ad-
dition button changes to read “add new tag” and the assign-
ment list changes to show tags names like headline and Sub-
head. Once you're in the proper mode, tagging is a simple
two-step process.

This is a good place to define the word paragraph as used by
Ventura. In common usage, a paragraph is a collection of sen-
tences in a longer document, usually set off by indenting the
first line. As used by Ventura and this book, a paragraph is
any separate text element. It can be a single word, or
hundreds of words. A Ventura paragraph, no matter how
short or how long, is ended by placing a Return after the final
character. Anytime you place a Return, you are telling Ven-
tura to start a new paragraph.

Applying the style sheet to the text mvolves telling Ventura
which paragraphs should use which tags. For instance, here’s
how to tell the program to apply the Headline tag to the first
paragraph of the document.

Desk File Edit View Page Frame Paragraph 6Graphic Options
C:\TYPESET\UNTITLED.CHP (SAMPLE1.STY)

I‘ ! 24

i A [ 1 1
AT LTI TTTTETITIN v TR PP

...........

Body Text |8
BPullat
First '0"09!’"
Heaaline |\ *
Headiins 2 |8
Headline 3 H
Number Heaa 1M
Number Head 2
PRESENTER §
sub Head 1 §

Llhllllllllll

Y
llllllllllLlll_llLlthJlLlllJI

Sub Haca 2 8
sSud Head 3 H

Headlin 1

Enable the Paragraph Tagging function (second:

Figure 2-9
The headline style has been applied to the first paragraph.
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Move the cursor until it touches any part of the
first line and click once.

Move to the assignment list and click once on
the word Headline 1.

The headline style will immediately be applied to the first
line (Figure 2-9). The sample document we loaded for this
tutorial contains instructions for tagging different sections of
the text. If you wish, take a few moments to follow the instruc-
tions and tag some more of the document. Experiment to see
the results of different choices and combinations.

You've finished the test-drive. To stop using the program,
choose QUIT from the file menu. To save the document under
a new name and continue your experiments later, choose SAVE
AS... from the file menu. If you use SAVE AS..., Ventura will ask
you for the name of the new document. Choose something like
LEARN or PRACTICE so you'll remember to delete the file after
you've finished. If you want to start over with a blank page,
select NEW from the file menu.

Understanding Ventura Publisher

Now you've seen Ventura Publisher for yourself. In a few
short minutes you've accomplished publishing tasks that re-
quire hours manually. (And you've only experienced a fraction
of Ventura’s power and versatility!). Let’s spend some time ex-
ploring and explaining what you saw on the screen.

The Ventura User Interface

The user interface is the means by which the operator and
the program communicate. If you understand the rules by
which Ventura operates, you'll have an easier time putting its
power to work.

The Role of GEM

Many of Ventura’s interface features are actually provided
by a software system from Digital Research, Inc., known as
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Te}ﬂ%%

Figure 1-10

The four functions usedin Ventura Pubhsher with the corresponding mouse
shapesbeneath each.

the Graphics Environment Manager (GEM for short). GEM
belongs in a software category called “windows managers” or
“graphics environments.” When you first set Ventura up, the
installation program put GEM on the disk for you. The core
GEM modules reside on the subdirectory called \VENTURA,
which was automatically created during the installation
process.

+ Warning: Do not delete this directory or the files on them or
you will have to reinstall Ventura.

When you start, a batch program automatically loads GEM,
and then loads Ventura as an application under GEM. This is
transparent to the user. When you type VP, the rest is done
automatically. Basically, GEM controls the mouse, display
adapter, and the dialog boxes from which the user makes
selections. Every application program running under GEM,
including Ventura Publisher, GEM Paint, and GEM Draw,
uses this same basic interface.

Digital Research also sells a separate GEM Desktop, which
serves as a shell for the disk operating system. However, you
need not have the GEM Desktop to run Ventura Publisher.
You can continue to start the program by typing VP from the
DOS prompt.

Ventura Publisher and the Mouse
Each time you move the mouse, the cursor moves cor-
respondingly on the screen. The shape of the cursor changes
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according to the part of the screen you're on and the function
you're using. Figure 2-10 shows the different shapes. You'll be
seeing these cursors over and over again, and you'll soon
learn them without realizing it.

Selecting with the Mouse

The main function of the mouse is to select. This is always
done in the same fashion: by touching the item with the cur-
sor and pressing the mouse button once. (If the mouse has
more than one button, Ventura Publisher uses the left one.)
When selecting from menus, the item is highlighted (turns
dark) the moment the cursor touches it. The mouse works the
same in item selectors and dialog boxes (described below) with
one slight difference: Choices are highlighted after you press
the mouse button to indicate the selection was made success-
fully.

Dragging with the Mouse :

Dragging is used to move something around or change its
size, as when we added a frame in our tutorial. Whenever we
use the term drag, we are referring to the process of moving
the mouse while holding the button down. After you finish the
movement, release the button.

Moving Around the Page with the Mouse

The mouse is also used to move around the page, with the
help of the scroll bars at the right edge and bottom edge of the
screen. To move one line at a time, move the cursor to the
arrow box and click. To move a screen at a time, put the cur-
sor anywhere in the gray area and click. To move a distance of
your own choosing, place the cursor on the white scroll bar

~ and drag it to the new position. Figure 2-11 shows how to use

these three movement options.

In addition to the scroll bars on the side of the screen, you'll
also see scroll bars in the sidebar, and in the item selectors.
These smaller scroll bars operate in precisely the same man-
ner, except that they move you up and down a list of files or
other items.
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Desk File Edit View Page Frame Paragraph Graphic Options
2 C:\TYPESET\UNTITLED.CHP (SAMPLE1.STV)

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

Scroll Bars

GrayiArea

Figure 2-11
The three scroll optionsin Ventura Publisher.

While we're talking about moving around, let’s discuss two
ways to move to another page. You can (1) press the Page Up
and Page Down keys on the numeric keypad which moves one
page at a time or (2) use the GO TO PAGE function in the
paragraph menu, which allows you to move to a page number
of your choice.

Menus

Ventura has an abundance of features scattered amongst its
nine menus. Learning these menus and what they control is
one of the biggest challenges to mastering the program. Al-
though the name of a Ventura menu is not always a good
guide to what it's used for, Table 2-1 will give you a general
idea of where to find things. Later chapters will go into greater
depth about menus and their functions.

As you move through the menus, you’ll notice some items
listed in gray rather than black. This means they’re not cur-
rently available for use. If, for example, you are not in the
graphic drawing mode and you pull down the graphics menu,
you'll find all the items shown in gray. You will be unable to
highlight and select any of them. But change to graphics
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Table 2-1
Ventura Publisher’s Menus

Menu Purpose

Desk Used only if you add the GEM Desklop

File To open and close certain kinds of files

Edit Cutting, copying, and pasting text and graphics. Also contains certain footnote, in-
dexing, and file functions

View Selecting different ways of viewing the document and different modes of operation

Page Functions that apply to every page in the document (page numbers, headers and
footers, elc.)

Frame Functions that apply to a Frame as awhole (margins, columns, background colors,
elc.)

Paragraph Functions that apply to the text within the Frame (fonts, line spacing, eic.)

Graphic Drawingfunctions

Options Functions that alter Ventura to suit you, or that expand its utility

drawing mode and you'll find the menu items in black. They
are now be available for use.

Keys

Although you can accomplish most functions with the
mouse and the menus, Ventura does assign special functions
to certain keys. In addition, Ventura provides keyboard
shortcuts for some functions. These shortcuts are listed to the
right of the name when the menu drops down. Figure 2-12
lists Ventura’s key assignments for general functions and its
keyboard shortcuts.

Dialog Boxes

Ventura is a rich, full-featured program with many options.
Dialog boxes choose and control those options. Dialog boxes
appear after you make a selection from a menu (see Figure 2-
13).

In our brief tutorial, we saw the dialog box for loading text
and pictures. You may have noticed that some of its buttons
were shown in gray type. As with Ventura’s menus, gray type
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Key

Arrow keys on keypad

Alt

Backspace
Ctrl

Del

End

Esc

Home

Ins
Shift
Shift Del

Function Keys

Tab

Purpose

In text editing function, controls the movement of the text cursor (blinking vertical
line). The arrow keys move the text cursor any direction without erasing the
characters it passes over.

Used in conjunction with other keys. In the frame setting function, press and hold
Altwhile pressing and holding the mouse button to move images behind a
frame. In Text editing function, press and hold the Alt key to type the numetic
equivalent of a character that does not appear on the keyboard.

Deletes the character to the left of the text cursor—a "destructive backspace.”

Used in conjunction with other keys. See below for a list of control key combina-
tions for keyboard shortcuts. in text editing, press and hold while pressing the
space bar toinsert a non- breaking space. Press and hold while pressing the
hyphen to insert a discretionary hyphen. in graphic drawing, press and hold while
pressing the mouse button to select graphics that are hidden behind others.

In the frame setting function, deletes the frame that is currently selected. In the
text editing function and in dialog boxes and item selectors, deletes the charac-
ter to the right of the text cursor. in the graphic drawing function, deletes the
selected graphic from the page.

Goes to the last page of the document.

In dialog boxes, deletes all characters on the line. Also used to halt printing and
Go To Page operations. Atall other times, pressing the Escape key redraws the
screen. '

Goes 1o the first page of the document. If a mouse is notpresent, then pressing
Home becomes the equivalent of clicking the mouse bution once.

Pastes the item thatis currently on the clipboard. In the frame setting function,
pastes a frame to the current page. In the text editing function, pastes text. In the
graphic drawing function, pastes agraphic.

In all four functions, used in conjunction with the mouse to select more than one
item at a time. In frame setting and graphic drawing functions, pressing Shift
keeps the tool enabled so you can draw several in a row.

In the frame setting, text editing and graphic drawing functions, copies the
selecteditem.

Each of the 10 function keys can be assigned to one of the tags from the
paragraph menu. These function key equivalents can be used to fag paragraphs
while in the text editing function. (Normally, you must return fo the paragraph tag-
ging function and use the mouse to tag a paragraph).

Inthe text editing function, inserts tab characters. In dialog boxes and item selec-
tors, moves the text cursor to the next line or the next place where text could be
inserted.

Figure 2-12

The key assignments within Ventura Publisher.
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Keyboard Shortcuts
Modes
N ParagraphTagging
A0 Text Editing
AP GraphicDrawing
AU Frame Setting
General
"B Renumberchapter
rS Save
Del Cut
Ins Paste
Shift Del Copy
"2 Additionbutton
Graphics
*A Bring to front
AF Fill attributes
AL Line atiributes
Q Selectall
4 Send to back
Movement
AG Go to page
Pg Up Go to previous page
PgDn Go to nextpage
End Go 1o last page of document
Home Go o first page of document
Viewing
AE Enlarged view
N Normal view
"R Reduced view
AT Show/Hide Tabs & Returns
"W Show/Hide Side-Bar

Figure 2-12 (continued)
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Figure 2-13

Clicking on the measurement units in a dialog box (e.g. "Picas & Points”) changes
to another unit of measure.

means the item is not currently available for selection. To
choose a grayed item, you must first enable that feature. Oc-
casionally you must go to another menu or to the sidebar to
turn on a feature, but usually you'll find a button in the same
dialog box.

Tips for Working with Dialog Boxes

Dialog boxes are prepared to accept information as soon as
the box appears on the screen. Normally the text cursor is
already blinking on the first line in the dialog box.

You can move the text cursor in three ways. First, simply
point to the new space and click once with the mouse.
Second, use the arrow keys on the numerical keypad— just
press the direction you want to move. Or third, move with
the tab key. Each time you press Tab, the text cursor jumps
to the next space.

However you move the text cursor, it usually jumps to the
end of the space. If the space is empty, you can start typing
and Ventura will fill in from the front. You can erase charac-
ters simply by backspacing over them. You can also clear the
entire line by pressing Escape.
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+ Note: Do not mistake the backspace key (located at the upper

right of the keyboard) with the left arrow key (located on the
numeric keypad). The former deletes characters as it moves
left; the latter merely passes over them.

Ventura uses Enter as a shortcut for clicking on the OK But-
ton. If you press Enter, the program will assume you are
finished using the dialog box.

If you change your mind, click on the cancel button to
return to where you were. Don’t worry about clearing the set-
tings— if you select Cancel, Ventura will ignore any changes
made in the dialog box.

To change the units of measurement touch the name of
the units with the mouse cursor and click once (see Figure
2-13). Click again, and the units will change again. At any
time, you can toggle between these four choices:

* Inches
+ Centimeters
. °* Picas & Points
» Fractional Points

When you reach the end, the cycle starts over. As you
change, the program automatically recalculates the values.
Inches are converted to centimeters; centimeters to picas &
points, etc. Once in a while you may see ~ (the tilde charac-
ter). The measurement has not been lost. It is simply too big,

~or too small, to display in the space. Convert to different units

to see it reappear.

Be careful when entering picas & points. Consider, for ex-
ample, the measurement 4 1/2 picas. You might be tempted
to enter 4,5. In actuality, Ventura will interpret this as 4
picas and 50 points. Since 1 pica equals 12 points, the cor-
rect way to enter 4 1/2 picas is as 4 picas and 6 points. This
is written as 4,06.
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¢« Warning: Don't forget the all-important zero when entering
picas & points. If you enter 4,6 in the example above, Ventura
will interpret it as 4 picas and 60 points. You must precede
the points with a zero: 4,06.

Refer to the Box at the end of this chapter for more informa-
tion on picas, points, and other basics of printing terminology.

ltem Selectors

Dialog Boxes are used to choose options and enter measure-
ments. To choose files, Ventura uses a special type of dialog
box called an item selector. When you see the phrase item
selector, think file selector and you’ll be on the right track.

An item selector shows up anytime Ventura needs to know
which file you want to use. To use item selectors, you must
understand four concepts: (1) how to choose files with the
mouse, (2) how to choose files directly by typing their names,
(3) how to filter files, and (4) how to change subdirectories and
disk drives.

Choosing A file with the Mouse

Make sure the file name appears on the item selector list. If
you don’t see it, use the scroll bar or scroll buttons until it
shows. Select it by clicking on the name. Notice how the file
name appears in the previously blank selection line as soon as
you click. This is your confirmation that you've chosen the
correct file. Once you've got the right file, click OK.

Choosing Files Directly

To bypass the mouse, simply type in the file name directly.
When the item selector appears, you'll see that the blinking
text cursor is already on the selection line. To enter a file
name, just start typing. Click OK when you're done. If you type
the wrong name, press Backspace to erase the characters, or
press Escape to clear the entire line and start over. If you
change your mind, click on Cancel and Ventura will return
you to the document.
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Use the selection line to bypass the mouse, to name a file
that does not yet exist, or to create a new name for an existing
file.

" File Filtering

Filtering excludes files that would otherwise clutter up the
item selector. Look again at Figure 2-2. This item selector ap-
peared when we loaded text during our tutorial. Notice the
three-word file extension .TXT on the directory line. Ventura
knows that ASCII graphics files should carry this extension.
When you tell it to load a TXT file, it automatically filters out
all others.

Although you can enter your own filters, Ventura has a list
of file extensions it prefers to use. When you tell Ventura that
you want to load, for example, a MultiMate text file, it remem-
bers the subdirectory and the file extension you used last
time. If you change either of these, Ventura will remember the
changes the next time you load MultiMate files.

How do you change the file filter? Simply by placing the text
cursor on the directory line, typing in the new extension and
clicking OK. Ventura will immediately filter out all files except
those that match the new extension. ‘

So far we've been talking about filtering with file extensions.
Those familiar with MS-DOS have probably guessed that you
can also use the standard MS-DOS conventions to make fur-
ther filters. For example, when writing this book, we started
all our files with the two-letter code vP. Anytime we wanted to
see only the chapters for our book, we had only to type in
VP*.CHP to eliminate any files that did not start with VP and
end with .CHP.

Changing Subdirectories and Disk Drives

Ventura Publisher is an intelligent program. When it places
an item selector on the screen, it guesses which type of file
you want and where it is likely to be found. You can see the
result of its guess on the directory line. If you now choose a
different subdirectory, Ventura will remember. The next time
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it opens this item selector, Ventura will start off with the last
subdirectory you used. ‘

It's easy to change subdirectories and disk drives. One
simple method is identical to the way we changed file filters:
Place the text cursor on the directory line and type in the
name of the new subdirectory (and/or the new disk drive). As
soon as you click OK, Ventura will switch to the new subdirec-
tory.

Another method uses the backup button (see Figure 2-14).
Clicking the backup button takes you to the next highest level
directory. Suppose the directory line now shows
C:\TYPESET\ARTICLES. Pressing the backup button will move
up one level and the directory line will now read C:\TYPESET.
Pressing it again will move up to the final, root level, and the
directory line will read C:\.

When you click the backup button, the list of files will
change to show what is available in the new subdirectory. As
you browse through the list, you may see names preceded
with a diamond character (see Figure 2-14). These are sub-
directories. To move to a new subdirectory, click once on the
name, as if selecting a file. The directory line will change, and
you will find yourself in the new subdirectory.

ew Page Frame Paragraph 6raphic Option:
#8 C:\TYPESET\UNTITLED.CHP (SAMPLE1.STY) &

ITEM SELECTOR

Directory: C:\TYPESET\#.TXT o]

Selection: MAGAZINE,TXI|

apook  .1x7 | T
BOOK TOHT

BROCHURE . TXT :
Lix COLUMN .THT F"‘@
INVOICE .TKT
LETTERHD. THT
MAGLIFT NTXT
. MANUAL .TXT ps

e e “I_E
!

Figure 2-14
Clicking on the backup button in an item selector causes Ventura Publisher to
move up one level from the current directory.
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If you backup enough times, you will eventually see only the
disk drive letters in the list. To move to a new drive, click on
the one you want.

You can also type in the letter of the new drive on the direc-
tory line and click OK. If your disk drive does not appear, this
is the only way to reach it. Type the drive and the subdirectory
name on the directory line and then select OK.

Tips for Using Item Selectors

To make files appear at the top of the item selector list for
quick and easy reference, simply precede the file name with
a symbol. The file list is displayed alphabetically, and sym-
bols are placed before the letters of the alphabet.

Dialog boxes will sometimes refuse to accept a filename
without a three-letter extension. To select a file without an
extension, type a period followed by three spaces.

You can also activate the OK Button by pressing the Enter
key. You'll see the OK button turn dark just as if you'd
selected it with the mouse. This shortcut works in dialog
boxes, too. Anytime you see an OK button, you can select it
by pressing Enter.

To make file selection faster, move the cursor over the file
name and click twice rapidly instead of once. If you press
twice in a row without a pause, the second click will activate
the OK button. This method is faster, but it does have one
slight disadvantage. If you've slipped and selected the wrong
file by mistake, you won't have any opportunity to check

-your choice by looking at the selection line.

You can vary the speed of the double click option using SET
PREFERENCES from the options menu. If you choose fast, you
must click very rapidly to invoke the double click shortcut. If
you choose slow you can wait longer between clicks and Ven-
tura will still recognize it as a double click shortcut.



Introduction to Ventura Publisher

37

The Sidebar

We've learned a good deal about Ventura’s user interface al-
ready. We've seen how it uses the mouse, the keys, and dialog
boxes. These elements were pioneered by the research done at

- Xerox Palo Alto Research Center. They have become more or

less standard in “graphic environments.”

Desk File Edit View Page Frame Paragraph Graphic Options
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Figure 2-15

The elements of the sidebar.

But there’s one portion of the Ventura interface that’s not
like anything else— the sidebar. This unique feature gives Ven-

tura much of its power, flexibility, and speed.

The Function Selector

Figure 2-15 shows the sidebar with its parts labeled. At the
top is the function selector, whose four icons control Ventura's
four modes of operation:

Mode

Purpose

Framesetting

Create orselectaf

rame to place text or pictures.

Paragraphtagging  Change astyle sheet and apply it fo text

Textediting
Graphicdrawin

Create or modify text

g  Create or modify pictures
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You can change modes in three ways. You can select the
proper icon from the function selector. You can choose the
mode from the view menu. Or you can use the keyboard
shortcuts. These shortcuts are shown on the view menu next
to the names of the modes.

The four icons at the top of the sidebar do not change.
Likewise, the page number box at the bottom always shows
which page you are on. But the rest of the sidebar changes ac-
cording to the mode you are in. Spend some time familiarizing
yourself with the information found in the sidebar. Often it's
the key to figuring out what’s going on in the workspace.

Frame setting is the mode in which you select and operate
on frames, the containers into which we pour text and pic-
tures. In this mode you can choose which frame you want,
load text and pictures into it, change its size, add a new
frame, or change frame attributes such as margins and
columns.

In the frame setting mode:

» The addition button reads “add new frame.” Select this
button to draw a new frame on a page (as we
demonstrated in the test drive).

Desk File Edit View Page Frame Paragraph Graphic Options
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Bullet Tag).¥
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Widget21256.55+1 269,551
Widget334.33+52.97+110.

You can automatically n

Figure 2-16

The sidebar in paragraph tagging mode. The assignment list shows the tags

available for use.




Introduction to Ventura Publisher 39

» The assignment list changes to display all the files
currently available to be placed onto the page, whether
text or pictures. If you don't see any names in the
assignment list, you have not yet loaded a file.

« The current selection box shows the name of the file in
the active frame. If the frame contains no files yet, it
shows the word Empty. If you have not selected a frame,
it is blank.

Paragraph tagging is the mode in which you apply tags from
the style sheet to text.

» The addition button reads “add new tag.” Select it to
create an entirely new tag that is not already listed.

- The assignment list displays all the tags for the current
style sheet.

» The current selection box remains blank until you select
a paragraph from the document. Then it shows the tag
assigned to that paragraph, as shown in Figure 2-16.

Text editing mode is used to alter text files that have been
loaded into the document (See Figure 2-17).
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Figure 2-17
The sidebar in text editing mode. The assignment list shows the attributes available
to be applied to text.
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Figure 2-18
The sidebarin graphics drawing mode.

+ The addition button shows “set font.” Use it to change
the font attributes of a few words within a paragraph (to
change the entire paragraph, use the paragraph menu
while in paragraph tagging mode).

 The assignment list displays the attributes (normal,
bold, italic, etc.) available to apply to the text.

» The current selection box is empty when the cursor is
over normal text. But text files also include marks that
are usually not visible, such as the signals to turn
italics on or off, to end a paragraph, to create a tab, and
so on. When you move the cursor over one of these
“invisible” marks, the term “attr. setting” appears in the
current selection box.

Graphics drawing mode is used to create and modify draw-
ings (see Figure 2-18).

» The addition button and the assignment list disappear
to be replaced by six buttons. These buttons represent
Ventura’s six drawing tools.
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+ The current selection box shows the name of the tool
now in use.

Frames and Pages

Think of frames as containers for text and graphics. In addi-
tion, frames specify attributes like margins and columns.
Ventura's frame menu lists these attributes and lets you
change them as you want.

Ventura makes things even easier by automatically drawing
the first frame in a special frame is called the underlying page.
Its boundaries are the edges of the paper and it automatically
repeats itself for every page of the document. Most of the rules
of ordinary frames apply to the underlying page, which differs
only in these ways:

« It is created automatically.

Its boundaries are the edges nf the paper.

It repeats on each page.

Text flows automatically from page to page.
« It cannot be moved or copied.

If every page of your document has the same format, you
won't need anything more than the underlying page frame.
Usually, however, you'll want to modify certain pages. For ex-
ample, you might want to place a picture onto a page, as we
did in the tutorial. Or you might want to create a newsletter or
magazine where virtually every page has a different layout.
Chapter Six, Document Design and Layout, explains the
layout process and the use of frames.

Chapter Files

The chapter file is the blueprint for the document. It lists all
the elements and where they belong:

« Which text files to use and where to put them.
« Which graphics files to include.
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« Which style sheet to apply.

In short, the chapter file stores a description of the docu-
ment, the “addresses” of the files on the disk, and the order
and manner in which they appear. Here is a list of the infor-
mation stored in chapter files: :

 File information

-~ File names and locations
- File placement

» Frame information

-~ Frame margins

-~ Frame columns

— Frame ruling lines
-~ Frame size

- Frame background

+ Numbering information

~ Starting page number
- Starting chapter number
- Starting table/figure number

» Other information

- Headers and footers
- Footnote settings

The first time you save a document, Ventura automatically
builds a chapter file with this information. This file always
has the extension CHP. When you load an existing docu-
ment, do so by selecting OPEN CHAPTER from the file menu.
Although you could achieve the same effect by loading the
text, pictures and style sheet separately, there’s no need to
go to the trouble. Simply load the chapter file, and Ventura
will use it to reload all the files and rebuild the document in
its entirety.
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Text + Pictures + Style Sheet = Document

Figure 2-19
The VenturaFormula.

The Ventura Formula

We've now concluded our look at Ventura's basic concepts
and terminology. You need only one more fundamental prin-
ciple before you're ready to tackle the rest of this book: The
Ventura Formula.

As Figure 2-19 shows, the formula is a simple one: Text plus
pictures plus style sheet equals a document. No matter what
kind of documents you produce, the Ventura formula always
holds true. The next few chapters explain each part of the for-
mula in depth. Here’s a preview:

Text

Ventura Publisher works directly with text files from leading
word processors (it can also produce text files on its own).
Ventura uses text files for two purposes. The first is to store
text and its attributes (boldface, italicized, underlined, etc.).
The second is to store tags, the special codes that tell Ventura
what part of the document each text element represents—
whether it’s a headline, body text, a subheading, and so on.

Pictures

Most Ventura pictures come from outside files (it can also
produce simple pictures on its own). Those files may be
created by graphics programs, or by scanners (devices which
scan pictures on paper to create an electronic description
suitable for use by a computer). As with text, Ventura deals
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with the original file. But it does not change or modify that
file, no matter what changes you make to the image after you
bring it into Ventura. Rather, Ventura uses its own separate
chapter file to store a pointer to the original picture, along with
instructions on how to display it.

Style Sheets

Style sheets are the key to unlocking Ventura’s advanced
functions. As mentioned above, Ventura places tags into the
original text files. These tags are notes that tell Ventura things
like “Make these three words a headline” or “make the next
five items into a list,” and so on.

How does Ventura know how to format these tags? Simple—
it creates a separate file known as the style sheet. This style
sheet contains the format rules for the tags. For example: “Set
all headlines in 36 point Helvetica Bold type with a 1 point
rule underneath” or “Indent list items 1/2 inch and precede
them with a bullet character.”

This chapter has outlined the basic structure of Ventura
Publisher. Now it's time to learn how to become productive.
We'll start that process in the next chapter, which explores
the first part of the Ventura formula: Text.
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The Language of Pages and Typography

For those who are new to publishing, we are concluding this chap-
ter with a special section on the terminology of page design. Even
those with experience in printing and publishing may want to glance
through this brief section, because it defines key words and terms as
used by Ventura Publisher and this book. In a few cases, there may be
differences between the fraditional meanings and the definitions used
by Ventura.

Measuring a Page

Ventura is outstanding in its ability to measure in different ways. You

can choose from three methods: (1) inches, (2) centimeters, or (3)
. picas and points,

You're probably more familiar with inches or centimeters, but we
suggest you learn to use picas and points, which are part of a system
called printer’s measure. Since type sizes are always specified this way,
it makes sense to use printer's measure for everything on the page.
Otherwise you spend too much time converting back and forth,

Points and Picas .

Points are very small units, about 1/72 of an inch, but they are very
important. They are used 1o measure the size of type, the size of rules
and the spacing between lines. You'll use them constantly as you work
with Ventura Publisher.

The point size of a typeface is determined by its lowercase lefters. It
is roughly the measurement from the highest ascender (the top of a
"b* for instance) to the lowest descender (the bottom of a “g”).

~ The best way to get comfortable with points is simply to start using
them in practice. As we move through this book, we’ll constantly be
mentioning the sizes of type we use for our various examples. And as
you use Ventura, you'll constantly be specifying sizes on your own.
Since Ventura lets you see the results of your changes instantly, it only
takes a few weeks before you can spot type sizes at a glance.

Picas are larger units, equal 1o 12 points or about 1/6 of an inch.
(Don't confuse picas with the typewriter style of the same name.)
Printers use picas to measure lines, margins and columns. Once again,
the best way to get comfortable with picas is simply to start using them.
Soon they’ll become second nature. If you get confused, you can al-
ways switch Ventura’s rulers or dialog boxes back to inches or cen-
timeters.

One of the advantages of using picas to measure distances in Ven-
tura Publisher is that the number 6 (as in picas per inch) is divisible by 3.
Thus, if you are working with a three-column layout, you will end up
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with even values on your ruler and in your dialog boxes. For example,
if you wish to divide a live area of 7 inches (42 picas) into three equal
columns, you would end up with three columns of 13 picas with 1 1/2
picas space between each column. Using inches or centimeters, it
would be impossible to express 13 picas exactly; you would need to
approximate it with decimails.

Ems and Ens

Ems and ens are two other units of traditional printer's measure. They
are used to measure blank space, and they vary according to the size
of the type. The em space is always equal to the point size. In 12-point
type, the em space is 12 points. In 18 point type it is 18, and so on. An
en is 1/2 the em. In 12-point type, then, the en is 6 points; in 18-point
type it is 9 points, and so on.

Typographical Terminology

Although ems and ens are not very important when it comes to
measuring the page, they are used to describe to describe indents
and dashes. They are two of the half dozen or so typographical terms
you should know to work efficiently with Ventura.

Em dashes are equal to the em size—12 points in 12-point type, 18
points in 18-point type, and so on. Em dashes are used to separate two
words in a sentence, as in the first sentence of this paragraph. The stan-
dard computer keyboard does not include a character for the em
dash. Chapter Three explains how to insert em dashes and other spe-
cial characters into your text files so they will be propery printed in Ven-
tura.

En dashes are half the size of the em. They are used to separate
numbers in a range, such as 1967-1969.

There are several other typographical characters you should leamn
to recognize if you want your pages to look truly professional.

Open and close quotes are among the most important new
characters you should learn. A typewriter uses a single set of marks for
quotations, whether those marks come at the beginning (open) or the
end (close) of the quote. But true typeset materials have two separate
symbols, one for opening quotes and one for closing quotes. Take a
good look at this next phrase: “sample typeset quotation.” Notice how
the marks slant in a different direction at the beginning and the end?
Now look at this typewritten version: "sample typewritten quotation.”
The marks are upright and identical.

Unfortunately, computer keyboards have only the one quote mark
key left over from typewriter days. Chapter Three explains how to over-
come this limitation and insert true open and close quotes into your
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text. It also explains how to insert other special symbols, even if they do
not show up on your computer keyboard.

Thin and figure spaces are two additional space characters. The thin
space is half the size of the en space. The figure space is equal to the
width of a numeral. It is useful when typesetting tabular or financial
material.

Font Is another important typographical term you will see constantly
when using Ventura. It refers 1o the size and style of type.

Printers use several different terms to describe different kinds of type:
typestyles, typefaces, type families, type fonts. Ventura Publisher uses
the word font. When you choose the set font option, Ventura allows
you to change the size, the style, and the attributes of the type.

The size of the type is measured in points, as explained above. The
style of the type is determined in part by the printer you use. Ventura
will let you select from any of the typestyles supported by your printer.

Different type designs are called typefaces or typestyles. There are
upwards of 3,000 typefaces, each of which has a name, such as Cen-
tury, Helvetica, Times Roman, Souvenir and so on. One particular
variety of a typeface is called a font. Helvetica is a typeface. Twelve
point Helvetica Bold is a font.

Typefaces fall into several categories. The two most important are
Serif and sans serif. Serifs are the curlicues that decorate the ends of
letters. A serif typestyle is one that contains these curlicues. “Sans” is
the French word for without, so a sans serif typeface is one that does
not have them.

You will also encounter pi and symbol fonts. These are typefaces
composed of pi characters, which are special symbols such as stars,
bullets, ampersands, dingbats, math symbols and so on.

A single typeface can have many afttributes. Attributes refer to the
weight and slope of the type. Think of the weight of type as the thick-
ness of the letterstrokes, or the amount of ink.

Another way to modify type is to change its slope. Normal type is
straight up and down. If we slant the type, we refer to the new version
as italics. ltalics are often used to call attention to words within a sen-
tence.

Ventura lets you combine atiributes. You can, for example, choose
to make a typestyle both bold and italics. Remember that Ventura
“knows” which printer you are using. If that printer cannot support cer-
tain attributes or combinations of attributes, they will be shown in gray
in the Dialog Box and you will be unable to select them.

Spacing is one final typographical definition you should understand
before working with Ventura Publisher. In the old days, space between
lines was called leading (pronounced ledding). The term came from

47
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the practice of putting strips of lead between lines to create exira
space.

Ventura very logically refers to this as line spacing. You specify line
spacing by selecting sPACING from the paragraph menu. If you do not
specify anything, Ventura will ou’romohcolly space the lines according
to an internal formula.

With the definitions and explanations of this special section, you
have the basic nomenclature you need to start work with Ventura. To
simplify matters, we are ending this section with a short list of Ventura
terms that might be confusing to a first fime user.

Term How Ventura Uses This Term

Attribute The weight and slope of a typestyle, as in bold, light, normal, italics.

Chapter Any single document that is edited at one time. Chapters can be printedin se- -
quence to form longer documents.

Document The Ventura manual uses this word to refer to a chapler. This book uses the
word to mean a publication in the everyday sense.

Font A particular variety of type, including the size, style, weight and slope, e.g. 12
point Times Roman Bold Italics.

Frame Abox or container which provides boundaries for text and graphics. A frame can
be any size up to the size of the entire page.

Item Selector A special kind of dialog box used to select files.

Paragraph Any unique element of the document that can be described with a tag.

Tag An element of a Ventura Publisher style sheet containing a consistent set of type
and formatspecifications.

Underlying Page A special frame automatically created whenever you starta new document in

Ventura. Its boundaries are the edge of the page.




Chapter Three

Creatfing Text

creating impressive documents. But the most impor-
tant element of any document is the text. After all, it is
the written word that conveys the message.

A desktop publishing program, even one as powerful as Ven-
tura Publisher, cannot produce well-written text. What it can
do is make text creation as simple as possible. That way, you
can concentrate on perfecting your writing rather than on
mastering a new and confusing tool. Ventura Publisher was
created with this philosophy in mind.

Sounds good. I just use my word processor like always—
right? Not quite. There are several tricks you should know,
simple techniques that smooth the process. This chapter in-
cludes general instructions, plus comments on specific word
processing, spreadsheet, and database programs. At the end
of the chapter, we've added a section that offers a quick, pain-
less way to “preformat” word processing files so layout is even
simpler. _

This chapter focuses on creating text before you bring it into
Ventura - Publisher. Chapter Six, Document Design and

Vntura Publisher possesses a rich set of features for
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Layout, discusses how to bring text in, lay it out on the page,
and make changes to this text using Ventura’s built-in editing
functions.

The Ventura Publisher Approach to Text

Most writers are comfortable with a particular word
processing program. They have mastered its features and can
create text files quickly, painlessly, and reliably. With Ventura
Publisher, there’s no need to throw away this investment of
time and effort. Ventura Publisher works directly with most
leading word processing programs. It can even work with
database software, spreadsheet software, and programming
languages.

There’s another important benefit to Ventura Publisher’s
approach. Few documents are created, formatted, and printed
in one pass. Revisions are almost always required. Fortunate-
ly, Ventura Publisher preserves all changes in the original text
file. So go ahead and make corrections during page layout—
those corrections will automatically be saved to the text file.
And feel free to edit word processing files after they've been
formatted with Ventura Publisher. Your edits will be incor-
porated the next time you bring that document into Ventura.

General Rules for Creating Text

As we've already seen, Ventura Publisher views writing, il-

lustration and layout as three separate tasks:
Text + Pictures + Style Sheet = Document.

Consequently, when creating text for Ventura Publisher,
you should concentrate on writing, not on formatting. Do not
consider final attributes such as fonts, margins, columns, in-
dents, footers, and so on. These factors will be taken care of
later, when you bring the text into Ventura.

What's that mean while writing? Just this: Although your
word processor has commands for margins, headers, indents,
and other formatting options, don't use them. Formatting
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decisions made with the word processor will only be overrid-
den by Ventura Publisher anyway.

Ventura Publisher also ignores extra spaces between words,
if those spaces were inserted by the word processor to justify
the margins. (These spaces are called “soft” or “discretionary”
spaces to distinguish them from the “hard” spaces you insert
when you touch the space bar.) It is thus of little use to justify
text with the word processor. Ventura Publisher adjusts lines
according to the fonts and column widths of the actual
printed page, not those of the word processor. In fact, justify-
ing text in the word processor can throw off certain Ventura
tab functions.

It is also important to remember not to insert spaces or tabs
at the beginning of a paragraph— even if you want the first line
of each paragraph indented in the printed document. Let Ven-
tura Publisher create the indent. That way you’ll have the
luxury of changing your mind. With a single Ventura com-
mand, you will be able to change the amount of the indent or
turn it off entirely throughout the document.

Since Ventura Publisher handles spacing, there is one ad-
justment you should make in your typing style. Touch typists
are trained to insert two spaces after a period or a colon. In-
stead, you should type only one space. Otherwise, the extra
space causes rivers, unsightly gaps of white space that spoil
the look of a page.

Tab Stops

We do not recommend using tab stops in the text files you
create for Ventura. Chapter Nine, Special Tips & Techniques,
gives suggestions on how to format tables using separate tags
instead of tab stops.

Nevertheless, there are certain occasions that demand the
use of tab stops. You must take two steps to make them work
successfully with Ventura: (1) insert true tab characters and
(2) insert only one tab stop between columns.

Ventura Publisher recognizes tabs as long as they are “real”
tabs. When you press the tab key, some word processors in-
sert the actual ASCII tab character, /I (control I). Others simp-
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D: EXAMPLE PAGE 1 LINE 10 COL 61 INSERT ON
< < < MAIN MENU > >0
——Cursor Movement— ! -Delete- | -Miscellanseous— -0ther Menus—

3

]
~S char left °D char right |G char | ~I Tab “B Reform | (from Main only)
“A word left °F uord right }DEL chr 1f} “U INSERT ON/OFF |
“E line up ¥ line doun |{°T word rt|”L Find/Replce again{"Q Quick "P Print

~J Help K Block

—-Scrolling—— iy 1line |RETURN End paragraph{”~0 Onscreen
“~2 line doun “W line up | ! “N Insert a RETURN |
“C screen up “R screen doun| ! ~U Stop a command |
L ! ! ! ! ! ! t—1 t—-t R
<
t ¢+ ¢+ ¢ P
Tab Stops <
Rouw 1 ist entry Znd entry <
Rou 2 ist entry 2nd entry <
Third row First entry Second entry <
<
<
<

AieroRrishUE JED MENURR SvS JEUNDLINRDEL upfRgnEGHLKREENDBLK IR EGF 1LIBTENDF 1L

Figure 3-1
Formatting a table within your word processor often requires you to hit the tab key

several times. Tables in Ventura Publisher should have only one tab between
columns.

ly insert a string of spaces. Still others— like WordStar 3.3— let
you choose. Ventura Publisher will not recognize a string of
spaces as a tab, even if those spaces were inserted by press-
ing the tab key. If your word processor cannot insert the true
tab character, you must insert Al manually into the file.

In WordStar 4 document mode, you must press ~PAI or AP-Tab
to insert a true tab character.

Inserting true tab characters is the first hurdle. The second
problem is inserting one and only one tab stop between
columns. Here's what often goes wrong: Many word proces-
sors have predefined tab settings at regular intervals. When
typing a simple two-column list, as in Figure 3-1, you press
the tab key several times to get the cursor over to the right
column. Each time you press the key, you are inserting
another tab stop. When you later use Ventura Publisher to
format that two-column list, Ventura expects to find only one
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tab stop between the left column and the right. Instead, the
file may contain as many as five or six.

So the second rule for tabular material is to insert one and
only one tab stop between each column.

If you want to go to the trouble, you can set the tab stops on
the screen so they approximate the final appearance on the
page. Do so if this makes it easier for you or your typists. But
the screen appearance doesn’'t matter to Ventura Publisher.
All that matters is that you (1) insert a true tab character in-
stead of spaces and (2) insert only one tab between columns.

Underlining, ltalics, and Other Text Attributes

Ventura Publisher supports certain text attributes entered
directly in the word processor. If you enter the word process-
ing command to make a word boldface, for example, the word
will also appear bold when the file is loaded into Ventura.

Feel free to use these attributes, but only to create an effect
for one or two words within a paragraph. If you want an entire
paragraph to be bold, type it normally. After bringing the file
into Ventura, you will tag this entire paragraph with a bold
font. When creating a large, bold headline, for example, don’t
bother to use the bold command from the word processor. In-
stead, choose a large, bold font in Ventura.

On the other hand, if you want a single bold word or phrase
within an otherwise normal paragraph, use the word proces-
sor commmand. You can also wait and use Ventura’s text edit-
ing mode to create the same effect, but it’'s generally best for
authors to specify special text effects as they are typing.
Otherwise it is easy to overlook or forget which words are in-
tended for special emphasis.

This brings up the subject of italics, one of the most widely
used text attributes. Although Ventura supports italics, many
word processors, including WordStar 3.3, do not have an
italics function. Nearly all word processors support underlin-
ing. But be aware that words are generally not underlined in
typeset text. Instead, underlined words from typewritten
manuscripts are converted to italics.
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How should authors handle italics while creating text? One
method is to continue the standard practice of using under-
lines to represent italics. Ventura supports underlining, so
the words and phrases will still be underlined on the Ventura
screen. The editor can then find and convert them to italics. A
second method is to insert Ventura’s italics command directly
into the word processing file as it is typed. This method is ex-
plained in the advanced section at the end of the chapter.

Non-Breaking Spaces

Ventura Publisher will recognize non-breaking spaces from
most word processors. Nonbreaking spaces are useful when
you don't want words separated. Examples include brand
names, like Lotus 1-2-3 and measurements, such as 43.8 cm.
The unit of measurement (cm) should always be on the same
line with the numerical value. An ordinary space inserted
would allow the two to become separated if 43.8 came at the
end of the line— the “cm” would be dropped to the beginning
of the next line. To prevent this, enter a non-breaking space.
This appears on the printed page as a normal space, but it for-
ces the two words to remain on the same line.

The word processors supported by Ventura have commands
for non-breaking spaces. Enter the command in the text file to
create a non-breaking space in Ventura. You can also create
non-breaking spaces while in Ventura Publisher’s built-in text
editing mode. '

Discretionary Hyphens

Ventura Publisher will recognize “soft” or discretionary
hyphens from most word processors. It will use these
hyphenation points if necessary to justify a line. However,
Ventura automatically hyphenates files as it loads them,
making the use of discretionary hyphens somewhat redun-
dant. It is true, however, that the Ventura hyphenation
routine will occasionally miss opportunities for hyphenation.
It sometimes inserts fewer discretionary hyphens than pos-
sible (but it will rarely insert too many). Some people may
wish to add extra hyphenation points to certain words to im-
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prove the appearance of justified lines. However, we recom-
mend that these hyphenation points be permanently added to
the hyphenation dictionary as explained in Chapter Eight, Ad-
vanced Functions. For this reason, it is unlikely you will have
much use for discretionary hyphens while creating text with a
word processor.

+ Note: You can suppress automatic hyphenation for an in-
dividual word by placing a discretionary hyphen after the
word.

Spell Checking

We recommend using a spelling checker before loading word
processing files into Ventura. Ventura inserts special codes
into the word processing document to indicate tags, text at-
tributes, fonts and so on. If you check the file after it has been
loaded and saved by Ventura, the spell checking software will
report these codes as misspelled words.

If you do heavy editing while in Ventura, however, you may
feel you need to spell check afterwards. Since Ventura uses
the original word processing files, you won't have any com-
patibility problems with the spell checker. You will, however,
need to add the tag names and codes to the user dictionary so
the spell checker will realize they are not misspellings.

Naming Files

Ventura Publisher uses default file extensions for different
word processing programs. This does have some value for
those who routinely use files from different word processing
programs. A glance at the extension will show which format
the file is in. We suggest you develop naming conventions to
help manage large batches of files. For example, the extension
TXT could be used to indicate ASCII text files while WP could
indicate a WordPerfect file.

Converting File Formats
Ventura can be used to convert text files from one word
processor format to another. Editors might, for example, col-
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*

lect material from several different authors using several dif-
ferent word processors. To facilitate copy editing or spell
checking, they might want to convert them all to a common
format.
- To convert a file, bring it into Ventura using the procedures
spelled out in Chapter Six. With frame setting still enabled,
choose FILE TYPE/RENAME from the edit menu. When the dialog
box appears, pick out the new file format (if you choose a new
name as well you will preserve the old file in the old format).
That’s all there is to it. The file will be saved to the new for-
mat the next time you save the chapter.

Tips for Creating Text

Let's summarize what we've learned so far about creating
text for Ventura Publisher. Remember, these are general rules
that apply to any text file, regardless of the word processing
program:

Don’t worry about formatting commands. You will create
margins, columns, headers and do all the other formatting in
Ventura Publisher. Just type the text flush left with any
margins you like. '

Note: The authors of this book often create word processing
files for books and newsletters that will later be formatted
with Ventura Publisher. We like to set our word processing
margins to approximate the amount of text in the final column.
For instance, when producing this book, we discovered that a
word processing column 52 characters wide was roughly
equivalent to one line on the printed page. Although only an
approximation, this technique helps writers gauge the proper
length for sentences and paragraphs.

Don’t indent the first line of a paragraph, even if you want
an indent on the printed page. You'll do the indenting in
Ventura Publisher. '

Do not justify the text. Ventura Publisher will handle the
justification. At best you are wasting your time to justify
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In Microsoft Word, soft retums are placed at the end of each screenline.

while using the word processor. At worst, you could cause
problems with certain tabular functions.

Do not center text. You are only creating extra work for
yourself. You'll have to remove the extra spaces before using
Ventura Publisher’s built-in centering command to place it
accurately in the middle of the printed page, or centered
across a column.

Insert only one space after periods and colons. Double-
spacing will detract from the appearance of the final docu-
ment. N

Don't insert spaces after the last sentence in a paragraph.
It is possible that these spaces could create an unwanted
empty line in your document.

Insert only one tab stop between columns in a table. Make
sure your word processor inserts the actual /I tab character,
not just spaces.
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The tips listed above apply to all word processing programs.
Some techniques, however, vary slightly from program to
program. Let’s explore some of the different word processing,
database, and spreadsheet programs you can use to create
text for Ventura Publisher.

Formatting ASCII Files

ASCII is the most widely accepted text standard for personal
computers. Think of ASCII as a generic brand— the plain
vanilla version of text. ASCII does not support sophisticated
text or document formatting, but this is only a minor
shortcoming since Ventura Publisher ignores most word
processor commands anyway.

We're starting with ASCII because it's the lowest common
denominator. Even if your word processor isn't directly sup-
ported by Ventura Publisher, you can translate files into ASCII
format.

ASCII files require one special condition not necessary in
any of the other word processing formats. To understand this
requirement, we must introduce the concept of hard and soft
returns.

A hard return starts a new line. Your word processor inserts
a hard return whenever you press the key marked Enter,
Return, or .. Hard returns show up as special symbols in the
margin or the end of a line (see Figure 3-2). They are very im-
portant to Ventura Publisher, because they differentiate
paragraphs.

Soft returns start a new line only if there’s no more room on
the screen. Think of them as “temporary display returns.”
Take a look at Figure 3-2. In the Microsoft Word example, the
first line of the first paragraph ends with the word “PC.” The
second line ends with the word “is.” You'll notice that there is
nothing in the margin to the right of these words. That's be-
cause Word has inserted a soft return at the end of the lines.
If we were to add some words to these sentences and reformat
the paragraph, Word would ignore its original soft returns and
create new ones as needed.
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Figure 3-3
In an ASCl! text file, fwo consecutive returns should separate each paragraph.

But ASCII doesn't support soft returns. Every time it sees
the edge of the screen, it creates a hard return. If you were to
bring a straight ASCII file into your word processor, you'd see
a hard return symbol at the end of every line. Ventura
Publisher knows about this quirk of ASCII. When you tell Ven-
tura Publisher to load an ASCII file, it translates a single hard
return into a soft return. How does it know when to end a
paragraph? Simple— Ventura Publisher interprets two con- -
secutive hard returns as the command for a new paragraph.

This explanation is leading up to an important rule: Always
hit the Enter key twice between paragraphs in an ASCII file
(see Figure 3-3). If you fail to use double returns to end
paragraphs, Ventura Publisher will run them together.

¢ Caution: This rule applies to ASCII text files only.

Credating ASCII Text with Other Ptograms

ASCII is a very important and versatile text standard. It is
the key to working with word processors, database managers
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and spreadsheet software that are not directly supported by
Ventura Publisher. By converting their file formats to ASCII,
you can use them to create text for Ventura.

Many programs have a special conversion utility. If that's
the case, simply use it to change from the original file format
to an ASCII file usable by Ventura.

Even if the program doesn’t have a conversion utility, you
can still create ASCII files. Just use the print function, but
print to disk instead of to a printer. When a program sends
text to a printer, it strips out special commands and converts
the text to standard ASCII. Once again, many programs have
special commands to allow printing to disk. Consult your
user’s manual.

Warmning: If you print to disk, be sure to set all margins to zero
in the word processor. This will prevent the appearance of un-
wanted space characters at the beginning of lines and be-
tween lines.

One final note about ASCII files. Some word processors have
an option that creates ASCII files directly. WordStar, for ex-
ample, has a Document mode (D from the main menu) and a
Nondocument mode (N from the main menu). WordStar’s non-
document text files are straight ASCII files. Some users might
choose to use ASCII files as a common denominator in com-
panies that have not standardized on one word processing
program.

Caution: you cannot convert an existing WordStar document to
ASCII simply by opening it in nondocument mode. The exact
method of converting to ASCII varies between WordStar 3.3
and WordStar 4.0 but perhaps the simplest way is to print to
a disk file.

Using Word Processor Files

Having finished with our discussion of ASCII files, let’s turn
our attention to the word processing programs supported by
Ventura Publisher. All of them have one thing in common:
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Table 3-1
Word Processing Codes Supported by Ventura Publisher

Bold Superscript  Subscript Strikethrough  Underline  Disc Hyphen
Microsoft Word  Altb Alt + Alt- Ats Altu Ctrl -
MultiMate Atz AtQ AtW NA Shift _ Shift F7
WordPerfect F6 Shift F1 1 Shift F12 AitF54 F8 Ctr -
WordStar = "B AT AV AX S AOE -
Xerox Writer ~ Alt9 At4 Alt5 NA A7 Hyph Fen
XyWrite Ctrl 2 Ctd7 Ctd8 NA Ctri 3 Shift ~

They support soft returns. It is thus not necessary to place
two returns between paragraphs. A single return is all that is
necessary to identify and separate paragraphs for Ventura’s
use. (If you prefer two returns between paragraphs, use the
@PARAFILTR ON technique explained at the end of the chapter.)

+ Key note: There is one major difference between ASCII files
and word processing files. ASCII files require two returns bet-
ween paragraphs. Word processing files require only one.

Ventura Publisher works with word processor files much the
same way it works with ASCII files, with a few exceptions ex-
plained below.

As we mentioned above, Ventura requires true tab charac-
ters between columns. Some programs, such as WordStar,
can insert either spaces or true tab characters. If you use
WordStar to create text for Ventura Publisher, turn off the
Vari-Tab feature by hitting AOV (Control O-Control V). This
ensures that actual tab characters, and not strings of spaces,
will be inserted when you press the tab key.

Ventura Publisher ignores the dot commands and other
codes a word processor uses to specify print formats. Don't
bother with them in files created for Ventura Publisher.
Likewise, justification has no positive effect, so make sure
that justification is off before you start typing.

Word processors normally insert soft, or discretionary,
hyphens to accomplish justification. Since Ventura Publisher
disregards these soft hyphens, it makes sense to disable
hyphenation if you can.
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Ventura Publisher recognizes several word processor com-
mands for text attributes. Text given one of these attributes
within the word processor will automatically retain these at-
tributes in Ventura Publisher. Table 3-1 offers a list of the
word processing commands from each program that are
recognized by Ventura.

In addition to the word processor commands supported
directly by Ventura, you can also insert other effects using the
techniques in the final section of this chapter.

Tips for Working with Word Processors

Put a single hard return between paragraphs. If you prefer
two returns, use the @PARAFILTR ON technique explained at
the end of the chapter.

Don't use dot commands or formatting codes since they will
only be ignored by Ventura.

In WordStar, turn soft hyphens off at the beginning of every
editing session. Also, turn hyphen-help off at the beginning
of every editing session, or reinstall WordStar so that
hyphen-help is off by default.

In WordStar 3.3, turn vari-tabs off at the beginning of every
editing session.

Turn justification off at the beginning of every editing ses-
sion.

Creating Text with Other Programs

Up to this point, we have talked about word processors. But
you can also create text for Ventura Publisher with other
programs.

Using a Database Program

Database management programs are powerful text-generat-
ing tools for Ventura Publisher. Database software is much
more practical than word processing software for storing cer-
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Figure 3-4

Database software is useful for creating directories such as this one.

tain kinds of information. It is particularly useful for direc-
tories, catalogs, price lists, phone books, and specification
sheets (see Figure 3-4). Virtually all database programs, in-
cluding best-sellers like dBase III, Rbase 5000, and DataFlex,
can create ASCII files. When you combine the information-
handling of a database with the batch processing of Ventura
Publisher, you have a powerful team for creating large direc-
tories.

To achieve a simple coordination between the two, program
the database as normal to accept and store the data you need.
Then print a “report” to disk. This will create an ASCII file that
can be loaded into Ventura and formatted.



64

Inside Xerox Ventura Publisher

AT
Range Copy Move File Print Graph Data OQuit
Global, Insert, Delete, Column-UWidth, Erase, Titles, Window, Status
. s .+ B [ : D TR R
Principal $50, 800
Rate 13,87
Years 5
Payment 1,137.65
Begin Bal. End Bal. Total Paid Interest
50,000. 80 42,406, 26 13,651.84 6,0858.108
4Z,406,26 33,764, 33 13,651.84 5,809.92
33,764.33 23,929.53 13,651.84 3,817.@5
23,929.53 12,737.22 13,651.84 2,459.53
12,737.22 8.00 13,651.84 914.63

Figure 3-5
Aspreadsheet program can be used to create financial tables for Ventura
Publisher.

For the ultimate in automated database publishing, read
the final section in this chapter. It describes how to insert
tags, text attributes, and other formatting information direct-
ly into text files before they are brought into Ventura. Using
this technique, you can program a database to produce
reports that automatically insert formatting codes into the
text file. The result will be a “preformatted” text file. Using this
method, you can cut days or even weeks from the process of
publishing large directories. (See Chapter Nine, Special Tips &
Techniques, for information on live headers and other sophis-
ticated formatting techniques for directories and catalogs.)

Spreadsheet Programs

Spreadsheet programs like Lotus 1-2-3 and SuperCalc 4
can also create text for Ventura Publisher. Spreadsheet
software is most useful for financial tables, comparison
charts, and other tabular material (see Figure 3-5). For cer-
tain applications, you may prefer a spreadsheet. If the balance
sheets already exist in Lotus 1-2-3, why bother to retype them
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for the annual report? And why use a word processor to create
a complex financial table when a spreadsheet will do it faster
while doing the math for you?

The precise steps to convert a spreadsheet file into a Ven-
tura Publisher text file depend on the particular spreadsheet
program. Some have a built-in ASCII option. If not, use the
technique we learned above: print the worksheet, but send it
to a disk file instead of the printer.

Conversion to ASCII presents few problems. A hurdle arises,
however, when importing these ASCII files into Ventura
Publisher. Spreadsheet programs use spaces to separate
columns. As we saw earlier, Ventura Publisher requires the
actual Al tab character, not spaces.

The solution is to strip out those spaces and replace them
with the tab character. One way to “clean up” the spreadsheet
file is to transfer it into your word processor. Then you can
use the search and replace function to remove multiple

- spaces and substitute tab characters. Or you can embed a
special code symbol within each spreadsheet cell when you
first create the table. (Use any symbol that will not be en-
countered in the text. Possibilities include #, &, or *). Then
you search for this symbol with your word processor and
replace it with the tab character.

Another method makes use of a utility program called CON-
VERTD. This utility is provided free with the IBM PC version of
Microsoft Word. It can solve the space character problem for
any spreadsheet-generated ASCII file.

To use CONVERTD, set up the rows and columns in the
spreadsheet. Disregard formatting options such as right
alignment or centering. The spreadsheet is just a temporary
format. The final alignment and formatting will occur inside
Ventura. Second, write down the column widths in order. You'll
need that information later. For example: 10, 6, 5, 5, 10.
When you've entered all the information, print the spread-
sheet to disk to create an ASCII file. (In Lotus 1-2-3, you do
this with the /PF command).

Now exit the spreadsheet and load CONVERTD from DOS. The
utility will ask you for the type of input file you wish to con-
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vert. Respond with option 1, columnar text file. Next it asks
for the column widths. Here's where you type in the numbers
you wrote down earlier (10, 6, 5, 5, 10). Proceed with the
utility until it asks you for the type of output file. Respond
with option 2, delimited file.

A delimiter is any symbol or character used to separate dif-
ferent fields. Some mail merge programs, for instance, use
commas or semicolons to separate name, address, city, and
so on. Others use the return— they ask you to type each entry
on a separate line. In our case, when the utility asks for the
field delimiter, we will respond by hitting the Tab key.

CONVERTD will proceed to scan the spreadsheet, strip out
the spaces, and insert the field delimiter— in our case, the tab
character. You will be left with a straight ASCII file where each
column is separated by a single tab character. And that is
‘what Ventura requires to create impeccably formatted tabular
material.

To take the use of the spreadsheet program one step further,
program the left-most column to contain the tag name along
with the labels. Instead of Sales, for example, you might type
in:

@TABLE = Sales

Since you use the same tag name for every line of the table,
use the spreadsheet’s copy or macro function to automate
this insertion. See the final section of this chapter for more in-
formation on inserting formatting codes directly into text files.

Lotus 1-2-3 users can consider yet another way out. Ven-
tura Publisher can directly import Lotus graphic files stored in
the PIC format. You may want to consider converting the
spreadsheet file into a chart or graph if a visual aid would
make your point more effectively than a table.

Still another option is to use a monospaced font such as
Courier after bringing the table into Ventura Publisher. Since
all characters— and spaces— in this font have the same width,
you can be certain that the columns and rows will align in
Ventura Publisher just as they did in the spreadsheet
program.
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¢ Note: If you use this technique, be sure to set the desired
space width for the tag to the same as the width of each
character in the font. For example, with a 12-pitch
monospaced font, the space width should be set to .0833 inch
(1/12 inch). Use the TYPOGRAPHIC CONTROLS option from the
paragraph menu for this setting.

Using a Programming Language

The section at end of the chapter explains how to insert tags
and Attributes directly into a file. Once you understand how
the process works, you'll realize that programming languages
like BASIC and Pascal can do the work of inserting the tags.
This presents some novel opportunities for creating Ventura
Publisher documents. There are as many possibilities here as
there are programmers to create them. One example might be
a program that prompts the user for certain variable informa-
tion such as the price of gold or the names of the department
managers and then outputs a customized Ventura Publisher
document. You need only program the computer to insert the
proper Ventura Publisher tags before each piece of variable
data.

Creating Text With Ventura Publisher

To this point, we've discussed how to create separate files to
be brought into Ventura Publisher. But you can also create
and edit text during page layout. Although Ventura
Publisher’s text editing function was not designed to take the
place of a full-function word processor, you may find it con-
venient for making minor edits to existing files. In addition,
you can also create separate files. This saves you from the
need to exit the program, call up your word processor, create
the file, and then re-enter Ventura Publisher. We do not,
however, recommend the use of Ventura to generate more
than a page or so of text.
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Since you would normally use Ventura’s text editing tools
during the page layout process, we have covered the topic in
Chapter Six, Document Design and Layout.

Editing Text After Using Ventura Publisher

As we noted earlier, the text editing process does not end

once you have created a document layout. In all probability,
there will be revisions or additions to the text. This is where
Ventura Publisher’s approach to handling text will be ap-
preciated. '
. It is totally acceptable, indeed often desirable, to edit a text
file after it has been brought into a Ventura Publisher docu-
ment. You need only apply the same techniques you used to
create the text file in the first place. Add text or make correc-
tions to any portion.

The next time you call up the text file in Ventura Publisher,
all the changes made with the word processor will show up in
the Ventura document. As we've said, Ventura Publisher does
not store text in separate files of its own. Rather, each Ventura
Publisher document (each CHP file) contains the name of the
word processor file(s). As a result, your Ventura Publisher
documents are never cast in stone. Any change made to a text
file automatically forces a change in the Ventura Publisher
document.

+ Wamning: If you want to edit a text file after it has been loaded
into Ventura Publisher, and you do not want to change the
Ventura Publisher document, make a copy of the text file
-under a new name. Edit the new copy only.

If you reopen a word processing file, you'll discover codes
that were not present when you created the file (see Figure 3-
6). These are Ventura Publisher’s codes for tag names, special
characters, text attributes, and other commands. Be careful
not to edit or delete these codes— they control the format and
appearance of the Ventura Publisher document.
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C: IUPXRPT PAGE 1 LINE 19 COL 25 INSERT ON
L ! ! 1 ! 1 ' ! ! ! ! ! R ,
@HEADZ = Tuwo Kinds of Pictures <
Ue,tura works with two kinds of pictures: Line-Art and Images. You
cal mix and match both kinds in one document., Later in the chapter
ue|ll look at both kinds in depth and examine their pros and cons.
Ue|ll also look at specific programs in both categories. But first
le| "s clearly distinguish betueen the two, sinc T
yo| to know the difference. Before you can load ext u
Mult specify in the <MS>LOAD TEXT/PICTURE<D> Di Attributes

is|Line-Art or IMage (see Figure 4-1). ‘———-—i <
<

Uh|n Ventura Publisher uses the term ¢169>Line-Art<17@8> it is referring
tojuhat the rest of the world calls <169’object-oriented graphics.<176>

Si ~ograMs contain the word Drau in their nawme,

th Tags ickname of <169>draw programs.<178> Uentura Publisher
cuf rent ir object-oriented programs directly: GEM Draw,
Lo|us™01-2—3, HutoLHL and Mentor Graphics (and other formats if they

arw converted first). <

@HEAD3 = 0bject Graphics <
An ob ject-oriented program creates a mathematical description of an

imMage. To draw a circle., for instance. it sends a mathematical expression

that translates into a circle on the screen (and later on the page),

SIREFORMIEASAVE. - JEQ: MENUJED SYS JESUNDLINJEDEL WDJBEGBLKEEENDBLKEBEGF ILJELENDFIL)
Figure 3-6
Ventura Publisher’s tags and codes as they appear in your word processor.

These codes are one of the keys to Ventura’'s powef and for-
matting abilities. And they are also the key to a powerful ad-
vanced technique for “preformatting” text files.

Preformatting Ventura Publisher Files

The following section outlines an advanced technique. To
understand it you must understand how Ventura uses style
sheets and tags. If you're new to Ventura Publisher, just skim
over this section. Or skip it altogether and come back to it
after you've finished Chapter Five, Working with Style Sheets,
and Chapter Six, Document Design and Layout.

+ Note: You do not need to understand the following techniques
to create sophisticated documents with Ventura Publisher.

Even though there is no requirement to use this advanced
technique, it does provide a powerful tool for preformatting
files. It may seem cumbersome at first. In truth, when com-
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D: REPORT.TXT PAGE 1 LINE 8 COL O1 INSERT ON
L ! ! ! ! ! ! ! ! ! ! ! R
PROPOSAL TO ACME INSURANCE CORPORATION

Corporate Training

The Corporate Training department has identified an objective to redesign
and reformat over 9888 pages of textual and graphic information uhich
constitutes the company’s training documentation elements. In addition
to redesigning this substantial amount of information., the department
will also add new sections to the current training curriculum. The
training documentation is currently available in a variety of media,
mostly on much copied papers. The documentation is someuwhat out of
date since the collection of materials dates back ten years. According
to the Corporate Director of Training, there is no orderly fashion

or design for this information. The corporation has hired a consultant,
Ms. Joan Belden who has designed a specific format and process for

the training documentation. Ms, Belden will become a member of the
ARcme Insurance staff to coordinate the processes of reuriting the
documentation.

Currently, there is an in-house printing and type-setting shop. Because
of delays and priorities, the training department does not have ready
access to this facility, Due to the size and nature of this project,

S IREFORMEASAVE — JEQ- MENUJEIQ SYS JEUNDLINJEDEL UDRBEGR LK|RSENDBLKEIBEGF ILJPEIENDF 11
Figure 3-7 ,
Araw text file contains no formatting information.
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ﬁgure 3-8
The document from Figure 3-7 after being formatted using Ventura Publisher’s
paragraph tagging function.
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bined with a keyboard macro program like SmartKey or
SuperKey, it is often the fastest way to create documents.
Preformatting can save many hours of layout time. (This is
especially true if you use a database manager or spreadsheet
program to preformat large documents.) At the end of the sec-
tion, we've given hints on when (and whether) to consider
preformatting.

Let's start by quickly reviewing the standard method Ven-
tura Publisher uses to work with text files. The process starts
with “raw text.” This text file contains no formatting informa-
tion (see Figure 3-7). Next the file is brought into Ventura

. Publisher. The style sheet is applied to the file using the
paragraph tagging mode. The result is a formatted document
(see Figure 3-8).

When the Ventura chapter is saved, the original text file is
saved as well. If we now go back to this file, we see that Ven-
tura has inserted its tags and formatting codes into the file
(see Figure 3-9).

Given this approach, it is easy to grasp how preformatting
works: The author simply types the tags and codes into the
text file before bringing it into Ventura Publisher. You can in-
sert several types of information: (1) tag names, (2) text at-
tributes like italics and boldface, (3) special non-keyboard
characters and symbols, (4) formatting information, and (5)
footnotes and indexes. We will explore all these in turn, but
remember that the basic concept is always the same. You
preformat a text file by typing in codes in a form Ventura can
understand.

Entering Tags in Advance

Since Ventura Publisher inserts tags into the text file during
layout, it makes sense that you can do the same thing before
layout. If you know (1) the proper Ventura format and (2) the
exact names of the tags, you can insert tags as you type the
text file. When you load that file into Ventura Publisher, it will
be automatically formatted according to the style sheet. There
will be no need to use paragraph tagging mode, since the tags
will already be in the file.
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D: REPORT.TXT PAGE 1 LINE 1 COL 61 INSERT ON
L ! ! ! ! ! ! ! ! ! ! ! R
®TITLE = PROPOSAL TO ACME INSURANCE CORPORATION

BHEAD LEVEL 1 = Corporate Training

The Corporate Training department has identified an objective to redesign
and reformat over 9808 pages of textual and graphic information uwhich
constitutes the company’s training documentation elements. In addition
to redesigning this substantial amount of information, the department
will also add new sections to the current training curriculum. The
training documentation is currently available in a variety of media,
mostly on much copied papers. The documentation is someuhat out of
date since the collection of materials dates back tem years. According
to the Corporate Director of Training, there is no orderly fashion

or design for this informMation. The corporation has hired a consultant,
Ms. Joan Belden who has designed a specific format and process for

the training documentation., Ms, Belden will become a member of the
Acme Insurance staff to coordinate the processes of reuriting the
documentation.

Currently, there is an in-house printing and type-setting shop. Because
of delays and priorities, the training department does not have ready
access to this facility, Due to the size and nature of this project,

fREFORNESAVE — JEQ MENUJER SvS JEUnDLINJEDEL UD genoa Lk JEaEGF 1LELENDF 1L
Figure 3-9
The same text file after formatting it in Ventura Publisher.

A AAAAAAAAAAAAAAAAAAAAA

Ventura Publisher’s tagging code is simple to learn: Type the
at-sign (@) at the left margin. (The @ sign is found above the
number 2 on most keyboards.) Then type the name of the tag,
followed by a space, an equal sign, and a second space.:

To use this tag name in a text file, type it immediately in
front of the paragraph you want to tag. Put it on the same line.
Don't forget the spaces before and after the equal sign. Here's
how a headline might look in the text file:

@HEADLINE = This is the Headline

When you insert a tag into a text file, Ventura Publisher fol-
lows the format instructions for that tag until it sees a hard
return. (Two hard returns in an ASCII file). Then it reverts to
body text. It will format the following paragraphs as body text
until it sees another tag. So don't insert tags for body text—
Ventura Publisher already assumes anything without a tag is
body text. But if, for example, you have three paragraphs in a
row with the same tag name, you must type that tag name at
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the beginning of each one. Tag names will not carry over to
another paragraph.
- When you type a tag into a text file, it's crucial to match the
style sheet tag letter-for-letter. You and I might realize that
@HEADLINE and @HEADLINES mean the same thing, but to Ven-
tura Publisher they are entirely different. What happens if you
misspell a tag? No harm done— if Ventura Publisher doesn't
recognize a tag, it formats body text. You can format it correct-
ly later in Ventura Publisher’s paragraph tagging mode.
Obviously, you can't preformat files until you have settled
on the names you plan to use for tags.

Rules for Entering Tags

Put the @ sign in the left margin. If you put it any other
column, Ventura will not recognize it as a tag name.

The tag name must precede the rest of the paragraph.

Spell the tag name exactly as it appears—or will appear—
in the style sheet or Ventura will not recognize it.

Capitalization does not matter. Ventura makes no distinc-
tion between upper and lower case. However, you may want
to use upper/lower case for your own tags to readily distin-
guish them from the ones Ventura creates on its own, which
appear in upper case only.

The tag will apply to the entire paragraph. When Ventura
encounters a hard return (two hard returns in an ASCII file)
it will reset to body text. It will continue to format as body
text until it encounters another tag name.

Using the Special PARAFILTIR Tag

Normally the user must enter tag names from an existing
style sheet to preformat a text file. Otherwise, Ventura
Publisher will not recognize the names and will not know how
to format the paragraphs. But there is one tag name that Ven-
tura automatically recognizes. It can be used in any text file.
This special tag strips out double returns.
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Table 3-2 Bold <B>
Text attributes canbe ‘ _
inserted into text files ltalics <I>
using these codes: Smallcaps <>

Strikethrough <X>
Superscript <>
Subscript <>
Underline <U>
Double underline <=>
Light <L>
Normal(medium) <M>
Turn off effects <D>
Strikethrough <X>
Overscore <0>

We explained above that word processing files require only
one hard return between paragraphs. But as you can see in
Figure 3-10, text files are difficult to read without double
spacing to set paragraphs apart. This is particularly true
since we do not want to use any indentation.

If Ventura encounters a second hard return, it will insert an
extra blank line, thereby throwing off the spacing of the docu-
ment. Theoretically, you could double space between
paragraphs for readability, and then use the search and
replace function of the word processor to strip out the extra
return. However, you will find it more convenient to use Ven-
tura Publisher’s built-in PARAFILTR function.

To activate Ventura's built-in filter, which will strip out
double returns, simply place this special tag name at the top
left of a document:

@PARAFILTRON =
Be sure to make it the first thing in the text file and follow

the other rules for tag names. Spell it exactly as shown here.
Don’t forget the spaces before and after the word ON.
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C:SCANZ2 PAGE 1 LINE 24 COL @1 INSERT ON
L ! ! ! ! 1 H ! ! ! ! ! R
@LIST = Camera-based scanners
®HEADZ = Flatbed Scanners
BHILITE = ~0 <MI>The most versatile type for office use is the flatbed
scanner<D> (Figure II-1), The operation is similar to that of an office
photocopier<197>the user simply places the page to be scanned face
doun on a glass uwindow or platen. A major advantage of the flatbed
scanner is that a large book or even a solid object can be scanned.
The detector and light source are underneath the glass window. The
detector moves along the length of the page. sensing one horizontal
line on the page at a time.
Some flatbed scanners have an automatic sheet feeder as an option.
This allous the user to scan a stack of pages sequentially, without
having to place each page on the platen individually.
®HEADZ = Sheetfed Scanners
With sheetfed scanners (Figure I1-2), the process is just the opposite
to that in the flatbeds. A single page is fed into the scanner either
by hand or by an automatic sheet feeder. The detector and light source
are stationary and the page moves over them. This is very similar

use the same mechanisms.

since the optics are often less complex and the sensing element can

Figure 3-10
Atext file without extra space between paragraphs can be difficult to read.

to the way an office facsimile machine works<197>in fact, some manufacturers

@HILITE = ~0 <MI>Sheetfed scanners usually cost less than flatbed scanners,<D>

RErORrEEsAUEJER MENUIEQ SYS REONDLINKEDEL wD SENDBLKJEEGE 1LBTENDE 1L

+ Note: When Ventura Publisher saves the text file again, the
double returns will be gone. You must reinsert them if you
wish to double space again.

Entering Text Aftributes

The basic principle used to enter tags also works for text at-
tributes like boldface and italics. tag names use the @ sign in
the left margin to signal Ventura to accept the code. Text at-
tributes are turned on using a single letter code stored be-
tween two angle brackets. For instance, <I> turns on italics,
<B> turns on bold, and so on. (On most keyboards, the angle
brackets are located immediately above the comma and the
period.) When Ventura Publisher sees brackets in a text file, it
does not print the brackets or put them on screen. Instead, it
treats the information inside as a formatting code. These for-
matting codes do not need to appear in the left margin. They
can be anywhere in the text, as long as they are enclosed in
brackets.
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Ventura uses one code to turn on an effect and a second
code to turn it off. Table 3-2 shows a list of the code letters
and the effects they achieve.

Some of the effects in Table 3-2 may not be supported by your
laser printer. If you specify an effect not available from your
printer, Ventura will ignore it.

The <D> code turns off any and all text attributes. No mat-
ter how many attributes you are using together, apply the <D>
code only once at the end to turn them all off. Even if you do
not type in the <D> code, Ventura automatically turns off all
text attributes when it encounters a hard return. You will
recall that Ventura also cancels tag names when it sees a hard
return (two hard returns in an ASCII file). You can think of a
hard return as a reset device that returns everything to nor-
mal.

Place the bracketed code letter next to the word(s) you wish
to affect. We recommend that you not place any space be-
tween the code and the word. Thus, to italicize the phrase
Xerox Ventura Publisher, you would type this:

<I>Xerox Ventura Publisher<D>

What if you want to apply more than one effect at a time?
You must put all the attributes inside one set of brackets, like
this:

<BI>Bold italics<D>.

If you fail to put them inside one bracket you will discover
that when Ventura encounters a new coded bracket it cancels
all the previous ones.

You may have noticed that some of the text attributes dupli-
cate the ones available through word processing commands
(see preceding section). Use whichever method you prefer.
Enter attributes such as boldface and underline with the word
processor or with the technique spelled out here. Ventura in-
terprets them equally well and they achieve identical effects.

On the other hand, some valuable effects like small caps
cannot be created with word processor commands. To insert
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them directly into text files you must use the bracket techni-
que described here.

Ventura's use of angle brackets can cause one slight
problem. What if you want to put brackets into the text file? If
you enter them normally, Ventura will assume they enclose a
formatting code. It will not print them on the screen or on the
page. To make angle brackets appear on the page as themsel-
ves, you must double them up:

 Single brackets (<X>) are treated as a formatting code.

« Double brackets (<<X>>) cause the inside set to print on
the page.

Entering Non-Keyboard Characters

We've shown you how to preformat text files with tag names
and text attributes. You can use the same basic technique to
insert special characters and symbols into text files, symbols
that are not available on the normal computer keyboard.

One of desktop publishing’s primary advantages is that you
can create documents that look professionally typeset. There
are many important characters and symbols used by typeset-
ters that are not found on the typical personal computer
keyboard. Ventura Publisher gives you access to these “non-
keyboard characters.” The process of inserting them is very
similar to the process of inserting text attributes. To insert a
non-keyboard character directly into a text file, type its
decimal equivalent inside angle brackets. For instance, <197>
denotes the em dash; <169> stands for open quotes.

As you are typing the text file, you'll only see the code in
brackets, but when you bring the text file into Ventura
Publisher that code will be translated into the proper charac-
ter or symbol. That symbol will appear on the Ventura
Publisher screen and on the printed page.

In addition to entering non-keyboard characters, you can
also enter discretionary hyphens with <->, line breaks with
<R>, and non-breaking spaces with <N>. You will have little
occasion to use these three items. Discretionary hyphens
have little value beyond adding an additional hyphenation op-
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Table 3-3

e i | cou 1
Helvetica(Swiss) 2
Times Roman (Dutch) 14
Century 20
Palatino 21
Garamond 2
Bookman 23
Lubalin 24
Souvenir 25
ZapfChancery 29
AvantGarde 51
Optima 52
Symbol 128
Dingbats 129
Reset to original font 255

portunity for Ventura’s algorithm. And most people will prefer
to use the direct commands of the word processor to add line
breaks and non-breaking spaces.

Entering Other Formatting Codes

The same angle brackets used to enter attributes and spe-
cial symbols can also be used to put other important format-
ting codes directly into text files. The most important are
typefaces and point sizes.

If you are a newcomer to Ventura, you will be wise to work
with Fonts directly in the program until you gain an under-
standing of typefaces and point sizes. If you are familiar with
typographical terminology, you may wish to insert formatting
codes in advance. Often an author knows that he wants a cer-
tain typographical effect—a special font, for example, or a
large type size. It may be easier to insert the code while typing
the manuscript than to make a note to the editor.
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Formatting codes are contained within angle brackets. They
consist of a single capital letter followed by a number. To
change fonts, for instance, you bracket the code letter F fol-
lowed by the number of the font. For example, <F1> tells Ven-
tura to switch to the Courier font and <F128> to switch to the
symbol font. Table 3-3 gives a list of some important fonts and
their number codes.

Place the bracket code immediately preceding the first word
you wish to change. Thus, to put the word typeface into the
Courier font, type <Fl>typeface. Ventura will continue with a
font until it encounters a hard return, a different font code, or
the special code <F255>, which resets the font to the font
originally found in that paragraph.

Changing point sizes works in exactly the same fashion. The
code letter is P, followed by the point size you desire. To
change to 14 point, type <P14>.

Like all bracket codes, typefaces and point sizes can be com-
bined. Thus, <F51P24> will change to 24 point Avant Garde.

Other Formatting Options

Several other formatting options can be entered directly into
text files, including baseline jumps (shifting letters up or
down), kerning (shifting letters left), and color (specifying the
color of text for color printers). These options follow the same
rules as other angle bracket insertions. However, we do not
recommend entering these three formatting options in ad-
vance. You will get better results if you work with them on
Ventura's WYSIWYG screen where you can immediately see
the results of your changes.

Footnotes and Indexes :

We have already seen how to insert tag names, text at-
tributes, non-keyboard characters, and formatting options.
There is another type of information some users may want to
insert directly into text files before they are brought into Ven-
tura Publisher. These are codes for footnotes and index
references.
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D:BOOK.TXT PAGE 1 LINE 44 COL 81 INSERT ON
L ! ! ! ! ! ! ! ! ! ! ! R

@MAJOR HEADING = 11:31 P.M. Tuesday, March 4th

It's been a long day, but in many uways really quite fabulous, Let's
go back to the beginning., As related above, our trip yesterday was
a good one with fine weather, accompanied by underlying clouds much
of the way., Our 5488 mile<$FNautical miles> flight from Los Angeles
took us north almost to the e Islands and then doun into Tokyo.
Enh con uo cau many fishing boats
(]

down through the clouds over
and other vessels all headed pproach into the Narita
Airport involved a long, slou ter passing the shoreline
(strangely reminiscent of the g Michigan although
with some sandy beaches), gave [- y to see many small
patches of cultivated ground. ny houses, and even small factories.
seemed mMiniature. At 4:25 P.M.<$FLocal time> the sun uwas still fairly
high in the sky, but due to what appeared to be smMog visibility uas
probably not more than 5 miles. Quarantine and customs proved no
problem, but immigration uwas slou uwith much attention to detail. Our
5:15 P.M. limousine<197>really a rather large bus departed promptly

and carried us on our hour and fifteen minute, 66 kilometer trip into

the center of the city and the Imperial Hotel. Much of the super highuay
into toun is screened by noise abating wvalls, Traffic moves steadily

Letting

Footnote
References

Everythi

ew Page Frame Paragraph Graphic Optio
il C:\TYPESET\&BOOK-P2.CHP _ (&BOOK-P2.STY) !
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beaches), gave us an opportunity to see many
small patches of cultivated ground. .Tiny houses,}
and even small factories. Everything seamed miw§
ature, At 425 P.M.*" the sun was still faily high
n the sky, but due to what appeired to be smog;
visibility was probably not more than 5 miles.
Quarantine and eustoms proved no probkem, but:
Immigration was slow with much attention to
detail .Our 6:16 PM. limousine—really 1 rather:
arge bus departed promptly and carried us on our:
hour and fifteen minute, 66 kilometer trip into the;
center of the city and the Imperial Hotel. Much of:

Y
NP AT

o n g
tionally large. Jt has a bay windowf
the Ginza with the ocean in the backl:
nice furniture, and a well-appointed ont==]
2ic dathroom MExtras™ abound: Tooth|

the super highway into town s screened by noise: rycloth  bathrobes, kimonos, slip

abating walls. Traffic moves steadily at about SO

sniles an hour and wae observed no speeding. The:
new Imperial Hotel is avery bit as good as its
reputation —somewhat more elegant than the Ritz
Cartton. LOur room in the new tower looks exactly:
Jike the picture in the travel folers. It's not excep-

yraking equipment, etc. .There are ¢ld
restaurants in the hotel, all—zs we h
Snspection (retding the menus that is
sive. .To settle later discussion by

price of our room is 34,000 Yen per d

gratuitiesand 10% tax on the whole thif:

autia! mmiles#
¥X¥  Local timeld

Figure 3-11

The word processor (fop) and Ventura Publisher (bottom) versions of a footnote.

Both footnotes and index references can be created within
Ventura Publisher. The process involves making a choice from
the edit menu and then using a dialog box to type in the
reference information. When Ventura saves back to the
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original word processing file, it places the reference informa-
tion from the dialog box into angle brackets.

The angle bracket code for footnotes is $F followed by the
text of the footnote. <$FSee Section 5 for further discussion>
is a typical footnote code. Figure 3-11 shows the word proces-
sor version of a footnote reference in the top half and the
result on the printed page in the bottom half. Notice that the
bracket code immediately follows the word that is to receive
the footnote symbol.

Some users may prefer to continue inserting footnotes
during page layout in Ventura. However, others will prefer to
ask the authors to type in the reference as they are creating
the text. This is generally more convenient than saving the
reference information on paper to be typed in later. By prefor-
matting footnotes as explained here, Ventura will take care of
placing the actual reference on the correct page and in the
correct format.

The angle bracket code for indexes is similar to that for foot-
notes, but slightly more complicated. That's because
Ventura’s indexes can have two levels:

Text
creation 123, 125-129

In this example, “Text” is a first-level, or primary entry and
“creation” is a second-level or secondary entry. In a real index,
a primary entry is usually followed by several secondary
entries:

Text ‘
creation 123, 125-239
editing 115
files 167-172
See also Word Processing

As with footnotes, indexes can be created after text files
have been brought into Ventura Publisher. Or you can enter
the Ventura codes directly into the text files in advance. The
bracket code is $I followed by the primary reference and the
secondary reference, which are separated by a semicolon.
Thus, in a text file the example above looks like this:
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<$IText;creation>. Notice that there are no spaces within the
brackets.

Ventura's indexing function also accommodates “See” and
“See Also” references. The bracket code for See references is
$S; for See Also references $A. Thus, the bracket code for the
See Also reference in the example above would look like this:
<$AText;Word Processing>.

Finally, Ventura's indexing function also handles words that
must be listed out of normal alphabetical order. One possible
example is names that begin with “The.” You would not, for in-
stance, want to find “The Acme Company” listed under the let-
ter “TI.” Instead, it belongs under the letter “A.” Ventura per-
mits you to enter a different sorting criteria. This
alphabetizing information is listed inside square brackets. For
example, the code <$IThe Acme Company[Acme Company]>
would create a primary entry that would be printed “The Acme
Company” but be alphabetized by “Acme Company.” You can
enter alphabetizing information for the primary entry, the
secondary entry, or both. '

Once it sees an index code in the text file, Ventura handles
all aspects of creating, formatting, and numbering the index.
You should be aware that an index entry made in the text file
can be modified or deleted in Ventura Publisher. Likewise, an
entry made in Ventura Publisher can be changed by returning
to the word processing file. Some authors prefer to write, edit,
and format in Ventura Publisher, and then return to the word
processing files to do the indexing as one of the last steps.

Anchoring Frames

Ventura Publisher also gives you a way to link graphics to
text within your word processor. With this technique, you can
ensure that a particular graphic image will appear immediate-
ly after the reference to it in text— even before you create the
graphic with, or import the image into, Ventura Publisher.

To accomplish this, make use of Ventura’s anchor frame
capability. You merely insert the code for frame anchor where
you want it to appear in text. For example, the code <$&bar
chart[v]> will cause Ventura to place the frame named “bar
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chart” immediately after the line of text that contains this
code. You will assign the name “bar chart” to a graphic when
you create the frame with Ventura Publisher.

Chapter Nine, Special Tips & Techniques, offers more detail
about the frame anchor capabilities of Ventura Publisher.

Hidden Text
- Use the same technique to mark text in a file as a remark
that is not to be printed. Most word processors have a similar
feature that allows text to show on the screen but not be
printed. The hidden text feature works the same way. Text
marked as hidden shows and prints in the word processor but
not in Ventura. It may be useful for including editorial com-
ments and notations that don’t belong in the printed version.
For example, authors might use hidden text to remind them-
selves which illustration they intended to use or where they
want to add more information once their research is more
complete.

The bracket code for hidden text is <$!>. Thus, to place the
hidden remark “Use the sales chart to illustrate this point”
into a word processing file you would type <$!Use the sales

chart to illustrate this point>.
Macro Expansion Purpose
[SSx] <$b> Index entry
[Alt]] <I><P> <D> Italics
[Alt §] <S><P><D> Small
[Alt D] <D> Revert to Normal
[AltL] @LIST = Bullet
[AtC] @COMP = Company
[Alt N] @NOTE = Note
[Alt 9] <16%> “
[Alt0] <170> i
[Alt ] <197> —

Figure 3-12

The SmartKey macros used by the authors to enter text attributes in WordStar.
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- Shortcuts to Preformatting Files
At first glance, preformatting might seem like a tedious and
confusing process. In fact, it can be a very powerful and work-
able technique. What's more, there are several techniques
that make it faster and simpler.

Using Keyboard Macros

Typing out tag names and bracket codes can slow writers
down. To speed the process, use a keyboard macro program.
A keyboard macro program lets you assign a string of charac-
ters to one key on your keyboard. Just define keyboard
shortcuts to automatically type in the Ventura Publisher
codes. For example, you could define the Alt-h key to
automatically type in the string:

We used SmartKey, from Software Research Technologies,
in this fashion when we typed the text files for this book. Any
good program will work. We happen to like SmartKey because
it's simple to use and because it lets us build windows. We
used a window to remind ourselves of the special keys.

Figure 3-12 shows our personal list of keyboard macros. To
achieve the effects listed on the left, we simply pressed the key
combinations on the right. (The symbol ss stands for the
SuperShift key, another of the reasons we like SmartKey. The
SuperShift key is like an extra Control or Alt key; it works
when pressed together with another key.)

Like most other keyboard enhancers, SmartKey also sup-
ports a pause function. We used this pause function to help
us when entering attributes. As you will recall, you must enter
one code to start an attribute and another to end it. The
danger is that you may start an attribute and forget to stop it.
You can end up italicizing an entire paragraph instead of just
one word. So we set up our SmartKey macros to enter the stop
code automatically. When we press Alt-I, for instance, Smart-
Key inserts the Ventura Publisher bracket code to start italics
(<I>). Then it waits for us to type the word or phrase.
Meanwhile, it keeps blinking at us to remind us to press enter
when we've finished typing the phrase. When we hit enter,
SmartKey automatically enters the stop code (<D>). Thanks to
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Search/Replace Procedures for Special Characters
Tocreate Searchfor Replace with
Openquotes space " space
Close quotes "space "space
Emdash - -
Correctspacing space space space

this simple system, it’s virtually impossible to forget to stop an
attribute.

You'll find some type of macro program almost essential to
effectively enter footnotes and indexes directly into text files.
It is cumbersome and time-consuming to repeatedly type
brackets and dollar signs.

Many word processors have macro facilities built-in, or you
can buy separate programs like SmartKey, ProKey, SuperKey,
Keyworks and others. Whichever the program and whichever
the exact technique, we highly recommend the use of macros
for preformatting files. One good side effect is standardization.
When using multiple tags it’s far too easy to forget the correct
syntax. Was that supposed to be @HEAD, @HEADING, or @HEAD-
LINE? Does the style sheet use @COLUMN1, @COLUMN ONE, or
@COL1? If you misspell the tag name by even a single letter you
nullify the advantage of preformatting. And if you have multi-
ple authors you will find it critical to pass out a standardized
list of tag names. Storing those names in a macro file that can
be used by all is one way of enforcing compliance while boost-
ing productivity.

Search and Replace for Special Characters

To save the trouble of entering bracket codes for non-
keyboard characters, consider having authors enter ordinary
keyboard characters. At the end of the writing session, they
can use the word processor’s search and replace function to
strip out the incorrect characters and insert bracket codes in
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their place. This process can be automated using a keyboard
macro program.

Table 3-4 summarizes some substitutions you might want
to make on a routine basis to improve the appearance of your
documents. You can go further with this technique by using
special symbols while typing, then replacing the symbols with
bracket codes before bringing the file into Ventura.

Document Templates

Here’s one more idea for speeding up preformatting: Create
document templates for your word processor. The first step is
to create a raw text file and bring it into Ventura Publisher.
Experiment with layout and formatting until it looks perfect.
Now save the chapter.

Saving the chapter automatically saves the word processing
files. But now the file contains the tag names, text attributes,
and formatting codes created by Ventura Publisher. To create
a document template, delete the text, but leave the tags and
codes intact. The next time you create a similar document,
call up the blank file and type in the new text.

To make it easier for users to remember what goes where,
replace the deleted text with instructions— “Type name here”
or “Place part description here” for example. Users can replace
these instructions with the actual text each time they use the
document template. Some word processors, including
Microsoft Word, have a hidden text feature that is perfect for
creating template instructions. Users make the hidden text
visible for hints on what to do, then turn it off before sending
it to Ventura Publisher.

This technique could be particularly valuable for applica-
tions where authors produce different versions of a document
following rigid specifications. Technical and military
documentation, for example, often uses a highly structured
approach. Once a Ventura document has been created, it can
form the basis for a word processor template. This template
can be given to all authors. Authors need only “fill in the
blanks” to create a completely formatted document for use by
Ventura Publisher.
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When to Preformat Files

Start with the standard method until you've learned Ven-
tura Publisher. Create raw text in your word processor, and do
all the special formatting in Ventura Publisher. Stick with the
basic approach at least until you've defined some standard
tag names that you'll be using over and over again. When you
first start using Ventura Publisher, you may call a tag a Head-
line in one style sheet, a Title in another. It will take you some
time before you settle on a consistent system of names.

Once you have standard formats and tag names, consider
preformatting. It offers several advantages. It saves layout
time since the editor doesn't have to tag every single
paragraph. If authors use keyboard macros and document
templates, preformatting doesn’t really take any more time
while typing. And preformatting prevents mixups when one
person writes the file and a second person edits and formats.
It's easy for an editor to misinterpret the author’s intentions.
If authors insert tags and attributes themselves, there’s less
room for error. :

Still, it is not necessary to preformat files. You may never
use this approach. Depending on the preferences of you and
your company, you may want to leave all formatting decisions
to editors. Some editors prefer it that way. So do some writers,
who feel that it slows down the creative flow if they have to
pause to give any thought to tags, attributes, or formatting.

There’s no need to decide right now. You can switch over at
any time. The more you use Ventura Publisher, the more com-
fortable you'll feel inserting format codes in advance. Most
people will probably end up with some kind of compromise.
They'll insert some codes while creating the file and do the
rest of formatting in Ventura Publisher.

That's” one of the great things about Xerox Ventura
Publisher— it gives you choices. In this chapter, we learned
about the alternatives it provides for creating text files. In the
next chapter, we’ll discuss Ventura Publisher’s wide range of
choices for creating pictures.






Chapter Four

Creating Pictures

s we saw in the previous chapter, the Ventura

Publisher approach to text is uniquely versatile. You

an create text files with almost any word processing

program, then load those files into a document. Ventura's

approach to pictures is similar. You can create picture files

with your favorite graphics program, then place those files
into a document.

This chapter has one major purpose: to show you how to
produce images of the highest quality for use with Ventura
Publisher. To do this we will examine a variety of ways to
generate pictures, including draw programs, paint programs,
scanners, and screen capture utilities.

Ventura Publisher also incorporates drawing tools of its
own. The built-in graphics drawing mode can create simple
drawings directly just as text editing mode can create small
amounts of text. But clearly, most people should use an exter-
nal graphics program to create complex images. In fact,
graphics drawing mode is most often used during the layout
to annotate or enhance pictures brought in from other
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programs. For this reason, we have covered graphics drawing
separately in Chapter Six, Document Design and Layout.

The Ventura Approach to Pictures

Ventura’s manner of dealing with pictures will make your
life easier. As with text, Ventura Publisher deals with the
original file from the outside program. But there’s a difference
between Ventura's approach to text and graphics. Ventura
Publisher changes text files by adding tag names and other
codes. By contrast, Ventura does not change or modify picture
files, no matter what changes you make to the picture after
bringing it in.

Rather, Ventura uses its chapter file to store a pointer to the
original file, along with instructions on how to display it. This
approach presents a powerful capability to publishers. It al-
lows them to revise a picture file after it has been used in a
Ventura document. The next time you access or print that
document, the updated image will automatically be included,
in the correct location and in the correct size. Since Ventura
Publisher documents point to picture files but do not store
them, those documents are automatically updated whenever
a picture file has been changed.

Consider, for example, a corporate editor responsible for
producing a quarterly financial summary. Now she can in-
clude bar charts in the first draft, even if based on preliminary
data. When the final quarterly results come in, the bar charts
will change. The nice part is that the Ventura financial docu-
ment will automatically be updated, since it merely points to
the file containing those charts.

We'd like to emphasize that this allows tremendous
flexibility in using artwork from other programs. You can, for
example, incorporate graphs from Lotus 1-2-3 or technical
drawings from AutoCAD with complete assurance that those
important files will not be modified in any way. This holds true
even if you use Ventura's graphics drawing mode to add to the
pictures after they are brought into the document.



Creating Pictures 4 91

Two Kinds of Pictures

Ventura works with two kinds of pictures: line-art and im-
ages. You can mix and match both kinds in one document.
Later in the chapter we'll look at both kinds in depth and ex-
amine their pros and cons. We'll also look at specific programs
in both categories. But first let’s clearly distinguish between
the two, since Ventura requires you to know the difference.
Before you can load a picture file, you must specify in the
LOAD TEXT/PICTURE dialog box whether it is line-art or image
(see Figure 4-1).

When Ventura Publisher uses the term “line-art,” it is refer-
ring to what the rest of the world calls “object-oriented
graphics.” Since many of these programs contain the word
Draw in their name, they also go by the nickname of “draw
programs.” Ventura Publisher currently supports eight object-
oriented programs directly: GEM Draw, Lotus 1-2-3,
AutoCAD, Mentor Graphics, Macintosh PICT, VideoShow,
CGM, and HPGL (and other formats if they are converted
first). ’

‘Desk JE¥EN Edit Uiew Page Frame Paragraph Graphic Options
C:\TYPESET\&PRPT-P1.CHP

ﬁ LOAD TEXT/PICTURE

Tyme of File:
Text Format: [Generated | [ASC11 | [WordSter US | [HultiHate |
| HS-Uord | | Writer US | | HordPerfoct |

[MordStar UK | [Writer G-1 | [HoWrite | [DCA |

Line-Art Fornat: [ AutoCad .SLD | [ Lotus .PIC | [Mentor Gr |

[VideoShow | [MAC PICT | [CéHM] [PostScript |

Image Format: |[GEM / Dr HALO 2.0 | [PC-Paintbrush | [HAC Paint |
# of Files: L] 1 0K ] [Cancell]

Figure 4-1
The load text/picture didlog box brings graphics into Ventura Publisher.
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An object-oriented program creates a mathematical descrip-
tion of an image. To draw a circle, for instance, it sends a
mathematical expression that translates into a circle on the
screen (and later on the page). To get a bit more technical,
these programs define images in geometric terms; each image
is a compilation of lines, circles, squares, and other elemen-
tary objects. Hence, “object-oriented.” In essence, the software
redraws the picture each time it is displayed or reprinted.

Contrast this with the second type of picture: Images. Im-
ages are created by “bit-map graphics programs,” also known
as “pixel-oriented programs.” The words bit and pixel refer to
the individual dots on the computer screen. Since many of the
product names contain the word “Paint,” they are nicknamed
“paint programs.” Ventura Publisher currently supports four
bit-map programs, GEM Paint, PC Paintbrush, Macintosh
MacPaint, and Halo DPE (and other programs and devices if
they are converted to one of these formats).

To understand bit-mapped pictures, think back to the card
sections that are often part of the halftime activities at football
games. Each person in the section holds a card. One side of
the card is dark; the other is light. These sections can make
patterns to create pictures.

Accept

228 AN

In a pixel-oriented graphics program like PC Paintbrush, images are constructed
with a collection of dots, shown here in magnified mode.
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Your computer screen is like a miniature card section. To
create an image, a bit-map program simply tells some of the
dots on the screen to turn on, and others to turn off, just the
way the halftime director tells some cardholders to show the
light side and others to hold up the dark side (see Figure 4-2).
Hence the name “bit-map.” The program creates a “map”
showing which bits should be on and which should be off. To
get a hard copy of this image, the program sends the same
pattern of dots to the printer.

It's at print time that we see the vital difference between the
two kinds of pictures. Bit-mapped programs (images) can
generally only send a map of the screen. If the screen has a
resolution of 72 dots per inch (dpi) then the printed image will
have an effective resolution of 72 dpi, even if the printer is
capable of better resolution (most laser printers can achieve
300 dpi). Figure 4-3 shows a circle created by a bit-map
program.

‘Now look at Figure 4-4, which shows a circle created by an
object-oriented program (line-art). Notice how much smoother
it looks? Here’s why: When the object-oriented program sends
a circle to the printer, it sends the mathematical description.
That description is translated into the full resolution of the
printer (in this example, 300 dpi). If we were to send this same
circle to a phototypesetter, it would be printed at 1200 dpi (or

Figure 4-3 .
Animage created with a bit-map graphics program revedls jagged curves.



94

Inside Xerox Ventura Publisher

higher). Consequently, object-oriented programs are not
limited by the rather poor resolution of most computer
screens.

Let's examine both kinds of pictures in turn and some of the
specific software programs in each category.

Creating Line-Art

Charts, graphs, and other illustrations are an integral part
of most corporate publications. Whether youre producing

~ schematics for a technical manual, organizational charts for a

departmental brochure, or blueprints for an engineering
proposal, the art is often as important as the text.

Object-oriented programs such as GEM Draw and AutoCAD
are well suited to the preparation of drawings. As noted above,
the picture prints at the full resolution of the output device.
And there’s a second advantage to line-art from object-
oriented programs: It can be changed in size without any
penalty in quality.

This advantage allows you to create pictures without regard
for the size they'll be on the page. For example, many people

Figure 4-4
Animage created with an object-oriented graphics program displays better
resolution than abit-mappedimage.
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produce layouts by allocating text columns and leaving holes
for the pictures. Since the size of the hole depends on how
much text is on each page, you need the ability to change the
picture to fit. The ability to change size— called “scaling™—
makes life much easier than if you had to worry about draw-
ing the picture to fit the available space.

Perhaps the only disadvantage of object-oriented graphics
programs is that they lack the flexibility of free-form paint
programs. Since each image must be constructed from
geometric primitives, it is more difficult to touch up a picture
by adding or erasing a small portion.

Graphics Programs for Line-Art

Ventura Publisher directly accepts line-art files from the ob-
ject-oriented graphics programs discussed below. It can use
line-art from other programs provided it is converted to one of
these formats. '

GEM Draw Plus

GEM Draw Plus is an easy-to-use graphics program for the
IBM PC and compatibles. Like Ventura Publisher, it is built
around the GEM environment from Digital Research Inc. GEM
Draw Plus incorporates a toolbox for selecting boxes, lines,
circles, and freehand sketching. You point with the mouse to
the desired tool, then position the cursor where you want to
begin drawing. You drag the mouse to indicate the size of the
object, such as the length of a line, the corners of a rectangle,
or the radius of a circle. When you release the mouse button,
the object is drawn on the page.

The program also features icons for fast and easy zooming
to one portion of the page. With the touch of the mouse, you
can move between five levels of magnification, plus a sixth
view that reduces the full page to fit on screen. Use the pan-
ner icon to display different portions of the drawing by select-
ing the position of the screen window. Other features include
on-screen rulers, a grid that can be either shown or hidden,
and the ability to have multiple windows on screen at one
time, each displaying a different drawing.
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GEM Draw Plus can also add several different text fonts to a
drawing. This is useful for annotating a diagram or filling
boxes in an organizational chart.

Lotus 1-2-3 '

The popular Lotus 1-2-3 spreadsheet program incorporates
a graphics module. This facility converts numerical data into
graphs or charts. It has long been a popular feature of the
program, since graphs are easier to comprehend than
columns of numbers. Ventura Publisher adds to these
capabilities by allowing you to integrate Lotus 1-2-3 graphs
into your documents. This option will be particularly valuable
to professionals who produce financial reports and sum-
maries. They can continue to process their financial data in
the spreadsheet, and then import a graphic representation for
the final report. o

To create a graph in Lotus, access the graph menu with the
/G command. Select the desired options from the format sub-
menu. Save the graph in a file with the .PIC extension.

Notice: Ventura Publisher can read PIC files but not WKS
worksheet files.

Words & Figures, a Lotus 1-2-3 compatible spreadsheet
program from Lifetree Software Inc., offers a wider selection
and better quality fonts than does 1-2-3. You may prefer to
use this program to produce graphics from your spread-
sheets. It can read Lotus WKS files directly.

A Tip for Working with Lotus Graphs

Touch up Lotus 1-2-3 graphs with PC Paintbrush’s Chart
Interpreter module. First create a PIC file in Lotus. Call up
PC Paintbrush and select Merge Pic from the page menu. PC
Paintbrush will read the Lotus graph onto the screen, where
you can edit and enhance it. The advantage to this approach
is that Paintbrush offers a wider variety of fonts, patterns,
and other effects. The disadvantage is that the image will be
treated as a bit-mapped graphic rather than an object
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graphic (PC Paintbrush and other bit-map programs are dis-
cussed below).

+ Warning: Normally, Lotus graphs are treated as line-art. But
once a Lotus graph has been brought into PC Paintbrush it
must be loaded into Ventura Publisher by specifying IMAGE
and PC PAINTBRUSH in the LOAD TEXT/PICTURE dialog box.

AutoCAD

AutoCAD is widely regarded as the most popular computer-
aided design and drafting program on the market. It can
generate sophisticated product diagrams, blueprints, and
building designs. Many professional architects and designers
use the program in place of manual drafting methods.
AutoCAD images can be brought in to Ventura Publisher in
SLD format. Alternatively, CAD pictures stored in DXF format
can also be converted into GEM format using the DXFTOGEM
utility supplied with Ventura Publisher.

A functional description of AutoCAD is beyond the scope of
this book. However, most of the principles discussed above for
other line-art apply equally to AutoCAD.

A Tip for Working with AutoCAD.

Get the orientation right in AutoCAD first, before bringing
line-art into Ventura. Many users will create AutoCAD draw-
ings in landscape mode rather than portrait mode.
Landscape offers a larger view of most floorplans and other
designs. But unless you want a landscape orientation within
the Ventura document, you must rotate the drawing 90
degrees before leaving AutoCAD. Ventura Publisher does not
perform rotation of pictures.

Mentor Graphics

Mentor Graphics manufactures a sophisticated computer-
aided design system for engineering professionals. The
company’s software runs on Apollo workstations. Ventura
Publisher supports the PicED format used by Mentor
Graphics. In order to bring a Mentor Graphics image into Ven-
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tura Publisher, you must first transfer the PicED format file
from the Apollo workstation to an IBM PC. Since PicED con-
sists of ASCII characters, this is relatively easy to do using
communications software.

Other Line-Art Formats
Xerox added support for several new object-oriented

graphics programs when it announced version 1.1 of Ventura
Publisher. These include:

» Video Show

« HPGL

« Macintosh PICT

+ CGM

» Encapsulated PostScript

Video Show is a general-purpose graphics program from
General Parametrics, Inc. that lets users produce a slide
presentation with PC-generated graphic images. Many other
graphic programs, including Harvard Presentation Graphics
and Lotus Freelance Plus, can save images in this format.

HPGL refers to Hewlett-Packard’'s Graphics Language for
plotters and other vector-oriented devices. (This is different
from the PCL language that resides in the Laserjet and Laser-
jet Plus.) There are several CAD-type programs that can save
images in HPGL format.

Macintosh PICT files are object-oriented graphics created
with programs such as Apple Computer's MacDraw, Silicon
Beach Software’s SuperPaint, and IDD’s MacDraft.

The CGM format refers to the Computer Graphics Metafile
standard devised by Graphic Software Systems and others.
This format is used by engineering-oriented programs such as
the Concept Designer and the Concept Equation Setter from
QMsS.

The Encapsulated PostScript format provides a very useful
method of incorporating detailed graphic images into Ventura
Publisher. Images stored in this format can only be printed on
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a PostScript printer such as the Apple LaserWriter. Moreover,
EPS format graphics cannot be displayed on screen; when you
load an EPS picture into Ventura Publisher, a large X is placed
on screen where the final image will appear (Figure 4-5).

Since Ventura Publisher files produced on a PostScript
printer can be output on a disk file rather than the printer it-
self, this gives users of Ventura Publisher the opportunity to
incorporate reduced-size versions of Ventura documents with
the program itself. We will discuss this capability in greater
detail in Chapter Nine, Special Tips & Techniques.

Tips for Working with Object-Oriented Prdgrams

Annotate pictures in Ventura Publisher. When  possible,
create text such as callouts, captions, and labels with Ven-
tura, not in the graphics program. You will get better, more
uniform-quality fonts in Ventura Publisher. If you create text
in the graphics program, the size may be inappropriate when
you bring the picture into Ventura Publisher. For example,
8-point type in your diagram becomes 16-point type in Ven-
tura Publisher if the picture is enlarged by a factor of two. By
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Figure 4-5
When you load a PostScript Image info Ventura Publisher, the screen displays a
large Xto indicate the boundary of the image.
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~ creating the text in Ventura Publisher, you can enforce a
consistent font and point size from picture to picture.

+ Note: One exception is rotated text, which can be useful to an-
notate certain graphs, vertical boxes, or extremely tight
spaces. Since Ventura Publisher cannot rotate text, you must
create it in the graphics program.

Hide the labels if they are generated automatically by the
graphics program and there is no way to eliminate them
before bringing in the image (e.g. Lotus 1-2-3 graphs). Cover
them with box text in graphics mode. Use an opaque white
fill pattern so the box masks out the old label, then type in
the new label using Ventura'’s superior fonts.

Make the image as large as practical in the graphics pro-
gram so fine detail can be added. Then reduce the image to
the correct size when it is brought into Ventura Publisher.

Bring in files from object-oriented programs by using the
LOAD TEXT/PICTURE dialog box. Specify line-art as the type of
file and then click on the name of the program to specify the
line-art format (see Figure 4-1). Chapter Six, Document
Design and Layout, gives complete instructions on bringing
pictures into Ventura documents.

Creating Images

Line-art is created from the object-oriented programs dis-
cussed above. Images, on the other hand, are made by using
bit-map programs (also called pixel-oriented programs or
paint programs). This type of software offers a bit more
flexibility and spontaneity. One important feature is the
ability to edit the individual pixels that make up the picture.
This is usually accomplished by zooming in on a portion of the
image. Such detail work is important to many creative desig-
ners, who spend a great deal of time touching up a picture
before it is finished.

The major disadvantage of paint programs concerns resolu-
tion. Images produced by a bit-map program are limited by
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the resolution of the computer display. Thus, an image
created on a 72-dpi screen display will print at an effective
resolution of 72 dpi, even if the printer is capable of much
higher resolution.

Graphics Programs for Creating Bit-Map Images

Ventura Publisher directly accepts image files in several for-
mats. It can use images from other sources provided they are
converted.

GEM Paint

GEM Paint is a simple-to-use, pixel-oriented graphics
program for the IBM PC. Like GEM Draw, it runs under the
GEM environment. Also like GEM Draw, it incorporates a tool-
box of graphic functions. GEM Paint has two important tools
not found in GEM Draw: the eraser and the microscope. The
former lets you erase parts of your picture by dragging the
eraser icon over it. The microscope magnifies an area of the
picture, letting you fine-tune the image by turning individual
pixels on or off.

Other useful GEM Paint features include the ability to invert
a picture— change white to black like a photographic negative.
You can also select from a number of patterns to fill regions of
the picture.

Perspective

Perspective, from Three D Graphics, allows Ventura users to
incorporate very good quality, three-dimensional charts and
graphs into their publication. The program can read Lotus 1-
2-3 WKS files and can choose from a near unlimited variety of
graph types and orientations. The program can save graphics
in GEM’s IMG format. Thus, to bring them into Ventura
Publisher, select the GEM option under image in the LOAD
TEXT/PICTURE dialog box.

PC Paintbrush
PC Paintbrush, from Z-Soft Inc., is one of the most popular
graphics programs for the IBM PC. It offers a number of
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powerful tools and functions for creating detailed paintings.
In addition to the ability to draw and fill rectangles, circles,
and free-form lines, the program has several unique tools.
One such tool is very useful for drawing curved lines. It lets
you establish two points on the curve as well as the direction
of the curve approaching either point.

In addition to supporting the original PC Pamtbrush Ven-
tura Publisher can import images created with two enhanced
versions, PC Paintbrush Plus and Publishers’ Paintbrush. All
three programs share the same user interface and many of the
same commands. PC Paintbrush Plus offers the ability to scan
an image directly from a scanner (described below).
Publishers’ Paintbrush offers the unique ability to edit an
image at the 300 dpi resolution of a laser printer, which is
much higher than a computer’s display resolution. To ac-
complish this, you zoom in to a magnified view of a portion of
the picture, essentially editing individual plxels on the laser
printer.

Halo DPE

Halo DPE from Media Cybernetics, Inc., which is also
marketed by IMSI as the Desktop Publishers’ Graphics
program, is a full-featured pixel-oriented graphics program
for the IBM PC and AT. Like PC Paintbrush, it offers tools for
creating lines, circles, rectangles, and shaded regions. It also
has a Fat Bit Edit mode that displays an area of the screen in
detail for pixel editing. Halo DPE can also control a scanner
directly from within the program. Scanners supported include
the Canon IX-12, the CompuScan PCS 240, the Ricoh IS-30,
the Microtek MS-300A, and the IBM 3117.

Macintosh Paint Images

Ventura Publisher can import paint-type graphics created
on the Apple Macintosh computer. These include images
created with MacPaint, FullPaint, and several other programs.
In order tc incorporate a Macintosh image into Ventura
Publisher, you must first convert the Macintosh file into IBM
PC format. There are several methods you can use to do this.
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First, a program such as MacLink from DataViz can transfer
files between a Macintosh and PC using a serial cable, or “null
modem.” Networks such as Centram Systems’ TOPS and
Apple’s AppleShare allow PCs and Macintoshes to share files
and disk space on a network, so that transferring files is as
easy as a standard operating system copy command. Finally,
several companies manufacture disk drives for the Macintosh
that can read and write IBM PC format. This allows you to
transfer files via a media conversion process.

Tips for Bit-Map Programs

Produce bit-map pictures larger than they will appear in
Ventura Publisher. You can then scale the image within Ven-
tura Publisher using the scale picture command (see Chap-
ter Six). Reducing the size of the image increases its ap-
parent resolution. For example, if the screen has a resolution
of 72 dots per inch the original picture will have a resolution
of 72 dpi. But if you reduce that image in Ventura Publisher
to 50% of its original size, it will print with an effective
resolution of 144 dpi.

Annotate images in Ventura Publisher rather than in the
paint program. The font quality of paint-type programs is
even worse than from draw programs. If you must use the
paint fonts, look for a “stroke” font such as Roman in PC
Paintbrush. These fonts scale better than bit-mapped fonts.
Stroke fonts can be readily identified by examining the name
of the file holding the font. Stroke fonts do not contain the
word “bit,” which is used to identify bit-mapped fonts.

Use the screen patterns from Ventura Publisher rather
than from the bit-map program if possible. Ventura
Publisher’s patterns are better matched to laser printer out-
put than those from most graphics programs. Ventura
Publisher’s patterns will also print at the maximum resolu-
tion of your output device, unlike the bit-mapped patterns of
paint programs.
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Bring in files from bit-map programs by using the LOAD
TEXT/PICTURE dialog box. Specify IMAGE as the type of file and
then click on the name of the program to specify the image
format (see Figure 4-1). Chapter Six, Document Design and
Layout, gives complete instructions on bringing pictures into
Ventura documents.

Creating Images with Scanners

Scanners are devices that examine pictures on paper to
create an electronic description suitable for use by a com-
puter. In essence, they look at a picture and create a bit-map
image of it. This image can be brought into Ventura Publisher
just like the ones created by bit-map graphics programs— but
with certain advantages, as we will see.

To import a picture from a scanner, you must first convert it
to one of Ventura’s two bit-map formats: GEM Paint or PC
Paintbrush. This conversion is accomplished by the software
that accompanies the scanner. Then you bring the image into
Ventura Publisher just as you would bring any other GEM
Paint or PC Paintbrush picture file.

Two scanners can currently convert files to the proper for-
mats: the Microtek MS-300A and the Dest PC Scan. In addi-
tion, by using the scanning function built into PC Paintbrush
Plus or Halo DPE, you can also import images from any scan-
ner supported by those programs, including the Canon IX-12.
Finally, other scanners, such as the Datacopy model 700, can
save scanned images in PC Paintbrush format, and thus are
indirectly supported by Ventura Publisher.

Background on Scanners

There are two general types of scanners available today:
flatbed and sheetfed. In a flatbed scanner, the paper rests
face-down against a glass window, much like an office
photocopier. With sheetfed scanners, pages are fed into the
scanner and pass by the sensing element. In either type, the
method of imaging is essentially the same. A sensing element
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called a charge-coupled device (CCD) creates a bit-map
description of the dark and white areas on the page.

Certain scanning characteristics affect the quality of the
image:

» Resolution
« Gray scale
 Brightness
» Contrast

Resolution refers to the number of dots per inch. In general,
the higher the resolution, the better the quality. However,
high-resolution images take up more space on the disk and
usually require more time to print on a laser printer. In prac-
tice, line drawings are less sensitive to resolution than
photographs. You can achieve acceptable quality for draw-
ings by scanning with resolution as low as 100 dpi.

Gray scale is a measure of the different levels of gray (dark-
ness) that make up an image. Line drawings require only two
levels of gray— black and white. Each pixel is either on or off.
Photographs, however, require somewhere between 16 and
256 levels of gray to look acceptable.

You can verify this by examining a newspaper photograph
with a magnifying glass. The photo is made up of rows of dots.
Although equally spaced within each row, some dots are big-
ger than others. In dark regions the dots are large; in light
regions they're small. The number of different sizes is a
measure of the photo’s different gray scales.

Interestingly, a typical newspaper or magazine photo is bet-
ween 85 dpi and 133 dpi. Since both scanners and laser
printers are capable of resolving 300 dpi, you might think that
this is enough to produce magazine-quality photos. Unfor-
tunately, this is not the case. Today’s laser printers cannot
vary the size of the dots they print. Thus there is no intrinsic
gray scale capability.

Today’s scanners don’t have intrinsic gray scale capab1hty
either. To get around this problem, manufacturers simulate
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the appearance of gray scale by grouping a square array of
laser printer pixels into larger halftone “dots.” For example,
each halftone dot might consist of 16 printer pixels; four on a
side (see Figure 4-6). This process, known as dithering, allows
scanned photographs with 16 levels of gray. But if you use
four pixels in each direction to represent one dot, then you cut
the effective resolution by four— from 300 dpi to 75 dpi in the
case of a laser printer.

There is always a tradeoff between effective resolution and
number of gray levels. You cannot have both.

Brightness refers to the overall lightness or darkness of the
scanned image. Increasing the scanner’s brightness setting
is like turning on a brighter light when taking a photograph.
If you set the brightness too high, you may wash out some of
the detail in the image. If you set it too low, you will get un-
recognizable black spots.

Contrast indicates the variation in intensity—the range of
difference between the darkest dark and the lightest light.
Increasing or decreasing the scanner’s contrast setting has

Printer Pixel

Halftone Cell

Figure 4-6 '

The dithering process simulates the appearance of gray levels by constructing
halftone cells out of an array of printer pixels. By darkening more or fewer pixelsin
the array, the printer simulates bigger or smaller halftone dots.
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the same effect as decreasing the contrast setting on a
television set.

Scanner Products

Microtek MS-300A

The Microtek MS-300A was one of the first scanners avail-
able for desktop publishing. It is a sheetfed unit with a resolu-
tion of 300 dpi and can simulate up to 52 levels of gray. The
MS-300A offers three scanning modes: line art, halftone, and
mixed mode. The latter mode is very useful when you want to
scan a document such as an advertisement that has both line
art and photographs on it.

The Eye-Star software that accompanies the MS-300A al-
lows you to specify a region on the page to be scanned. Thus,
you need not scan an entire 8 1/2 by 11 page just to get a 1-
inch square photo. You can also specify multiple windows for
both line art and halftone portions of the image. Eye-Star also
lets you control the brightness, contrast, and number of gray
levels. A conversion module within the program lets you con-
vert an image into either PC Paintbrush or GEM Paint format,
which you must do in order to bring the image into Ventura
Publisher.

PC Scan Plus

The PC Scan Plus sheetfed scanner from Dest Corp. offers a
number of worthwhile features. It offers a 700 Kbyte internal
memory buffer, which speeds up the image capture process. It
also uses an SCSI interface to transfer image data from the
scanner to the computer; this is faster than the serial com-
munication used by some other scanners.

The PC Scan Plus comes with Dest’s Publish Pac software.
This program allows you to establish settings such as halftone
vs. line art and brightness. It also allows you to save an image
in PC Paintbrush format. Alternatively, you can drive the PC
Scan Plus directly from PC Paintbrush Plus (see below), thus
eliminating the need for the Publish Pac software.
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Other Scanners

As we mentioned earlier, the PC Paintbrush Plus program
can drive some scanners directly, thereby placing their im-
ages in a file format usable by Ventura Publisher.

PC Paintbrush Plus currently supports the Dest PC Scan
Plus, the Canon IX-12, and the Panasonic scanners. As noted
above, the Dest machine has its own conversion facility for
putting images into the right file format, or you can use it
directly through PC Paintbrush.

To bring in an image directly from PC Paintbrush Plus,
select the scan option from the PC Paintbrush’s Page menu
(Figure 4-7). You will be presented with a menu of scanner
settings (which will vary according to the available features of
your scanner). You will also be able to specify a region on the

page to be scanned.

PC Paintbrush Plus will then scan the image and bring it
onto the screen. Once there, you can edit it with the program’s
graphics tools. Although you can only see the scanned image
at the resolution of your display screen, it will print at the full
resolution of the scanner and printer. If you scan the image at
300 dpi and you have a 300 dpi laser printer, you will get a
300 dpi image on the printed page. By contrast, bit-map im-
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PC Paintbrush Plus can control a scanner directly.
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ages from most paint programs are limited by the resolution
of the computer screen, typically 72 dpi.

PC Paintbrush provides two different drivers for the Canon
IX-12 scanner. One version is for the interface board supplied
by Canon itself. The other version is for the JLaser Plus board.
The JLaser Plus is an add-on board that installs inside a per-
sonal computer. It offers an additional two megabytes of RAM
memory plus several capabilities of value to desktop
publishers, including the ability to drive any laser printer
based on a Canon CX engine at a full 300-dpi resolution.

If you use the JLaser Plus to drive a laser printer for Ventura
Publisher, you will certainly want to use it to drive your scan-
ner as well. In addition to saving the expense of buying
another interface card, it also speeds up the imaging process
considerably, since its two megabytes of memory serve as an
image buffer.

Tips for Scanners

Keep these factors in mind when scanning artwork intended
for Ventura Publisher.

Bringing in photographs requires experimentation. The only
way you will arrive at the best parameters is to try different
values for brightness, contrast, and gray scale and compare
the results.

To find the best brightness and contrast settings, start with
the contrast at its highest value. Leave it there while you find
the appropriate level of brightness. Start at a low brightness
level and gradually increase until the unwanted black areas
disappear. Then, maintain this level of brightness and
gradually reduce the contrast level until different regions of
the image begin to blend in with one another.

Select only the portion of the page you absolutely need.
While it is possible to crop an image within Ventura
Publisher, you will save both scanning time and disk stordge
space by keeping the image data to a minimum.
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To scan a small photograph into a sheetfed scanner, tape it
to a piece of paper. This makes it less likely to jam and al-
lows more precision in selecting the region to be scanned.

Print scanned images at full size if possible. Although both
your graphics program and Ventura Publisher can scale an
image up or down, the quality will be decreased. The
halftone cell pattern created by the dithering process is op-
timized for the current size. If you must go up or down in
size, use an integer multiple, such as 200% or 50%.

Scan line drawings at 150 dpi. Since line drawings use only
two shades of gray, little is gained by increasing the scan
resolution to 300 dpi. A resolution of 150 dpi provides accep-
table quality and cuts down on disk space by a factor of four.

Bring in scanned images by using the LOAD TEXT/PICTURE
dialog box. Specify IMAGE as the type of file and then click on
the image format you are using (GEM Paint, PC Paintbrush,
or Macintosh Paint format). Figure 4-8 shows a scanned
image brought into Ventura Publisher from a Canon IX-12
scanner.

Screen Capture Utilities

It is often useful to incorporate a picture from a computer
screen into a Ventura document:

* In software documentation to show the reader a sample
screen from the program.

» To include a graphic image from a program not directly
supported by Ventura Publisher.

+ To annotate an existing document or graphic with
descriptive labels.

» To produce reduced-scale replicas of existing documents.

Several utility programs can help you incorporate screen
images into documents. We will examine three such programs
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here. All three create a bit-map image of the screen that can
be loaded into Ventura Publisher like any other image file.

Frieze

Frieze is a support module for the PC Paintbrush graphics
program. It is a memory-resident program, which means that
it is accessible while you are running other programs. It can
select a portion of the screen to be saved, save either portrait
or landscape screen images, and reduce or enlarge the screen.

Once installed, Frieze is invoked by typing the Shift-PrtSc
key on the PC keyboard. A two-line menu pops up at the top
of the screen, including options for specifying the region to be
saved, the size, the orientation, and the file name for the cap-
tured screen. This new file can be edited directly by PC
Paintbrush, or incorporated into Ventura Publisher using
LOAD TEXT/PICTURE and the PC Paintbrush image format.

¢ Note: Frieze is installed automatically whenever you run PC
Paintbrush.

Figure 4-8
This image was captured from a Canon IX-12 scanner using PC Pclm‘brush Plus.
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Snapshot

Snapshot is a desk accessory that accompanies the GEM
Paint program from Digital Research Inc. You can use the
program with any application that runs in the GEM environ-
ment. It cannot be accessed from programs that do not run
under GEM.

Snapshot cannot capture images from Ventura Publisher,
since it consumes too much memory. Snapshot lmages can be
loaded into Ventura Publisher, however. .

To install Snapshot, copy the files SNAPSHOT.ACC and SNAP-
SHOT.RSC from the GEM Paint diskette to the GEMBOOT
directory of your hard disk. Thereafter, it will be present as an
option in the Desk menu.

To invoke Snapshot, select it from the Desk menu. You will
see a dialog box with a camera icon in it. Click on the camera
icon and an item selector box will appear that prompts you for
the name of the image file you wish to create. Enter a
filename, using the extension IMG so you can later find the
image with Ventura Publisher’s LOAD TEXT/PICTURE item selec-
tor. A cross hair will appear that lets you select the region of
the screen you want to capture by dragging the mouse across
the screen. When you release the mouse button, your image
will be saved to disk.

The image will be saved in GEM Paint format. You can call
up the captured screen with GEM Paint to edit or enhance it.
You can also incorporate the image directly into Ventura
Publisher using LOAD TEXT/PICTURE and the GEM image for-

mat.

HotShot

HotShot is an extremely useful program for capturing
screen images from IBM PC programs. Like Frieze, it is
memory-resident, and appears when you invoke its activation
key. HotShot incorporates two different modules: one for cap-
turing text-based screens and another for capturing graphic
screens.
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Among the unique features of this program are the ability to
modify a captured text screen, edit text that is on the screen,
draw lines and arrows, and add shading. The drawing tools
are useful for creating organizational charts and other draw-

. ings from word processor files.

Once you have captured and saved a text screen image, con-
vert it into PC Paintbrush format using the conversion module
supplied with HotShot (or the Ventura conversion utility
described below). The PC Paintbrush format file can then be
brought into Ventura Publisher like any other image.
Graphics screens are automatically stored in PC Paintbrush
format; they can be loaded into Ventura Publisher directly.

SideKick

The popular SideKick background utility has a screen cap-
ture utility that can be used to bring text screens into Ven-
tura. It is especially useful when combined with the Ventura
TXTTOPCX conversion utility described below. Normally Side-
Kick captures text only, but the Ventura utility permits you to
bring in certain screen effects as well.

To capture a screen or a portion of a screen with SideKick
active, use the import command. This function allows you to
define a rectangular region on the screen by using the block
begin and block end markers—just as you would with a word
processing program. Once you have done this, hit the escape
key to return to the SideKick window and then issue the block
copy command to paste the screen contents into a new file.
This file can then be saved as an ASCII file and converted to
PC Paintbrush format. '

Converting File Formats

Many of the programs and scanners mentioned above con-
tain utilities that convert files to different formats. We've tried
to mention them as we went along. But there are also other
ways to convert pictures to formats usable by Ventura
Publisher. '
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If you own a graphics program not directly compatible with
Ventura, you may still be able to use it by converting its files
to one of the formats supported by Ventura:

» Line-Art

— GEM Draw (.GEM)

- AutoCAD (.SLD)

- Lotus (.PIC)

- Mentor Graphics (.P*¥)

— Video Show (.PIC)

- Macintosh PICT (PCT)

- Encapsulated PostScript (.EPS)
- HPGL (.HPQG)

- CGM (.CGM)

+ Image

— GEM Paint (.IMG)
- PC Paintbrush (.PCX)
- Macintosh Paint (.PNT)

Many graphics programs with other file formats can convert
to.one of these listed above. To name just one example, Media
Cybernetics Inc., makers of Halo DPE, offers a conversion
program called CUTTOIMG that allows both graphics and text
to be transferred to Ventura Publisher.

When converting files, consider using the file extensions
noted above. Although there is nothing to prevent you from
loading a file with a different extension, these are the ones
Ventura Publisher looks for when you tell it which format the
file is in.

Figure 4-9 offers a diagram that details how to go about con-
verting several different graphics file formats into Ventura
Publisher format.
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Video Show Scanners GEM Line Art
Freelance Plus Ricoh 1S30 GEM Draw Plus
Graphwriter CompuScan 245 GEM Graph
Diagram Master IBM3117 DXF Format
Microsoft Chart Canon IX-12
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Macintosh PICT
MacDraw [ HaloDPE | j— AutoCADSLD |
SuperPaint
achrat
acura GEM Image «—{_Mentor Graphics |
Draw At GEM Paint
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Microtek Eye-Star
Advanced Vision
Macintosh Paint Lotus PIC
MacPaint Lotus 1-2-3
FullPaint Symphony
Click Art Words & Figures
Excel
Chart
Easy 3D
PC Paintbrush
CGM PC Paintbrush
Microrim RBase PC Paintbrush Plus
Concept Designer Publishers Paintbrush
Equation Setter HotShot
ISSCO Displa Frieze
IBM Cadwrite
Harvheﬂird Presentation PostScript
athPlan 3.0 -
FrontPage Scanners Ventura Publisher
Canon 1X-12 Adobe lllustrator
Dest PC Scan Cricket Draw
ShapeScan
Datacopy 730
HP ScanJet
Figure 4-9

Some of the popular graphics programs that Ventura Publisher supports.
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Ventura Conversion Utilities

The Ventura Utilities disk (#11) contains three conversion
programs that may be of use. These programs should be in-
voked from the DOS prompt.

Text screen to PC Paintbrush. A text screen of 25 lines or
less can be captured using a separate utility (such as Side-
Kick), then converted to PC Paintbrush format using
Ventura's TXTTOPCX utility. By converting to Paintbrush, you
can capture reverse video, lines, and other screen effects not
available if you bring the text in normally.

First capture the screen with a separate utility like SideKick
or Hotshot (described above) and save it to a text file. Next, at
the DOS prompt type the name of the utility followed by (1) the
name of the file you wish to convert and (2) the type of display
you are using. The formula is “TXTTOPCX filename /display
code.” The four display codes are:

+ A: AT&T or Xerox 6065

« C: Enhanced Monitor (EGA)

« M: Monochrome Monitor (EGA)

» O: Color Monitor (EGA or CGA)

Thus, a user with a monochrome monitor and an EGA card

would convert a text file called EXAMPLE.TXT, by typing:
TXTTOPCX EXAMPLE.TXT/M

Notice that there is a space after the file name and that the
slash is a front slash (found below the question mark on most
keyboards).

¢ This conversion program does not work with the Hercules
Graphics Card.

AutoCAD to GEM. The DXFTOGEM utility changes AutoCAD
(DXF) files to GEM Draw format (GEM). This is not strictly
required, since Ventura Publisher supports AutoCAD direct-
ly. However, there may be occasions when you prefer the
simplicity and ease-of-operation of GEM Draw Plus to the
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power and sophistication of AutoCAD. This utility permits
you to bring an existing AutoCAD picture into GEM for
modification. At the DOS prompt, type the name of the con-
version utility followed by the name of the AutoCAD DXF file
you wish to convert. The utility will create a new file with the
same name but the GEM extension. Thus, to convert
SAMPLE.DXF, type:

DXFTOGEMSAMPLE.DXF
The utility will create a new file called SAMPLE.GEM.

This chapter has examined several approaches to creating
graphics for Ventura Publisher. There are also some power-
ful graphics tools within Ventura Publisher, which we ex-
plore in Chapter Six.

We have now examined text and pictures, two of the three
critical building blocks that form a Ventura Publisher docu-
ment. The third piece of the puzzle, style sheets, will be dis-
cussed in the following chapter.






Chapter Five

Working with Style Sheefs

his chapter is devoted to style sheets, the third part of
our formula and the key to Ventura's sophistication
and flexibility. Accordingly, it is one of the most impor-
tant parts of this book. Once you master style sheets you'll
be able to unleash the full power of the program.
By the time you finish this chapter, you'll know how to load
a style sheet, how to apply it to a document, and how to
change it to create a new style. Along the way, we’ll become
acquainted with portions of three key menus: the page menu,
the frame menu and the paragraph menu.

Loading a Style Sheet
Loading a style sheet is a simple process:
Open the file menu.
Select LOAD DIFF. STYLE.

Select the style sheet you want from the list. .



120 ' Inside Xerox Ventura Publisher

Click OK.

Notice in Figure 5-1 that all the style sheets shown in the
item selector use the same file extension: STY. Ventura
automatically assigns this extension to all style sheets. If you
copy or rename using DOS, be sure to stick with the STY ex-
tension— Ventura can’t apply a style sheet without it. If the
item selector becomes too crowded, use the selection line to
filter some of them out. Better yet, move the style sheets you
don’'t use very often to a separate subdirectory. Treat style
sheets as you would any computer file—that is, be sure to
back them up. Every time you create a new one, make a copy
on floppy disk for safekeeping.

+ As a general rule, you should always save your style sheet
under a new name immediately after calling it in to your docu-
ment. If you forget and then later save your chapter file, you
will permanently modify the previous style sheet.

To work with a style sheet, you must be able to see the
results of your changes. Always load some kind of text onto
the page before working with a style sheet. Even if you are
only changing margins and columns, having text present
makes it much easier to see the effects.

ITEM SELECTOR
Directory: C:\TYPESET\».STV

Selection: I R NSURANM
eBRO-L3 .sTv | T N9
&BRO-P3 .STY [

&INV-P1 STV

&LSTG-P2.STY objective to red

gkggil;g' g}: which constity
- . gning this subst

&NEWS-P2.STV o] I to the current §

&NEWS-P3.STVY : A

BPHON-P2.STY [} [Cance1 ] ||

3 tion of materials dates back ten years,

§

Figure 5-1
The item selector for Ioodlng astyle sheet.
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Applying a Style Sheet

Returning to our definition of style sheets will help us un-
derstand how to apply them. A style sheet is a collection of for-
matting rules. Some of the rules apply to the overall page— the
margins, columns, vertical rules, etc. Others apply to the
text— for instance: all Headlines will be set in 18 point Hel-
vetica Bold; all subheads in 12 point Helvetica Bold with a 1
point rule below; and so on. These individual text formats are
called tags.

When you load a style sheet, Ventura automatically applies
the margins, columns, and other general format rules. To
apply the rest of the format rules to the text, you must tell
Ventura which tags refer to which paragraphs on the page.
The only exception is body text. Ventura automatically as-
sumes that anything not otherwise specified should be treated
as body text.

You can tag text in three ways: with the mouse, with the
function keys, or with the word processor.

Tagging with the Mouse

The mouse provides the simplest method of tagging. To
begin, enter paragraph tagging mode by clicking on its icon in
the function selector. You can also enable this function from
the View menu or with the keyboard shortcut /.

The assignment list will change to show the tags in the cur-
rent style sheet. To apply a tag, click once on the paragraph.
When you click the mouse, Ventura looks for two Returns. It
looks first for the the preceding Return, then for the following
Return, and highlights everything in between (see Figure 5-2).
This makes tagging quick and efficient. There’s no need to
delineate the boundaries with the mouse. Just touch any part
of the paragraph and click once.

Next, click once on the name of the tag in the assignment
list. The formatting rules of that tag will be applied to the
highlighted paragraph, which will immediately change on
screen to show the results.
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To highlight more than one paragraph at a time, select the
first paragraph normally. Move the mouse to the second
paragraph and hold down the shift key while clicking. Repeat
this for as many items as you wish to select at the same
time. If you accidentally select an item, deselect it by clicking
on it a second time while still holding down the shift key.
Figure 5-3 shows how you might use this function to tag all
the items in a list at one time.

Tagging with the Function Keys

Ventura permits you to assign tags to the 10 function keys
on the left side of the standard IBM keyboard. You only need
to assign the keys once—from then on, they are available
whenever you use that style sheet. Once assigned, you can
select a tag by pressing a function key (in place of clicking on
the tag name in the assignment list). More importantly, with
the function keys you can tag items while in text editing mode
as well as in paragraph tagging mode.

Tagging with the function keys presents several possible ad-
vantages. First, it can eliminate the back and forth motion of
the mouse, from text to assignment list and back again.
Second, it permits you to edit and tag at the same time while
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Ventura Publisher defines a paragraph as everything between two carriage
returns (black areq).
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in text editing mode. Using this method, you can correct typos
and mistakes at the same time you are tagging. Third, it per-
mits you to compose documents directly in Ventura and tag
them as you go along, without switching back and forth from
text editing to paragraph tagging. And fourth, it allows you to
work on a page with the sidebar hidden, since you won'’t need
to access the assignment list. This lets you see more of the
page on screen.

Assigning the Function Keys
It’s up to you which tags are assigned to which function
keys. Here’s how it works:

Open the paragraph menu..

Select ASSIGN FUNCTION KEYS. The dialog box
shown in Figure 5-4 will appear.

Type the names of the tags into the blank spaces
and click OK.

Figure 5-5 shows one way to assign the function keys.
Notice that the tags are in alphabetical order— the same order
found on the assignment list. If you use this convention, it's

Page Frame Paragraph Graphic Option
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The shift-click function makes it easy to tag multiple paragraphs simultaneously.
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easier to remember which tags are under which function
keys—if you are in paragraph tagging mode, you can simply
glance at the assignment list. The only other ways to refresh
your memory are to select ASSIGN FUNCTION KEYS from the
paragraph menu and review the dialog box or write your as-

signments down on a piece of paper.

Ed
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Figure 5-4
The assign function keys dialog box.
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One strategy for assigning tags to function keysis to pIcuce them in alphabetical

order, which is the order they appear in the assignment list.
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We suggest you choose a standard way of assigning function
keys and stick with it for all your style sheets. The alphabeti-
cal system is probably the most practical for most applica-
tions. But you may find certain style sheets lend themselves
to different mnemonic devices. When tagging this book, for ex-
ample, we used the tag names Headl, Head2, etc. for first
level subheads, second level subheads, etc. It was an obvious
and easy-to-remember choice to assign Head1l to F1, Head?2 to
F2 and so on.

Using the Function Keys

Once you've assigned tags to the function keys, you can use
them when in paragraph tagging mode or in text editing mode.
In paragraph tagging mode, proceed as normal to select a
paragraph. But instead of using the mouse to select a tag from
the assignment list, simply press the appropriate function
key.

In text editing mode, simply move the text cursor anywhere
in the paragraph you want to tag. There is no need to mark off
the boundaries of the paragraph as you would if you were
going to cut, paste, or copy it. Simply make sure the cursor is
somewhere in the paragraph, then press the appropriate
function key.

To tag more than one paragraph at a time, highlight
everything with the mouse, then press the appropriate func-
tion key.

Tagging Paragraphs from the Word Processor

When you tag with either of the first two methods explained
above, Ventura inserts the tagging information into the text
files. If you prefer, you can insert these callouts in advance,
thereby saving the time of paging through the document to tag
each paragraph. Refer to the end of Chapter Three for detailed
instructions on how to “preformat” by placing tags directly
into word processing files.

Tips for Faster Tagging

These techniques can speed up the tagging process:
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Use shift-click to highlight as many similar paragraphs at
one time as possible, then apply the tag to all of them at
‘once.

¢ You can only select paragraphs on one page at a time. You
cannot go to the next page and continue selecting.

Use both hands. With the right hand, use the mouse to
highlight paragraphs. With the left, press function keys to
assign tags.

Page up and down through the document using the path-
way illustrated in Figure 5-6. Ventura’s Page Down and Page
Up functions make it difficult to read a document in normal
order. When you reach the bottom of the page and press
Page Down, Ventura takes you to the bottom of the next
page. To continue your reading, you must pause to use the
scroll bar to get to the top of the page. Instead, consider
making a quick pass through the document just to place
tags. This tip applies only if you are tagging and editing in
separate stages. If you are editing too, you must go through
in normal order to make sense of the words.

Normal view of portion of page

/

Figure 5-6
Itis often easier to tag a document by paging first through the top half of each
page and then through the bottom portions of the pages.
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Plan carefully when naming tags. We'll have more on creat-
ing and naming tags later in the Chapter. For now, remem-
ber that the assignment list shows tags in alphabetical
order. Using names like Subheadl, Subhead2, and Sub-
head3 would cause these tags to be listed together where
they would be easy to find. Naming them Firstsub,
Secondsub, and Thirdsub would scatter them around and
make location difficult.

Plan carefully when assigning function keys. Some style
sheets have ten or fewer tags; they present no problems. But
if you have more tags than function keys, leave off the ones
you’ll only use once or twice, like chapter headings, titles,
and headlines. Include those you will encounter frequently,
like lists, tables, and subheads. Body text can also be
dropped if you’re short on room. Since Ventura automatically
assumes that everything is body text unless you tell it other-
wise, you will seldom use this tag. In fact, its only real ap-
plication is to correct something you tagged by mistake.
However, if there's space to include body text, we suggest
you place it on F10. This is the convention followed in the
style sheets included with Ventura Publisher.

Plan carefully when choosing the order of function keys. To
make it easier to remember which tags belong to which func-
tion keys, use the same alphabetical order used in the as-
signment list. Alternatively, choose an order that makes it
simple to remember.

Edit and tag in one pass if you are responsible for both
tasks. You'll have to experiment to see if this method works
for you. Some people prefer tagging first, then going back to
edit. But you'll save time if you can manage to combine the
two jobs. Use the function key assignments so you can tag
paragraphs while staying in text editing mode.

Make changes to tags in the first few pages of a lengthy
chapter if possible. You will find that Ventura implements
the changes faster than it would on the last page of the
chapter.
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Changing a Style Sheet

Now we come to the crux of the matter, the techniques that
will enable you to tailor Ventura Publisher to your own unique
requirements.

When you create style sheets of your own— even style sheets
for odd, unusual documents—you will always start with an
existing style sheet. You will modify it until it matches your
new specifications, and then you will save it under a new
name. Consequently changing an existing style sheet and
creating a new one are really the same process. If you save
your changes under the same name, you permanently alter
the original style sheet. If you save under a new name, you
have created a new style sheet.

A Plan of Aftack

Style sheets are versatile, powerful tools. If you approach
them haphazardly, you are almost certain to get confused as
you negotiate Ventura’s multitude of options. As a result, you
need a plan of attack.

A frequent complaint from beginning Ventura users is that
they lose track of which features are found under which menu
options. This is particularly vexing when working with a style
sheet. It's not unusual to complete the job only to find you for-
got to change an essential element. Fortunately, there are five
steps you can take to make the process more manageable (see

Figure 5-7).
Load an Make Proceed
Thumbnail Existing Style Load Text Changes to Systematically
Sketch Sheet Body Text First Through the
Menus
Figure 5-7

The five steps to changing astyle sheet,
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Step One: Make a Thumbnail Sketch

Before you start working with Ventura, it's often helpful to
make a simple drawing of the new page style you want to
create (or of the changes you want to make to an existing page
design). Graph paper is the easiest to work with, but any
blank paper will do.

Step Two: Load a Similar Existing Style Sheet

Obviously, if you are just making changes to an existing
style sheet, you will load that sheet first. But even if you are
setting out to create an entirely new style, start by loading the
existing sheet that is closest in format. If you fail to load a
sheet, you'll end up working with the last style sheet used by
Ventura. It makes sense to save yourself as much work as
possible by starting off with a style sheet that resembles what
you want to do. The sample style sheets included with Ven-
tura Publisher provide an excellent “launching pad.” Don’t
worry about damaging the existing sheet. As long as you save
your changes under a new name the original style sheet will
remain unchanged.

Step Three: Load Text

Load a text file to see the results of changes as you make
them.

Step Four: Make All Changes to the Body Text Tag First

When you create a new tag for a style sheet, the program
bases this new tag on an existing tag, most often, body text. If
you first make the changes you desire to body text, you will
not have to repeat those changes for new tags that are later
derived from body text.

Step Five: Proceed Systematically Through the Menus

To avoid overlooking key points, we suggest you go step-by-
step through the three menus that contain most of the op-
tions stored in style sheets: the page menu, the frame menu,
and the paragraph menu.
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We suggest you start with the page menu, which you should
normally need to go through only once. Next, proceed to the
frame menu, which you must use once for the underlying
page and once for each additional frame in the document.
Finally, move on to the paragraph menu, which you must use
once for each tag you add or change. In the beginning, you
may have to look at each and every menu choice to discover
which ones you need to change. As you improve, you'll quick-
ly learn which ones you can skip and when.

Working with the Menus

In this section, we're going to step through the three menus
you'll use when building style sheets: the page menu, the
frame menu, and the paragraph menu. Not every option in
these menus is recorded in a style sheet; we will ignore the
ones that are not. We will spotlight key features, with special
attention to trouble spots and difficult functions.

If you're familiar with Ventura Publisher, you may want to
skim through this section looking for commands and options
that have given you trouble. If you're new to Ventura, you may
want to go step-by-step on your computer through all the fea-
tures as we discuss them below. Hands-on practice is the best
way to learn your way around Ventura.

The Page Menu

The page menu contains formatting options that apply to
the entire document. At first glance, you might think that it
would include all the options for the underlying page. But the
underlying page is actually a special kind of frame and many
of its options are controlled in the frame menu. Perhaps the
best way to understand the page menu is to think of it as the
chapter or overall menu. It controls features that apply
throughout the document regardless of what else is on the

pages.
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Page Layout

See Figure 5-8. This menu choice does not apply to the
layout of the page, as the name implies, but to the way pages
are printed.

Orientation refers to whether the text will appear vertically
(Portrait) or horizontally (Landscape).

Paper Type refers not to the type of paper, but to the size.
The buttons B5 and A4 refer to paper sizes popular in
Europe. '

Although Ventura contains a half-size option, you are often
better off to use larger paper sizes for small pages. Small
pages are difficult to handle when being marked up and
photographed for offset printing. Instead, increase the mar-
gins of the underlying page until the live area matches the
dimensions of the smaller page. Or you can use the REPEATING
FRAME option to place a frame the exact size of the smaller
page.

If you select either the Double or Broadsheet options, Ven-
tura will, at print time, present you with several options,
depending on the capabilities of your printer. If your printer is
capable of outputting only letter-sized paper, you can choose
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to shrink the page area to fit on one sheet, an option that
makes proofing somewhat easier. Alternatively, Ventura will
overlap several output sheets that can be pieced together to
form your large page for camera-ready output. Of course, if
your printer is capable of outputting 11 x 17 inch pages, you
rieed select neither of these options; pages will come out ex-
actly as you see them on screen.

Dimensions changes according to the paper size you choose
on the line above. It allows you to confirm that you have
selected the right size. If, for instance, you are interested to
know the exact size of the B5 and A4, click on those choices
to see the dimensions.

Sides determines whether the document is single-sided, like
most business letters and memos, or double-sided like books
and magazines. This is an important option, since it controls
other Ventura features. For instance, if you choose single,
you cannot choose FACING PAGES VIEW from the view menu
(since there are no facing pages in a single-sided document).
Likewise, you cannot create different headers and footers for
left and right pages. _

If you choose double, Ventura will automatically make “mir-
ror” copies of such things as headers, footers, repeating
frames, and margins. Suppose you place the page number on
the upper left of the left-hand page and then copy this to the
facing page. Ventura will automatically mirror the command.
It will place the page number on the upper right of the right-
hand page.

It is important to understand that this option refers to the
Jinished form of the document. When assembling camera-
ready pages for the printer, you will usually output on only
one side of the paper— even though the final result will have
type on both sides. The one-sided pages are printed and as-
sembled into a double-sided document.

Start On sets the first page of the document. It is traditional
in publishing to make page one a right-hand page. We sug-
gest you stick with this convention— it is convenient to know
that right-hand pages always have odd numbers.
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Kerning is provided as a global override to the individual
kerning options for each tag in a style sheet. Kerning will be
discussed in more detail in Chapter Eight, Advanced Func-
tions. For now, you need only realize that it is possible to
suppress Ventura’s kerning feature.

Widows & Orphans

See Figure 5-9. This menu choice controls the number of
isolated lines that can appear at the top and bottom of a page
or column.

At Top (Widow) and At Bottom (Orphan) work in precisely
the same fashion. The number you select represents the
minimum number of lines that must appear together. The
default setting is two. If only one line appears alone at the
top or bottom, Ventura will move that line to another page or
column so it can remain with the rest of the paragraph. If
two lines appear alone, Ventura will allow them to remain on
the page. If we were to increase the setting to five, Ventura
would not allow four (or less) lines to appear alone.
Eliminating isolated lines makes text easier to read.
However, it also creates a problem by leaving a blank space
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Figure 5-9
The widows & orphans dialog box lets you control the number of isolated lines at
the top and bottom of a column.
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where the lines would otherwise have appeared. For most pur-
poses, select the smallest number that will make the text easy
to follow, usually two. But for books, manuals, and other
documents with only one column and long paragraphs, you
might want to increase the settings to three.

Headers & Footers

This feature places text at the top (header) or bottom (footer)
of every page, regardless of what frames may or may not be on
those pages. Strictly speaking, the HEADER & FOOTERS option
is not recorded in the style sheet— the settings you provide in
this dialog box apply only to the Chapter you are currently
working on. However, this function creates two different tags,
called Z HEADER and Z FOOTER. The attributes that you apply
to these tags arerecorded in your style sheet, even though the
content of the header and footer are not.

Formatting headers is a two-stage process in Ventura. Text
and placement are defined in this menu choice. But the
headers and footers created here have the attributes of body
text. To change these attributes— for example to change the
type size or style—you must go to the page and make the
changes with the paragraph menu while in paragraph tagging
mode. The paragraph menu is explained in detail later in the
chapter.

Define tells Ventura precisely what you want: header, footer,
left, right, etc.

Usage turns this feature on for the entire document. Another
menu choice from the page menu turns headers and footers
off for an individual page while leaving them on for the rest
of the document.

Left is where you enter the text for the left side of the footer.
Ventura lets you separately enter text for the left, the right,
and the center of the header or footer. You can make these
entries alone or in combination. Each one can be up to two
lines.

Ordinarily, you will want to copy the instructions to the
facing page, so left- and right-hand pages of the document will
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look the same. To do so, simply select COPY TO FACING PAGE.
When you click on this option, you will see it turn dark brief-
ly before becoming light again. Don’t worry—your options
have been properly copied.

If you do not want a mirror copy, do not choose COPY TO
FACING PAGE. Instead, click on LEFT PAGE FOOTER and type in
the different text.

¢+ Remember, you can’'t have different headers or footers on left
and right pages unless you've chosen double-sided printing
Jrom the page layout dialog box.

Frame Menu :

The frame menu controls the size, appearance, and position
of frames. The underlying page is a frame; so are any separate
containers placed on top of it. If you remember that these
frames can hold either text or pictures, you'll understand why
the frame menu includes choices that relate to text (such as
margins & columns) as well as those that concern pictures
(such as caption setting). This menu contains the features as-
sociated with a frame as a whole. Formatting options for the
individual text elements within a frame are contained in the
paragraph menu.

¢ Note: Only the attributes of the underlying page are recorded
in a style sheet. Attributes of frames placed on top of the un-
derlying page apply only to the current chapter file.

Margins & Columns
See Figure 5-10. This ch01ce allows the creation of up to
eight columns of text. They can be of equal or varying widths.

# of columns is self-explanatory. Click on the number you
want on the page.

Settings For tells Ventura which page is being described, in
case you wish to have different left and right pages.

Margins sets the frame margins. We recommend you experi-
ment with different values here. We explain below how Ven-
tura calculates the width of the columns as you go along and
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displays the results at the bottom of the page. If you enter
the correct margins first, you can use these calculations to
check the accuracy of your results.

Frames can contain either text or pictures. In the case of
text, the margins you set here will usually represent where
you want the text to appear. However, Ventura also provides
the capability to create additional “supplementary” margins
for text using the SPACING choice from the paragraph menu.

In the case of pictures, you may often choose to do without
margins so that the picture will extend to the edge of the
frame. By entering margin values here, you can create a band
of white space around the picture.

Widths/Gutters sets the widths of the columns and the
spaces between them (the gutters). The columns are num-
bered from the left. When you enter values for Column 1 you
are describing the left-most column on the page.

Also, observe that it is not necessary to enter the values for
all the columns. All you need do is type in the measurements
for the first column and the first gutter. Then tell Ventura to
make all the others equal by clicking on MAKE EQUAL WIDTHS.

Desk File Edit View Page Paragraph Graphic Options
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The margins & columns dialog box controls the number and width of columnsin
the current frame or underlying page.
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Inserts contains two important functions. We have already
demonstrated how to make columns equal by entering the
first two values, then clicking on MAKE EQUAL WIDTHS. You
can also transfer all your values to the opposite page by
clicking on COPY TO FACING PAGE. Ventura will automatically
make a mirror copy of the margins.

Calculated Width and Actual Frame Width enable you to
see in advance if your measurements will fit into the frame.
As you enter values for columns, gutters, and margins, Ven-
tura adds them up (calculates them) and displays the results
next to calculated width. Next to actual frame width Ventura
shows the size of the frame you have selected.

¢ A reminder: Calculated width = left margin + all the columns +
right margin. To make use of this feature, enter the correct
margin settings first. Then you can check the accuracy of the
column settings.

Verlical Rules

This choice permits the user to place rules between
columns, or anywhere on the page.

Settings For tells Ventura which page you are working on.

Inter-Col. Rules creates vertical rules between columns. You
specify the width of the rule. Ventura will automatically
make the rule the proper length and center it in the gutter.

+ Warmning: All the measurements in this dialog box are
controlled by the units shown for rule 1 width. If it shows in-
ches, every measurement in the dialog box will be set to in-
ches. In almost all cases you will want to use fractional points
to specify rules. If the rule 1 width shows something else,
move the mouse cursor on top of the word and click until it
changes to fractional points. Now every measurement in the
dialog box will be in terms of fractional points.

Ventura can create rules as small as a fraction of a point
and as large as 36 points. Figure 5-11 shows a range of sizes
for comparison.
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Rule 1 Position and Rule 2 Position are used only if you
wish to place vertical rules on the page other than between
columns. One possible application would be to place vertical
rules on the outsides of columns. However, Ventura provides
no way to automatically control the length of these rules.
This feature, therefore, should be used only if you want verti-
cal rules which extend all the way from the top margin to the
bottom margin.

For more precise placement, or to create rules that are not
vertical, use Ventura’'s graphics drawing mode instead. If
graphics lines are placed on a blank underlying page, they will
be reproduced in the same position on every page of the docu-
ment (just like the vertical rules explained here). If they are
drawn onto a page that already contains text, graphics lines
will show for that page only.

Although Ventura does not allow control of the length of the
vertical rules, it does permit their placement from left to right.
To place a vertical rule, specify its distance from the left edge
of the page (see Figure 5-12). Do not measure from the margin
or the edge of the frame (unless the edge of the frame is the
same as the edge of the page). Even when placing a vertical
rule into a small frame, you must always measure from the

1/2 point 5 points
R
1 point 10 points

3 points

20 points

Figure 5-11
Various weights of rules,
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left edge of the page that frame is on. If you have trouble
deciding where to place the rule, use the Options menu to
turn on the rulers.

Rule 1 Width and Rule 2 Width control separately placed
rules. The values you place here have no affect on the width
of inter-column rules, which are specified in the space to the
right of the On and Off buttons.

Inserts permits you to copy your specifications to the op-
posite page. This feature works exactly as it has elsewhere.

Ruling Lines and Boxes

Ruling functions work almost identically in both the frame
and paragraph menus. The techniques you learn later in the
chapter for working with rules in the paragraph menu will
apply equally to using rules with frames.

Paragraph Menu

The paragraph menu controls the typographic attributes of
tags. Using this menu, you can create an amazing assortment
of formats and effects. Each new “look” can be assigned to a

ew Page Frame Paragraph Graphic Optiol
2% C:\TYPESET\&PRPT-P1.CHP

o

-
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Figure 5-12
The location of a vertical rule is determined by the distance from the left-hand
margin of the frame or underlying page (see arrow).
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tag. (You can have up tol28 separate tags in a single style
sheet.)

A tremendous amount of typographical sophistication lurks
in the paragraph menu. Plan to spend considerable time
learning its intricacies and mastering its options. It will be
time well spent. Ventura Publisher is so powerful that many
tasks can be accomplished in several ways. As a general rule,
it is usually best to do the job with a tag even if you have other
options. Once you create a properly formatted tag, you can
easily and consistently reproduce your results. And tags tend
to introduce fewer surprises and unexpected results.

Font : :

See Figure 5-13. A typeface is a particular design. A type
Jfont is one specific variety of that typeface. Helvetica medium
is a typeface. Helvetica 14-point bold italic is a font, one
specific variety of the Helvetica typeface. The FONT option per-
mits you to select the variety of type you wish to associate
with a tag.

When you select the FONT option, a dialog box with four item
selectors appears (see Figure 5-14). Available options within
each of these item selectors depends on which printer is cur-
rently installed.

Face is where you specify which typeface you wish to use for
this particular tag. The choices shown here will vary accord-
ing to which printer you have selected. Figure 5-14 shows
the typefaces available for a PostScript laser printer. Your
display will differ if you are using a different printer.
Likewise, if you install new fonts on your existing printer, the
names of those new fonts will appear in this item selector.

(See Chapter Seven, Producing Output, for tips on how to
add typefaces, sizes, and styles to your printer.)

Size controls the point size of the type. As with typeface, the
numbers shown here vary according to the capabilities of
your printer. If you are using a PostScript, Interpress, or
DDL printer, the word “Custom” will appear in this item
selector. You will then be able to enter any point size desired
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Typeface Family Typefaces Fonts
Helvetica Bold 8-point
Helvetica Bold
Helvetica |
10-point
Helvetica Bold
Helvetica Oblique
18-point
Helvetica Bold
Figure 5-13

Examples of a typefcce family, ’rypeface and font.,

Desk File

Times

]| Courier

Symbol

ITC Avant Garde

ITC Baoknan

+ Helvetica Narow
Palatino

Body Txt
Bullat
Haad lavel 1
Head level 2

Title

Edit View Page Frame [EERE: a4l Graphic prions

B-Italic

Magenta

Custon Size:

Kern: 0.000

B12l points

shife: [Up 0.008 inches

X

d Processing

Figure 5-14
The item selector for choosing font (installed for a PostScript printer).

on.the CUSTOM SIZE line below. If you are using any other
printer, this item selector will show the available point sizes

you can choose from.

Style enables you to control the weight (light, medium, bold)
and the slope (normal or italic) of the typeface. Only the
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styles available for your printer will be darkened in this item
selector.

Color, Shift, and Kern are advanced features covered in
Chapter Eight, Advanced Functions.

Special Note: It is also possible to change the font while in text
editing mode. Changing in the paragraph tagging mode results
in a new font for every tag throughout the document. Chang-
ing in text editing mode changes only the words you have
selected, and only at that one place in the document.

Alignment
This menu choice governs the manner in which text lines
up— whether it is centered, flush left, indented, and so on.

Alignment controls the four basic methods of setting type in
a column. Figure 5-15 shows the effects of the four choices.

Hyphenation governs whether or not text for this tag will be
hyphenated, and if so, with which dictionary. Ventura
Publisher automatically inserts soft hyphens into text files
when they are loaded. By choosing On, you are telling Ven-
tura that it has permission to use these hyphens if needed.
By choosing Off, you force Ventura to keep words undivided.
In general, you will want most text hyphenated, since this
improves the appearance of most documents. The exception:
headlines and other large display type, which should not be
hyphenated. We will discuss the use of different hyphenation
dictionaries in Chapter Eight, Advanced Functions.

Overall Width determines whether the tagged text will be
confined to the column or will be spaced across the entire
frame. Choosing frame-wide causes a headline to be spread
across the entire page, even though the rest of the text is
restricted to narrow columns.

First Line affects only the first line (or lines) of a paragraph.
The rest of the paragraph is unchanged. Thanks to this op-
tion, there is no need to insert tabs or spaces to indent the
first line of a paragraph. Type the paragraph flush left in
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Figure 5-15
The four different choices for paragraph alignment,

your word processor, then use this option to instruct Ven-
tura how much of an indent you want.

Choosing indent causes the first line(s) to be spaced to the
right of the original margin. Choosing outdent causes it to be
pushed to the left (see Figure 5-16). Neither indent nor out-
dent will take effect unless you enter an amount in the last
line of this dialog box.

In/Outdent Width controls the amount of fixed space you
will add. This amount applies to whichever choice you made
in the FIRST LINE option above, whether indents or outdents.
If you do not want an indent, simply make sure this amount
is zero.

In/Outdent Height specifies the number of lines for which
the indent or outdent will take effect. Under most cir-
cumstances, this would be 1. However, you may want to
carry the indent or outdent over to two or more lines in order
to produce a special typographic effect.

Relative Indent is an advanced feature covered in Chapter
Eight. For most purposes it should be turned off by choosing
None.
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t View Page Frame Paragraph G6raphic Options
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Figure 5-16
The effect of different settings for first line indent/outdent.

Spacing

See Figure 5-17. It is easy to confuse SPACING with ALIGN-
MENT, the menu choice that precedes it. In general, ALIGNMENT
controls the way in which text is placed horizontally on the
page. SPACING controls the amount. And SPACING applies to
vertical placement as well as to horizontal. In fact, the top half
of the SPACING dialog box refers exclusively to vertical spacing;
the bottom half exclusively to horizontal spacing.

We recommend using fractional points to measure vertical
spacing. Vertical spacing has a direct relationship to type
sizes, which are always specified in points. Using the same
units makes it easier to create consistent, pleasing designs.

Above and Below refer to extra vertical space allotted above
and/or below the entire paragraph. It does not affect the
space between lines of a paragraph. In general, this amount
should have an integer relationship with the inter-line spac-
ing shown on the line below. If, for example, the inter-line
spacing were 10 points, then 5, 10, 20, and 30 would be
among the appropriate choices for above and below space.

Inter-Line refers to the spacing between lines of a
paragraph. Typographers refer to it as leading. Whenever you
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Figure 5-17 :
The spacing dialog box controls the amount of space allowed on all four sides of
aparagraph.
choose a type size from the font menu choice, Ventura
Publisher automatically selects an inter-line spacing. It
automatically adds an extra 20 percent to increase
readability. If you choose 10-point type, for instance, and
then check the inter-line spacing, you will see that Ventura
has automatically entered a spacing of about 12 points (in
many cases the actual amounts will be fractionally more or
less).

If you don't like the spacing chosen by Ventura, enter a new
value here. Remember: inter-line spacing refers to lines within
a paragraph.

Add in Above. Text elements like subheads need extra space
above them when they are in the middle of the page. This
space helps set them apart from the body text. But these
same subheads don’t need the space when they are the first
line at the top of a column. In that case the additional white
area would throw off the balance of the page. The ADD IN
ABOVE option allows you to control this problem by selecting
WHEN NOT AT COLUMN TOP.

Settings For applies only to the bottom half of the dialog
box, which concerns itself with horizontal spacing. As with
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other Ventura options, facing pages can be identical or dif-
ferent. Different pages are created by entering separate
values for the left and right pages.

In From Left and In From Right are supplementary margin
settings that can be used in addition to the original margins
of the frame. They have several applications. The most com-
mon is for temporary indents. Long quotations, for instance,
are often set apart from the rest of the text by temporary in-
dents on the left and the right (see Figure 5-18).

There are other cases when you want supplementary mar-
gins different from those of the frame or column. Complemen-
tary left and right pages are one example (see Figure 5-19). In
this case, the frame margin is identical for each page, but the
text is spaced in from left on one page and in from right on the
other.

It is important to distinguish the IN FROM option from
IN/OUTDENT WIDTH, which appears in the ALIGNMENT dialog
box. IN/OUTDENT WIDTH affects only the first line (or first few
lines). IN FROM LEFT and IN FROM RIGHT affect every line in the
tag. The two options can be used together. First line indent is
measured relative to the left text margin, not the frame mar-
gin. So-called hanging indents, for instance, can be created by
choosing an IN FROM LEFT setting, then choosing an equal

The following quotation demonstrates the use of the in from
left and in from right settings. This is an excerpt from the
Declaration of Independence:

When in the course of human events, it becomes necessary for
one people to dissolve the political bands that have connected
them to another and to assume among the powers of the earth
the separate and equal station to which the laws of nature and of
nature’s God entitle them, a decent respect to the opinions of
mankind requires that they should declare the causes that have
impelled them to the separation.

This paragraph returns to the regular format for the docu-
ment. It is tagged as body text.

Figure 5-18
The in from right andin from left settings are useful for handling quotations within

- text.
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amount for the first line Outdent. The result is that the first
line stays even with the rest of the text (since the IN FROM LEFT
and the Outdent cancel each other) and the rest of the
paragraph is indented.

Inserts applies only to the IN FROM LEFT and IN FROM RIGHT
settings. Use it if you wish to create a mirror copy of your
settings onto the facing page.

Breaks

See Figure 5-20. The BREAKS dialog box determines what
happens before and after the selected paragraph. You can in-
struct Ventura to start a tag on a new line, a new column, or
a new page, or to leave it on the same line as the previous tag.
Breaks is an extremely versatile and useful menu choice with
many advanced applications. It provides a high degree of con-
trol over the placement of text elements. We will cover ad-
vanced uses such as tables and autonumbered section head-
ings in Chapter Eight.

Page Break sends tags to a new page. Selecting BEFORE
means that the tag will always start on a new page. This
might be appropriate, for example, for chapter or section

Desk File Edit View Page Frame Paragraph Graphic Options
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Figure 5-19
In complementary pages the margins for the left and right pages are mirror
images.
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headings in a book or manual. Selecting AFTER means that
the next tag, whatever it might be, will be forced onto the
next page. Selecting BEFORE & AFTER will isolate the tag on a
page by itself. BEFORE/UNTIL LEFT and BEFORE/UNTIL RIGHT
refer to page spreads in a double-sided document. If you
select BREAK ON BEFORE/UNTIL LEFT, Ventura will force a page
break, and if necessary, a blank page in order to get to the
next left-hand (even-numbered) page. BREAK/UNTIL RIGHT en-
sures that text will break until the next right-hand page is
encountered. These options are useful in certain technical
manuals or books that require the first page of each section
to begin on either the right or the left.

Column operates in the same fashion. Most tags will use the
No option here. Selecting BEFORE will cause a tag to start at
the top of a new column. Selecting AFTER will send the next
tag to the top of a new column, no matter how much space is
left below. And selecting BEFORE & AFTER will cause the tag to
stand alone in a column.

Line Break works in the same fashion as the previous two
options. Most tags will include some kind of line break.
BEFORE causes the tag to start on a new line, no matter what

Desk File Edit View Page Frane EEREERE'UN Graphic Options
i C:\TYPESET\RBOOK-P1.CHP (&BOOK-P1.STY)
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Figure 5-20
The bredks dialog box determines how a paragraph may be broken from one
line, column, and page to the next.
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preceded it. Choosing AFTER means that a tag can start on
the same line as the previous one, but that the next item
must begin on a new line. This choice is useful for the last
column in a table format, as shown in Figure 5-21. Choosing
BEFORE & AFTER means that a tag must always be separated
by a line above and below. And choosing No means that the
tag can reside on the same line with other tags. This option
is useful for the middle columns in a table.

The line break option does not affect lines within a
paragraph. It concerns itself only with line breaks that occur
between paragraphs (before and after paragraphs). If you
choose the no line break option, words within the paragraph
will still wrap to the next line when they reach the right mar-
gin. There will not, however, be any line break between this
tag and those before and after.

You should also be aware that the line break choice of one
tag can override that of another. If you choose no line break,
but your tag still resides on a separate line, check the tag that
precedes it. It is quite likely that this tag contains an After or
a Before & After line break.

Next Y Position refers to the vertical position of the tag. It
applies only if you have not specified a line break before the
Desk File Edit View Page Frame Paragraph G6raphic Options
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Figure 5-21
In this table, the middle columns use Line Break: No to permit other text to be
verticdlly aligned, while the rightmost column uses Line Break: After.
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tag. If you choose a line break before, then the vertical posi-
tion is automatically determined—the tag will start on the
next line down. But if you do not specify a line break before,
you have two options. NORMAL will place the beginning of the
tag at the same spot vertically as the first line of the previous
tag. BESIDE LAST LINE OF PREV. PARAGRAPH will place it next to
the last line. Figure 5-22 shows the difference this would
mean in a tabular application.

Allow Within allows you to force all of a paragraph to stay
on the same page. Choosing YES allows a break to appear
within the paragraph. If it occurs near the bottom of the
page, part of the paragraph may be sent to the next page.
Choosing NO does not permit any breaks within the
paragraph and forces the entire paragraph to stay on the
same page. If there is not enough room, it will be sent to the
next page.

Keep With Next is useful to prevent headings and subhead-
ings from becoming separated from the text they refer to. If a
subhead occurs at the bottom of a page, it is possible that it
could be isolated, while the following paragraph is sent to
the next column or page. This reduces readability. To avoid
this possibility, choose Yes for headings. Most other tags
should use NO, since forcing tags to stay on the same page
greatly reduces Ventura’s ability to produce balanced, pleas-

ing pages.

Tabs, Special Effects, and Typographic Conftrols
These three advanced features are covered in Chapter Eight.

Ruling Lines Above, Below, and Around

See Figure 5-23. The three ruling lines menu choices are
identical in function except for the position of the line—
whether it is above, below, or around the tag.
~ There are several limitations to the use of these ruling lines.
Lines above and below can appear either separately or
together. You cannot, however, combine lines around with
lines above or below. You can have up to three lines of varying
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Figure 5-22

In this table, next Y position has been set to beside last line of previous paragraph
for the third column.

widths, up to a total of 36 points. (You can also add lines
anywhere on the page with graphics drawing mode). Although
you can vary the widths, all the rules must be the same pat-
tern and color. Lines around will not extend past page boun-
daries.

It is important to distinguish between the lines created here
and those created with graphics drawing. Ruling lines from
the paragraph menu are associated with a tag. If the tag is
moved or changed, the ruling lines change with it. Every tag
with the same name will have identical ruling lines. If, for ex-
ample, you alter the ruling line to make it thicker, that one
single change will affect every instance of that tag throughout
the document, whether it is one page or one hundred.

Graphics lines, on the other hand, remain in their original
position in the frame when you move other elements around.
If you place them on a blank underlying page, they will show
up in the same position on every page. If you place them on a
page that contains text or pictures, they will appear only at
that one place in the document.

Width determines where the line appears in relation to the
tag. Choosing none turns off the ruling line feature, even if
there are specifications entered into the rest of the dialog
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box. Choosing text will cause the line to appear only below
the text, even if the text does not extend all the way across
the column or page. Choosing margin will create lines that
stop at the edges of the text margin. Choosing column
creates lines that extend to the column boundaries. Choos-
ing frame creates lines to the margins of the frame. And
choosing custom lets you select a special position for the
line. Figure 5-24 illustrates the effect produced by each of
the width options.

¢ Note: The ruling lines_function in the frame menu works identi-
cally to those found here in the paragraph menu, except that
you can only choose None or frame for the width. The other
choices are grayed out to indicate that they are not available.

Color controls the color of the line. The same color is as-
signed to any and all lines you create in this dialog box.
Black will be the normal choice for rules. The other colors
refer to color printing options as covered in Chapter Seven,
Producing Output. White will create an invisible line under
normal circumstances. However, if you create a white line
within a frame that has been filled with black, the white lines
will appear.
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Figure 5-23

The ruling line dialog box is essentially the same for lines above, below, or around
aparagraph or frame.
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Figure 5-24
The four possible placements for a ruling line below a paragraph.

Pattern permits you to vary the appearance and shading of
the lines. The same pattern is assigned to any and all lines.
Your choice is displayed in the lower half of the dialog box.
However, nothing appears until you enter the height of rule.
Then a representation is shown in the correct height and
pattern.

Dashes Off turns dashed lines on or off for patterned rules.

Dash Width and Dash Spacing allow you to control the size
of the dashes and the white space in between them. The
numbers shown here are measured in whatever units are
shown at the lower right corner of the dialog box just above
the OK Button.

Custom Indent and Custom Width allow you to specify a
nonstandard position for the rule. Indent specifies how far
from the left margin the rule should be indented. Notice that
by choosing a negative indent you can force the rule to the
left of the margin, as demonstrated in Figure 5-24. Width
specifies how wide the rule should be.

Space Above Rule 1 allows you to allot extra space between
the rule and the top edge of the frame.
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Height of Rule 1 specifies the thickness of the rule. Al-
though you can enter any units, we recommend that you use
point sizes. To change the units displayed, click anywhere on
the units shown just above the OK Button. The units shown
here control all the numbers in the dialog box.

When you change to fractional points, you will see the num-
ber 36.00 displayed. This refers to the space encompassed by
the large bracket. You can have any combination of rules and
spaces up to a maximum of 36 points.

Space Below Rule 1 affects the white space allotted between
rules.

Space Below Rule 3 can be misleading. The number you
enter here can indeed apply to the space below the third
rule. But it might better be called “Space Below Last Rule” or
“Space Below Lowest Rule” or even “Space Below All Rules.”
The plus and minus Buttons shown here can be used for
some interesting advanced applications. Most tags should
use the plus, to indicate positive space. If you choose the
minus sign, you indicate negative space, in which case the
amount you specify will be subtracted from the normal line
spacing. Instead of adding extra space below, you will reduce
the space below. You can use this feature, for example, to
cause a wide black rule to overlap white letters, creating a
reverse type effect, as explained in Chapter Nine.

Overall Height shows the total of all rules and all spaces. If
the addition seems inaccurate, click OK to force Ventura to
recalculate and then return to the dialog box.

Style Sheet Maintenance

Adding a New Tag |

In most ways, adding a new tag is virtually identical to
changing an existing one. That’s because you don't start from
scratch. Instead, Ventura copies the attributes from another
tag to the new name. From there, you make changes until the
new tag fits your specs. You can copy attributes from any ex-
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isting tag, so it naturally makes sense to select the one that
most closely resembles the new tag.
Here’s how it works:

Select a paragraph that is already tagged.
Click on the add new tag button in the sidebar.

The dialog box shown in Figure 5-25 will appear. (Since you
started by selecting a paragraph, Ventura assumes this is the
existing tag you wish to copy as a starting point for your new
one. You can change your mind simply by typing in the name
of a different existing tag here.) Type in the name of the new
tag and click OK. You will now see the new tag name on the as-
signment list. _

At this point, the new tag is identical to the old one. To make
it match the new specifications, go down the paragraph menu
to change its format.

Removing and Renaming Tags

Removing and renaming tags are straightforward operations
available by selecting the appropriate choice from the
paragraph menu. When you remove a tag, Ventura will nor-
mally convert all paragraphs with this tag to body text. If you
want to convert them to something else, type in the tag name
here.

Saving a New Style Sheet

To avoid altering a style sheet you want to save, you must
choose the SAVE AS NEW STYLE option from the file menu and
give the changed version a new name. As we mentioned earlier
in this chapter, do this immediately after loading a style sheet.

Final Tips About Style Sheets

Keep these tips in mind as you create style sheets on your
own:

Standardized procedures are our recommendation when-
ever feasible, as you've no doubt noticed by now. We think
it's the best way to gain control over Ventura’'s vast array of
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features. Style sheets and tag names are another area that
can benefit from a standard approach.

If possible, try to agree in advance on a core group of tag

- names, and use these names in every style sheet. This can
make style sheets more versatile and valuable. If you have
standard tag names, you can store libraries of different style
sheets. You can completely change the look of a document
just by loading a new sheet. If the tag names are identical, the
tag attributes from the new sheet will instantly be applied
throughout the document. If the names are different, you will
have to go through the document page by page to reassign the
new tags.

This single tip can save you hours of time, especially if you
work with long documents. To get you started with a system
of your own, Table 5-1 below shows the tag names we used for
this book. We designed them to be self-descriptive and general
enough to apply to many different kinds of documents. Per-
haps they can serve as starting point for standard names of
your own.

Headers and Footers are created in two stages. First, type in
the text and where you want it to appear using the HEADERS
& FOOTERS choice from the page menu. Then, to change the

Desk File Edit View Page Frame Paragraph G6Graphic Options
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Figure 5-25
The add new tag dialog box.
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appearance of the text, treat the header or footer like any
other paragraph. Click on the paragraph to select it, and
choose the appropriate option from the paragraph menu to
make the changes you want.

Create an empty style sheet called EMPTY.STY that holds
only body text. You can then use this as a starting point for
creating a completely different style sheet. You won't have to
worry about tags appearing in your style sheet that are un-
used.

With the conclusion of this chapter, we have shown how to
build all three elements of the Ventura Formula. Now it's
time to bring them all together. In the next chapter we out-
line an easy, efficient way to lay out documents with Ventura

Publisher.
Table 5-1
Tags Used to Produce This Book
Body Text Body Text
CHAP # Chapter Number
CHAPTITLE Title of Each Chapter
FIRST PAR First Paragraph of Each Chapter
HEAD2 Major Headings
HEAD3 Minor Headings
HEAD4 Sub Headings
HEAD5S Run-in Heads
HEADS_TEXT Text Following A Run-in Head
INSTRUCT Instructions to the Reader
LIST Bulleted Lists
NOTE Notes, Tips, Wamings
PROMPT Computer-Generated Text
SEGUE Last Paragraph of Chapter







Chapter Six

Document Design and
Layout

youre ready to assemble these ingredients into a

document. This chapter will outline simple, efficient
layout techniques. With certain modifications, they apply to
any kind of document. When you finish this chapter, you'll
know how to bring in and work with text and pictures, how
and when to add frames, and how to save what you've done.

Once you've created text, pictures, and a style' sheet,

A Game Plan for Laying Out Pages

To avoid getting bogged down in Ventura's power and op-
tions, you need a game plan. This plan of attack will keep you
on course and streamline the layout process.

This chapter explains a layout method for simple docu-
ments. By simple, we are referring to a straightforward design
that does not change much from page to page. In simple docu-
ments, most of the text appears on the underlying page in the
same basic format. Most books are simple documents, even
though they may contain hundreds of pages.
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Figure 6-1
In a simple document (left), articles follow one after the other on the underlying
page. In a complex document (right), multiple articles are combined on the same

By contrast, complex documents vary widely from page to
page and contain multiple articles and pictures. In complex
documents, much of the text appears in separate frames that
lie on top of the underlying page. The document has several
different text formats. A brochure with a complicated design
would be considered a complex document even if it only con-
tained a few pages. Newsletters and magazines usually fall
into the complex category as well. Figure 6-1 shows the dif-
ference between simple and complex documents. Complex
documents require a few adjustments to the layout process.
Chapter Eight, Advanced Functions, gives suggestions. But
read this chapter first, since the game plan for complex docu-
ments is merely a modification of the basic techniques shown
here.

Assuming that text, pictures, and style sheet are prepared
and ready to go, the best order for working on a simple docu-
ment is (1) load the style sheet, (2) work with the text and (3)
work with the pictures. Table 6-1 gives a slightly more
detailed version of the recommended game plan:
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Table 6-1
Laying Out A Simple Document

Load the style sheet

Work with the text
Load the text file(s) onto the underlying page
Tag the text
Edit the text

Work with the pictures
Create a frame
Load the picture
Edit the picture
Caption the picture
Repeat for other pictures until finished

Save

One more tip before we start: It's easier to work with a docu-
ment if you turn the following features on before you start.
They help you visualize the page more accurately.

Feature What it Does
Show Tabs & Retuns Visible marks in the text denoting tabs, retum, line breaks, index marks, and end of file
. ShowRulers _Puts rulers on the top and left edges of the page
Show Generaled Tags Displays in the assignment list the name of tags created by Ventura Publisher
Show Column Guides Displays dashed lines to denote the boundaries of the columns
Column Snap On Forces frames to align o column edges
Line SnapOn Forces frames to align vertically with the line spacing of body text
Textto Greek Setto 6. Speeds display in reduced view by showing small text as blocks instead of ac-
tual characters

Loading the Style Sheet

Begin the layout process by loading in the correct style
sheet, as explained in the previous chapter. In theory, it_is
best to have the style sheet completed before starting to layout

the page. In practice, you are almost certain to change the
style sheet the first few times you use it, usually to add a new
tag for an unexpected contingency. Although you can recreate
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most formatting effects using Ventura’s text editing tools, we
recommend creating new tags in most cases. Although this
may take more time initially, the next time you encounter a
similar condition you will have a ready-made tag.

Whenever you make changes, pause to consider if you want
those changes to be reflected in the original style sheet, or if
you want to create a new one. If you want to preserve the
original style sheet intact, remember to use the SAVE AS NEW
STYLE option from the file menu as soon as you bring in the
style sheet.

¢« Warning: If you save the chapter before saving as a different
style sheet, you will permanently alter the original style sheet.

Working with Text

With the proper style sheet in place, you can proceed to
load, place, tag, and edit the text.

Loading Text

Load text files by choosing the LOAD TEXT/PICTURE option
from the file menu. Select the type of file you will be loading
from the dialog box and then choose the file you want from the
item selector. There will be a brief pause when you load the file
while Ventura brings it into memory and hyphenates it. Once
hyphenated, the file name will be visible on the assignment
list in frame setting mode.

To load more than one file at a time, select SEVERAL from the
line labeled # OF FILES. Each time you select a file name, Ven-
tura will load and hyphenate that file, then redisplay the
dialog box so you can select another one. When you are
through selecting files, click on CANCEL to return to the
workspace.

Tips for Loading Text

Load all the files at one time to save time and make the
layout process more efficient. '
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Don’'t load unnecessary files. Each file takes up memory,
whether or not it is actually put to use in the document. The
less memory, the fewer pages you can process at one time. If
you load a file and later decide not to use it, remove it from
the assignment list by choosing REMOVE TEXT/FILE from the
edit menu.

Don't use the USENGL2.HY2 alternate hyphenation algorithm
unless absolutely necessary. It is about four times slower
than the default algorithm. See Chapter Eight for complete
details on hyphenation.

To keep the original text file intact, assign a new name to
the text file. After the file has been loaded and placed on the
page, select the frame or underlying page containing the text
file. Choose FILE TYPE/RENAME from the edit menu. Enter the
new name. When the chapter is saved, Ventura will create a
new text file, leaving the original unchanged. This tip may be
useful in technical documentation applications where editors
are required to keep an unchanged copy of the original
manuscript. If you write over the original file by mistake, you
can still retrieve the backup copy made by Ventura. This file
has the same file name as the original, except that the first
letter of the extension has been changed to a dollar sign ($).

Placing Text

If you load only one text file, it may automatically appear on
the workspace. This will occur if you are in frame setting mode
and select a frame before you load the file. If you did not have
an active frame, the file name will appear on the assignment
list when you switch to frame setting mode. To place the file,
enable frame setting and click once anywhere inside the frame
(or underlying page). Then click on the name of the file in the
assignment list. The file will be loaded into the frame.

Ventura Publisher has two modes for placing text. This is
one of the keys to its flexibility. You have the speed and ef-
ficiency of batch mode for long documents and the accuracy
and flexibility of interactive mode for design-intensive
publications. The key point to remember:
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+ When text is placed on the underlying page, Ventura creates

new pages to accommodate the entire file. When text is placed
in separate frames, Ventura fills the frame and then stops.

Here’s how it works: If you place the file onto the underlying
page, the entire file will be loaded in. Ventura will
automatically create as many new pages as needed. But if you
place the file into a separate frame on top of the underlying
page, Ventura will only place as much of the file as will fit into
the frame. To continue placing this file, go to the new frame (or
underlying page) where you want the rest of the text to appear
and repeat the process: click on the frame and then click on
the name of the file in the assignment list. Ventura will
proceed to fill this new frame with the remaining text. You can
continue this process as many times as necessary until the
text file has been completely placed.

You will be pleased to know that Ventura does not require
you to place an entire file at one time. You can stop in the mid-
dle and begin another task, such as placing a different file in
another frame. Whenever you are ready to put more of the
first file somewhere else, Ventura continues where it left off.
This feature greatly speeds up the layout of complex docu-

ments like newsletters. You can start several articles in dif-

ferent frames on page 1. When you are finished, move to page
2 and continue any or all of them onto that page. Then move
to page 3 and so on. Whenever you are ready to place more of
a file, simply click on the frame and then click on the file
name.

More good news: once you specify a “path” for the text, Ven-
tura remembers this path and will dynamically adjust the
text. For instance, suppose you place a text file into frames on
pages 1, 3, 4, 5, and 8. As you make changes to the text, Ven-
tura will flow text back and forth as necessary between these
frames.

Caution: Ventura will not flow text backwards. You cannot, for
example continue an article from page 8 to page 2.
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Placing More Than One File on the Underlying Page

Placing multiple files takes a special technique to avoid writ-
ing one on top of the other. If you simply click on a second file
name in the assignment list, Ventura will assume that you
want to replace the first file. In fact, this is a shortcut method
of removing a file from a frame: Select the frame and click on
the name of a new file. The old file will be erased from the
frame and replaced with the new one.

But what if you want to place two text files one after the
other on the same underlying page? Two techniques will help
you avoid this problem. The first is to combine all the files into
one before you load them into Ventura. This can be done using
DOS or (better yet) using the word processor. Obviously,
neither of these methods will work properly if the two text files
are from different word processors. In that case, you may
want to use the conversion technique outlined in Chapter
Three to convert all the files to the same format.

Combining text files is the most efficient way to handle
batch-oriented tasks like books and manuals. It can even be
used for newsletters and magazines. You may also find that
putting text into a single file will save on memory versus load-
ing the equivalent amount of text in several files. Memory

ew Page Frame Paragraph G6raphic Option:
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Figure 6-2

In order to layout a second text file immediately following the end of the first file,
add asmall frame at the bottom of the underlying page.
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limitations can be an important consideration when format-
ting documents with multiple frames and graphics.

If you cannot combine the text files, you have a second al-
ternative: Ventura’s insert page feature. Place the first file,
then press End to go to the end of the file. Select IN-
SERT/REMOVE PAGE from the page menu and add a page after
the last page. Now go to this new blank page, and select the
second file from the assignment list. The second file will begin
on the blank page, and Ventura will automatically create as
many new underlying pages as necessary to place the entire
file. You can repeat this process for additional files.

This is a neat and simple procedure provided the first file
ends exactly at the bottom of a page. If not, you will have some
blank space between the end of the first file and the bottom of
the page. To fill this blank space, you must use a slightly dif-
ferent procedure to place the second file.

Let's assume that you have a single-column layout and two
text files, ONE.TXT and TWO.TXT. ONE.TXT ends halfway down
page 5. To fill the other half of page 5, add a frame, as shown
in Figure 6-2. As you can see, this frame is not the same width
as the underlying page. Since new frames are by default
created without any margins, create the new frame with the

Desk File Edit View Page Frame Paragraph Graphic Options
C:\TVYPESET\RPRPT-P1.CHP (8PRPT-P1.ST1V)

€ 12 (18 24 130 36 42
FPPPS TN Vi PP T PV P e |

Add New Franel
- QQK.T ‘
ONE.TXT

F

L)

R Pg # 0BB3

[+n

Figure 6-3

To place multiple text files in a multiple-column page, create frames that are as
wide as the column.
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same width as the margins of the underlying page. (To help
with placement, select SHOW COLUMN GUIDES from the options
menu and turn COLUMN and LINE SNAP on.) End the new frame
exactly at the bottom margin of the underlying page. With the
new frame still selected, select the second file from the assign-
ment list. The new frame will be filled with the first portion of
TWO.TXT.

What about the rest of TWO.TXT? Now that the blank space
on page 5 has been filled, you can follow the procedures
described above to place the rest of the file. Use the IN-
SERT/REMOVE PAGE function to create a blank page 6. Go to
this new page, select it and click on TWO.TXT in the assign-
ment list. The remainder of the TWO.TXT file will be placed
starting on page 6. Ventura will create as many more underly-
ing pages as needed to completely place the file.

The method described above works well for single-column
material. For multiple-column layouts, the procedure de-
pends on whether you have column balance on or off. With
column balance off, create a new frame for each column or
portion of a column left blank after the first file has been com-
pletely placed (see Figure 6-3). Each of these frames must be
the exact width of the column margins. Flow text from the
second file into each of the frames in turn. Only after all the
columns on the page have been filled should you insert a
blank page and place the remainder of the file.

With column balance on, create a new frame that is the
same width as the text margin of the underlying page. Assign
the same number of columns and the same gutter widths to
this frame as in the underlying page. Then proceed as above.

Inserting a Text file Into the Middle of Existing Pages

On occasion, you may need to put a separate file into the
middle of a text file that has already been placed. This may
occur if you accidentally load files in the wrong order, if you
collate contributions from multiple authors, or if you make
revisions that are too long to type with Ventura’'s built-in text
editor.
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You have three options for adding text in the middle. The
first is to create a new frame on top of the underlying page.
This is a viable alternative if you are adding a page or less of
text. It is a good way to handle small boxes and sidebars. A
second, similar approach is to create box text, using Ventura
Publisher’s graphics tools. This is especially true if you want
to separate the new text with a ruling box around, or give it a
different graphic treatment, such as a different type style or a
gray screen.

But for longer additions to the underlying page, use the
same method used to add a new text file at the end of a docu-
ment. As before, you will select INSERT/REMOVE PAGE from the
page menu. Place a blank page where you want the new text
file to begin. Go to the blank page and select the new file from
the assignment list. The new file will be “sandwiched” into the
old one. Ventura will create additional underlying pages as
necessary until all of the new file has been brought into the
document. The remainder of the old file will be pushed aside
to make room.

Once again, this technique has its limitations if the inser-
tion point is not conveniently located at a page break. If not,
you will have to duplicate the procedures described above.
First you will add a frame to fill up the blank space. Then you
will fill this frame with a portion of the new file. Finally, you
will insert a page, go to that blank page, and select the new
file. The remainder of the new file will be placed on new under-
lying pages.

What happens if the new file ends so as to create a blank
space on a page? As you will recall, the new file is sandwiched
in the middle of the old one. To solve this problem, fill the
blank space on the page with a frame. Select this new frame
and click on the name of the old file. Text from the old file will
flow into the frame, and the remaining pages will be properly
adjusted. In effect, you are dragging text from the next page
and using it to fill up the blank space.
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Tips for Placing Text

End of file markers are useful for confirming that you have
placed all of the available file and there is no more remain-
ing. End of file markers are small squares that appear im-
mediately after the last character in a file. However, end of
file markers appear only if you select SHOW TABS & RETURNS
from the options menu. Always select this option before
working with text.

Save the chapter as soon as you finish placing all the text.
As in all computer applications, it's smart to save every 20
minutes or so in case of computer or power line malfunc-
tions. It’'s also wise to save at logical breaking points. In this
case, saving now will guarantee that if problems occur with
the rest of the layout, you can return to this point, with all
files loaded and in their correct order.

Use reduced view when you first place a text file in a frame
or underlying page. This will let you see how much of the
page is filled or how much space remains on the last page. It
will also speed the text flow process, assuming you have set
text to greek to 6 or higher. Once text has been flowed,
return to normal view.

Tagging Text

The next step in the layout process is to tag the text. If you
prefer to edit and tag in separate steps, we recommend tag-
ging first. It seems to be easier to spot mistakes when text is
in its proper format. However, if you are responsible for both
editing and tagging, you may want to experiment with doing
both in a single pass through the document.

Editing Text

Ventura Publisher provides a built-in text editor that is ideal
for making minor corrections. It can also double as a word
processor, especially on computers equipped with an 80286
or 80386 processor. With some computers based on the 8088
or 8086 processors, fast typists may discover that the com-
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puter cannot keep up with their fingers, especially in multi-
column layouts or complex formats.

To edit text, begin by activating text editing mode. Then
position the mouse cursor at the insertion point and click
once. The flashing text cursor will appear and you can begin
typing. The Backspace key erases characters behind the cur-
sor. The Del key erases characters in front of the cursor.

Copying, Cutting, and Pasting

Copying, cutting, and pasting are accomplished by high-
lighting the text, then selecting a function from the Edit
menu. As you become more familiar with the program, you
will find that it saves time to use the keyboard shortcuts
(listed for your convenience on the menu): Shift-Del for copy,
Del for cut and Ins for paste. Highlight the text, then press the
appropriate key.

You can highlight text in two ways. For most applications,
place the mouse cursor at the beginning, and drag the cursor
to the end of the selection. This method is the fastest and the
easiest for larger pieces of text. For small edits where place-
ment is difficult, use the shift-click method. Click once to
place the text cursor at the beginning of the selection. Move
the mouse cursor to the end, and click again while holding
down the shift key. The text between the two clicks will be
highlighted. This second method allows more accurate
positioning. It is best for selecting, for example, a single letter.
It is also useful to shorten or lengthen a selection. Let’s say
you accidentally grab two extra words while making a selec-
tion. Place the mouse cursor at the correct end point and click
while holding down the shift key to shorten the selection.

You may recall that paragraph tagging mode permits you to
select multiple paragraphs. These paragraphs do not need to
be located next to each other. In text editing mode, however,
you can only select one contiguous range of text at a time. And
you cannot cross page boundaries, even in facing pages view.

Any material you cut or copy is stored in memory and will
remain there until you cut or copy something else. This
means that you can cut or copy anything from a word to a
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sentence to a paragraph and repeatedly paste it elsewhere in
the document. It also means that you cannot cut several items
once and then paste them somewhere else. Only the last item
cut will remain in memory. The others will be lost.

The cut function removes the selection from the page and
places it in temporary memory. The copy function works in
exactly the same manner, except that the selection is not
removed from the page. To place a selection anywhere in the
document, move the mouse cursor to the insertion point and
press Ins (or select PASTE from the edit menu).

Ventura maintains three separate temporary memories, one
for frames, one for graphics, and one for text. Cutting or copy-
ing a frame or a drawing will not erase or affect text on the
clipboard. The text even remains in place when you close the
chapter and open a new one, so you can copy or move short
text sections from one chapter to another. And there is no
need to worry about the original file format of the text. Ven-
tura permits you, for example, to move a section from a Word-
Star file into the middle of a MultiMate file.

Changing Text Attributes

Ventura Publisher retains many of the attributes set within
the word processor, such as boldface and underline. Never-
theless, there will be many cases when you want to add at-
tributes within Ventura.

To change attributes, highlight the text, then select the at-
tributes from the assignment list. When combining at-
tributes— boldface and italics, for instance—you must select
them one at a time. Text attributes are not toggle-type com-
mands— selecting them a second time will not turn them off
again. To clear attributes, select NORMAL from the top of the
assignment list. Be aware, however, that NORMAL clears all at-
tributes, not just the last one selected. If you select boldface
and italics, then decide you want boldface only, you must
clear out both attributes by selecting normal, and then select
boldface again.

The fourth item on the assignment list is SMALL. This stands
for small caps, a very useful effect that is not available on
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standard word processing systems. The best way to under-
stand small caps is to see them side-by-side with normal caps
and lowercase letters:

NORMAL CAPS SMALL CAPS lowercase

Small caps are an excellent way to set a word or phrase
apart from the rest of the text. It has the effect of making the
word noticeable without being obtrusive. Small caps also
come in handy for logos and headlines, either by themselves
or in combination with normal capitals.

Before selecting small caps, be sure to capitalize all letters in
the word. Any lowercase letters will appear in a smaller font.

In addition to the standard attributes, the assignment list
can control capitalization. Those Ventura users who must edit
and integrate contributions from various authors will ap-
preciate these built-in functions. By selecting one of the three

‘choices at the bottom of the assignment list, you can quickly

and easily make headlines and section titles conform to the
capitalization standards you have set forth. It is almost al-
ways faster to let Ventura handle the capitalization changes
than to correct the letters one-by-one with the text editor.
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The set font button in text editing mode dllows you to make font changes to a

small portion of text.
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Changing Fonts

Ventura’s text editing mode also lets you change the font for
any section of text. Select the set font button in the sidebar to
see the font dialog box (see Figure 6-4). This box is identical to
the one that appears in the paragraph menu and it works in
exactly the same fashion. However, the paragraph menu is
unavailable in text editing mode.

As you can see, you can choose BOLDFACE or ITALIC from
either the dialog box or from the assignment list. You can use
either method to select these attributes; the effect is the same.

As a general rule, change the font in text editing mode when
you only wish to change a few words at a single place in the
document, and when you wish to have a different font
“buried” inside a paragraph. If you are changing an entire
paragraph, you will be wise to create a separate tag, especial-
ly if you will be duplicating this effect anywhere. else.

+ Caution: When you change the font with text editing mode, the
paragraph retains its original line spacing. If you increase the
size of the font, it may be too big, overlapping with the lines
above and below. One way to minimize this effect is to careful-
ly position the new text using the Shift function found in the
Jont dialog box. Use the enlarged view for maximum accuracy.
Shijt the new text up or down a half point or so at a time until
it fits into the space. Shifting affects only the selected words,
not the rest of the paragraph.

Editing Tabs, Returns, Aftributes, and Marks

To make editing easier and more accurate, be sure to choose
SHOW TABS AND RETURNS from the options menu. Tabs in the
text will be displayed as forward arrow characters (-); returns
as paragraph symbols (4) and line breaks as backwards ar-
rows (). Index entries and frame anchor entries will show as
the degree symbol (°).

+ Note: A Return starts a new line and tells Ventura to treat the
next item as a separate paragraph. A line break starts a new
line, but the new line is treated as part of the preceding
paragraph.
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Tabs, returns, and line breaks can be edited just like text.
They can be cut, copied, and pasted, in conjunction with text
or by themselves. Simply highlight the symbols as you would
any ordinary character and edit it using the edit menu or the
keyboard shortcuts.

Here’s something that's easy to overlook: Both attributes
(like boldface and italics) and marks (footnotes and indexes)
can also be edited. At first that might seem impossible, since
the codes that turn these features on and off are not always-
visible on the Ventura screen, even when you select SHOW
TABS AND RETURNS.

The key to finding attributes and marks is the current selec-
tion box at the bottom of the sidebar. The box is used for dif-
ferent purposes in different modes. In text editing mode, it
remains blank until you move the text cursor onto an attribute
or mark. Then the box displays the term “Attr. Setting.”

Try this example. Move to a paragraph of body text and
highlight a word. Change it to boldface. Move the text cursor
to the first letter in that word. The current selection box will
be blank. Now press the left arrow key once. Result: the cur-
rent selection box will now display the words “attr. setting”
(see Figure 6-5). In a similar fashion, you can locate other in-
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visible codes within the text, whether they are marks or at-
tributes.

Inserting Symbols and Typesetting Characters

Professional-looking pages require a number of characters
and symbols not available on the standard IBM PC keyboard.
These special characters are quite important— without them,
your pages will have an amateurish look. For example, the PC
keyboard only shows one set of quote marks (). True typeset
material uses two separate sets of marks, open quotes (*) for
the beginning and close quotes (") for the end.

There are many other important symbols and characters
that don't appear on the keyboard. In a few cases, Ventura
Publisher provides access to these symbols within a dialog
box. For example, when creating footnotes (described later in
this chapter) Ventura lets you choose from a variety of sym-
bols. But most non-keyboard characters are not available
through a dialog box. To put them into your documents, use
the extended character set.

The Extended Character Set :

- The extended character set is a group of characters that can
be printed even though they do not appear on the keyboard.
Ventura has keyboard shortcuts for the most important ex-
tended characters. For example, pressing /] (Control-Right
Bracket) places an em dash in the text. Pressing A Shift C
creates the copyright symbol (©). Refer to Table 6-2 for a list
of extended characters available from the keyboard via
shortcuts. While first learning Ventura, you may want to
photocopy this chart and keep it next to the computer.

You can enter other extended characters even if they don't
have a keyboard shortcut. You may recall from Chapter Three
that extended characters can be placed into a word process-
ing file by typing the decimal equivalent into brackets. Those
same decimal equivalents enable you to enter extended
characters while in Ventura Publisher.

All characters—including those on the keyboard—have a
decimal code. To access a non-keyboard character while in
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Table 6-2
Commonly-Used Non-Keyboard Characters

Character ~ Symbol Code Shortcut
open quote “ 169 Ctrl-Shift [
close quote " 170 Ctrl-Shift |
em dash — 197 Cirl ]
en dash - 196 Cir |
copyright © 189 Ctr-Shift C
registered ® 190 Ctr-Shift R
trademark ™ 191 Ctrl-Shift 2
bullet . 195
cents symbol ¢ 155
pounds symbol £ 156
yen symbol ¥ 157
franc symbol f 159
section sign § 185
paragraph L 188
ellipsis 193
degree symbol  ° 198

text editing mode, hold down the Alt key and enter the
decimal equivalent on the numeric keypad. Table 6-2 gives
the name, symbol, decimal equivalent and keyboard shortcut
(if available) of several important non-keyboard characters.

For example, to place an ellipsis in the text, move the text
cursor to the correct spot in the sentence. Hold down the Alt
key while typing 193 on the numeric keypad (don't try to use
the numbers above the keyboard). The ellipsis will appear on
the screen as soon as you release the Alt key.

Table 6-2 shows only the most commonly used examples.
The Ventura Publisher manual provides a complete listing of
all extended characters in Appendix E.

You can use the decimal equivalent to insert different charac-
ters and symbols for bullets and footnotes. The dialog boxes
Jor these options give several choices. If you do not like any of
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the symbols shown, choose an alternative and enter its
decimal equivalent into the space provided in the dialog box.

Inserting Non-Keyboard Characters Directly into Word
Processing Files

You can also insert the extended character set directly into
the word processing files before those files are brought into
Ventura. In brief, the technique involves enclosing the decimal
equivalent inside angle brackets (the same decimal equivalent
explained above). Thus, Alt 197 produces the em dash
character in Ventura and <197> produces the em dash when
typed into a word processing file (after the file is brought into
Ventura). See Chapter Three.

Inserting Footnotes

Ventura Publisher permits you to place footnote references
while in text editing mode.

To create a footnote, position the text cursor after the word
you wish to reference. Select INSERT FOOTNOTE from the edit
menu. The footnote symbol will appear after the word. Now
move to the bottom of the page, where you will see the same
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symbol followed by the words TEXT OF FOOTNOTE. Erase these
words and type in the correct phrase.

Although the insert _footnote option is located on the edit menu,
this feature will not work unless you have first turned foot-
notes on using the footnote settings from the page menu. You
insert footnotes from the edit menu; you control the ap-
pearance and format of those _footnotes from the page menu.

Inserting Index Marks

Indexing is a three-step process in Ventura. First you mark
the topics you want to index, and enter the information you
want the index to contain. When the document is ready to
print you perform the second step, extracting the index infor-
mation along with page numbers and placing it into a
separate file. Finally, you format this separate file to match
the rest of the document, and print it.

The first part of the indexing process is similar to footnoting.
Place the text cursor immediately before the word, phrase, or
section you wish to index. Now choose INSERT/EDIT INDEX from
the edit menu. Ventura will place an invisible mark in the text
and display a dialog box where you can record the information
that will appear in the index (see Figure 6-6).

The index mark and the indexing information are stored in
the text file. However, they are “invisible” and have no effect
until you perform Ventura’s separate index generation func-
tion using the MULTI-CHAPTER option from the options menu.
This function extracts all the index entries, puts them in al-
phabetical order, and lists them along with the page on which
they appear into a separate file.

The INSERT/EDIT INDEX dialog box is where you type in the
reference information that appears in the index. Using it takes
some practice. It may be helpful to first review a typical two-
level index. Such an index contains major headings,
representing broad categories, and subheadings, representing
specific instances. For example, here is a major heading with
four subheadings:
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Frames
Adding 135, 137
Deleting 138
Loading art 14, 147-153
Loading text 13, 141-144

Let’s review how to create the first entry in this category.
Under TYPE OF ENTRY, select INDEX. Then move to the PRIMARY
ENTRY line. This represents the major heading. Here you
would type in “frames.” Ignore PRIMARY SORT KEY and move to
SECONDARY ENTRY. Here you would enter the subhead— in this
case, “Adding.”

You will not need to use the sort keys for most index referen—
ces. When sorting and creating the index file, Ventura uses
the words typed on the entry line unless you put something dif-
ferent on the sort key line. The sort key is only for words which
must be sorted differently from their spelling. You might, for
example, want an index entry to read The Wilcox Company,
but be sorted under “W” (for Wilcox), not under “T” (for The).
In that case you would type The Wilcox Company on the entry
line, and then type Wilcox Company on the sort line. The
same holds true for numbers. For instance, you might place
20th Century on the entry line and Twentieth Century on the
sort line. :

+ If you want your index to show starting and ending pages (for
example, 147-153), you must place an identical index entry on
each page. When Ventura encounters consecutive entries, it ig-
nores those in the middle and lists only the starting and en-
ding pages.

See and See Also Entries

By choosing See (or See Also) as the type of entry, you
change the operation of the dialog box slightly. Normally the
primary line becomes a major heading, and the secondary line
becomes a subheading with a page number.

When you choose See (or See Also), the PRIMARY ENTRY still
becomes a major heading. But SECONDARY ENTRY is not given a
page number. Instead, the words See (or See Also) are placed
in front of the subheading. Here's how it might look:
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Containers
See Frames

Frames
Adding 135, 137
Deleting 138
Loading pictures into 14, 147-153
Loading text into 13, 141-144

See Also Graphics

Tips on Indexing

To index an item under several different names, use the IN-
SERT/EDIT INDEX option as many times as needed. This will
insert index marks one after another into the text file.

Always place the index mark in front of the item you are
indexing. Proper indexing procedures call for the index to list
the page on which the material begins. If you insert the mark
after a long phrase or section you could end up with im-
proper page numbering. '

Try placing index marks in a separate pass through the
document. We feel indexing is too complex to do simul-
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taneously with layout and editing. Instead, we suggest
saving it until the end, and then moving through the entire
document at one time. You are likely to be more consistent
in your categorization if you do it all at once.

You can place index marks in a header or footer. This is a
convenient way to ensure that Ventura will reference an en-
tire range of pages for an index entry. For example, if you
want to cite an entire section devoted to Australia, and the
word Australia appears in your headers or footers, simply
place an index mark on each page header or footer in the
section. This method is most useful in conjunction with
Ventura's live headers feature (see Chapter Eight).

Ventura's functions are helpful but they are not the last
word in automated indexing. Be aware of their limitations.
First, a Ventura index can only be two levels deep (major
heading and subheading). Certain applications may demand
three or four levels, which must be compiled manually.
Second, Ventura provides no way to list the main headings
you have already set up. To avoid forgetting what has gone
before, you might want to use index cards to write down
each main heading as you create it. Or, generate a trial index
and use it to spot duplications and errors.

Creating Text Files with Ventura

The best use for Ventura’'s text functions is to modify text
brought in from outside files. However, Ventura Publisher can
also create text files on its own.

If you type on an underlying page (or a frame) that already
contains text, the words will be placed into the existing text
file. If you bring in a WordPerfect file, for example, and then
type in three new pages of text, those three pages will be in-
corporated into the WordPerfect file, and saved back in Word-
Perfect format when the chapter is saved.

But if the underlying page is blank when you begin typing,
a dialog box will appear asking you if you wish to create a new
file (see Figure 6-7). You will have an opportunity to name the
file and to specify the format in which it should be saved. You
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can choose ASCII or any of the other word processing formats
supported by Ventura. The words you type will automatically
be saved to a separate text file when you save the chapter.

A slightly different procedure occurs if you type on a blank
frame (as opposed to a blank underlying page). In that case,
Ventura places the text you type into its caption file. The cap-
tion file, which is stored in ASCII format, contains all the cap-
tions for all the frames in the document. Text typed into a
blank frame is treated as a caption.

You may later save this text as a separate file, rather than
having it in the midst of the caption file. To create a separate
file, choose the FILE TYPE/RENAME option from the file menu.
When the dialog box appears, enter the name and file format
you wish to use. When you save the chapter, the text will now
be saved to a separate file.

Controlling Page and Column Breaks
‘Part of the editing process—usually the last part—is to
make sure all the pages break where you want them to.
Don’t bother to change page breaks in Ventura until you
have (1) tagged everything in the document, (2) edited the text,
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and (3) inserted all the pictures. As a final step, review each
page to make sure it breaks properly.

If you've set up the style sheet properly, you should have
very little to do. If you find that many of your columns and
pages don’'t end where you want them to, you may want to
restructure some of your tags. Pay special attention to the
KEEP WITH NEXT choice in the BREAKS option of the paragraph
menu. You should also consider readjusting the WIDOWS & OR-
PHANS option from the page menu.

Despite these precautions, you may occasionally find a page
or column that ends awkwardly. Several options are available
to adjust the situation. First, you can simply add a bit of white
space by creating a very small new frame (see Figure 6-8).
Second, you can adjust the size of any pictures on the page.
Third, you can edit the text. This is often a good choice, since
you can sometimes gain or lose a line just by adding or delet-
ing a few words from a paragraph.

But in those cases where you want to force a page or column
to end, we suggest creating a special tag. This tag will have ex-
actly the same attributes as normal body text except that it
will have a page break after. While in paragraph tagging mode,
add a new tag. Call it Body Break and copy its attributes from
body text. Now go to the BREAKS option in the paragraph menu
and select AFTER from the page break line. Now you can break
any page by applying the Body Break tag to the last paragraph
you want. v

Use the same technique if the last paragraph is other than
body text—for example, Bullet Break, List Break, etc. Ob-
viously, you can also create a special tag to force column
breaks as well.

Although creating a tag takes a few more seconds the first
time through, it will pay off as you reuse this style sheet over
and over again.

Tips for Editing Text

Assign the Body Break tag to a function key so you can
control the appearance and end point of pages without leav-
ing text editing mode.
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When editing long documents don’'t try to enter all non-
keyboard symbols and characters in Ventura’s text editing
mode. Instead, use your word processor’s search and replace
function to insert the decimal equivalent directly into the
text file before it is brought into Ventura. This method is
faster and offers less chance for error. A human editor is
more likely to overlook a quote mark or a hyphen that a
computer’s search and replace function.

Don’t be alarmed if a sentence disappears during editing.
The sentence has not vanished— it has simply been moved.
You'll find it by going to the preceding page (if you're at the
top) or the following page (if you're at the bottom). Ventura
reformats every time you add or delete text. Your changes
may invoke automatic widow and orphan control, causing
Ventura to push a section of text from one page to another.

Don't forget about the shift-click method for highlighting
text. It's the best method for certain applications. If you have -
trouble getting just what you want by dragging the cursor,
click on the beginning, then shift-click at the end. You can
also use shift-click to expand (or shorten) a selection that
has already been highlighted. Move the mouse cursor to the
new end point and click while holding down the shift key.
The highlighting will now be extended (or shortened) to the
new end point.

Make use of temporary memory to speed editing. Ventura
has three temporary memories, one for frames, one for
graphics, and one for text. Use the copy function to put com-
monly used frames, pictures, or phrases into temporary
memory where they can be reused to save retyping or
redrawing.

Working with Pictures

Once you have the text loaded, placed, tagged, and edited,
you're ready to add pictures to your document. The most effi-
cient method involves these five steps: (1) load the pictures,
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(2) add a frame for the first picture, (3) place the picture, (4)
edit the picture, and (5) caption the picture. Repeat steps 2
through 5 for each picture.

Loading Pictures

Loading pictures is a straightforward process. It works in
the same fashion and uses the same dialog box as loading text
files. Select the format you want to use. Select the file name
from the item selector or type it in. If you will be using more
than one picture, you can load them all at one time. If you
load a picture by mistake you can remove it from the assign-
ment list by using REMOVE TEXT/FILE from the edit menu.

Adding Frames
Before you can place a picture on the page, you need a
frame, a container to provide boundaries. While in frame set-
ting mode, select the add new frame button from the sidebar.
Position the'cursor where you want the upper left corner of
the frame. Drag the cursor to the lower right corner and
release. The new frame will appear, and text will flow around
it.
¢ If the text does not flow around the frame, go to the frame
menu and select SIZING & SCALING. Turn FLOW TEXT AROUND on.

Cutting, Copying, and Pasting Frames

Frames can be cut, copied, and pasted just like text, using
the Edit menu or the keyboard shortcuts. Copying or cutting
puts the selected frame and all its attributes and text into tem-
porary memory where it will remain until something else is
cut or copied. The contents of the frame’s temporary memory
do not affect what is held in text temporary memory, even if
the frame contains text.

+ Note: When you cut or copy a frame that holds a text file, Ven-
tura Publisher places the frame and the name of the text file
into temporary memory. When you later paste this frame in
another place, Ventura Publisher will reflow the text, as if it
were doing so for the first time. Thus, if you have made
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changes to the text file before pasting the frame, Ventura
Publisher will update the contents of the frame accordingly.

Fine-Tuning Size and Position

Several methods help fine tune the size and position of
frames. To resize a frame, place the cursor on top of the small
black handles that appear along the edges of the selected
frame. Press and hold the mouse button. The cursor will
change to a pointing finger (if it does not, you were not exact-
ly on top of the handle). While still holding down, move the
edge of the frame to its new position. Selecting a handle in a
corner enables you to change both the horizontal and the ver-
tical dimension (as you did when originally stretching the
frame into position). Choosing a handle in the middle will
move only one dimension at a time (see Figure 6-9). This is
handy if, for example, you have the right width and don’t want
to risk changing it, but you need to adjust the height.

For more accurate measurements, change to enlarged view
and use the hairline rules on the ruler. These hairlines move
as the cursor moves. Use them to set the beginning and end-
ing points of the frame. To make measurement easier, you can
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also reset the zero point of the ruler. By default, the ruler
measures from the edge of the page.

For easier measuring, change the zero point to the edge of
the margin. One way is to select SET RULER from the Options
menu. Enter the new zero points in the dialog box. You can
also set the zero points by moving the mouse cursor to the 0,0
box at the upper left corner of the ruler. Press and hold the
mouse button and drag the cross-hairs down onto the screen.
Place them where you want them, then release the mouse
button. The zero points will reset to the mouse position.

For absolutely precise positioning, use the SIZING & SCALING
option from the frame menu (see Figure 6-10). The top two
lines in the dialog box specify the exact position of the frame;
the next two lines specify the exact size.

In the UPPER LEFT X line, place the distance you want the
frame from the left margin. In the UPPER LEFT Y line, enter the
distance you want the frame from the top margin. Then adjust
the size with the WIDTH and HEIGHT lines.

Adjusting Frame Margins for Pictures
If you do nothing else at this stage, the picture placed inside
the frame will extend from margin to margin. In many cases
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Figure 6-10
The sizing & scaling dialog box controls the size and shape of graphics placedin a
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you will want extra white space around the picture— especial-
ly if you have a ruling line associated with it. Use the MARGINS
& COLUMNS option from the frame menu to insert this extra
space.

Frame Padding

Although text will flow around the frame at this stage, it will
butt flush against the top and bottom of the frame. To get
some “breathing room” use SIZING & SCALING from the frame
menu (refer back to Figure 6-9). FRAME X PADDING places buf-
fer space in the horizontal dimension (on the top and bottom
of the frame). FRAME Y PADDING places buffer space vertically
(along the sides).

Where you need padding depends on the layout of your
pages. As a general rule, add white space that has an integer
relationship with the line spacing of body text. For instance, if
you are using 10 point type with 12 point spacing, you would
want to add 12 or 24 points of frame padding.

Adding Ruling Lines

Whether or not to add a ruling line around a picture
depends on the type of art as well as personal taste. In
general, use ruling lines when there is a lot of open space in
the picture. Certain pictures, such as graphs and charts, al-
ready have rules or borders; you need not box those types.
Photographs can usually do without a box around. In any
case, choose only a single, very thin rule for most applica-
tions. Thick rules and multiple lines draw attention to them-

selves and away from the picture.

To add a box around the picture, make sure the frame hold-
ing the picture is selected. Now choose RULING LINE AROUND
from the frame menu and enter the size and pattern of rule
you want. When you return to the page you will find that Ven-
tura has drawn the rule around the frame.
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Tips for Adding and Positioning Frames

To create a frame template for applications such as
‘newsletters, place a frame on the underlying page. Then fill it
with a text file to get a better idea how your margins and
columns will look. Once everything looks right, choose
REMOVE TEXT/FILE from the Edit menu to get rid of the text
and create a blank frame. Now you can cut or copy the frame
to temporary memory, and repaste it as many times as
necessary.

To move a frame a small distance on the page place the
cursor anywhere inside the selected frame. Press and hold
the mouse button. The cursor will change to a four-way
arrow. While still holding down, drag the frame to its new
position. You cannot use this method to move to another
page.

To move a frame to another page use CUT and PASTE from
the edit menu. Cut the frame from the old location and paste
it into the new one.

To position a frame partially off the page specify a nega-
tive value for the X or Y value in the dialog box. This is not
possible to accomplish using the mouse. This has limited
value for laser printers, since most models cannot print close
to the edge of the page, but it may have application with
some phototypesetters for producing bleed pictures.

Placing Pictures

Place picture files just as you would place text files: Select
the frame, then click on the name of the picture file in the as-
signment list. If you place the wrong picture into the frame,
you can remove it by using REMOVE TEXT/FILE from the Edit
menu.

Editing Pictures

You can “edit” pictures in three ways: by changing scale, by
cropping, and by using Ventura’s built-in graphics functions.
These editing tools affect the way pictures look on the screen
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Figure 6-11
The Aspect Ratio: Distorted option lets you stretch animage in one direction or the

other,
and on the printed page, but they do not affect the original
graphics file, which remains untouched.

Scaling Pictures

Look back at the SIZING & SCALING dialog box shown in
Figure 6-10. The top half controls the size of the frame. The
bottom half controls the picture inside that frame.

The scaling function magnifies a picture. Both line art and
images can use the FIT IN FRAME option, which enlarges the
image until it fills the margins (or the entire frame if you did
not set margins). If ASPECT RATIO: DISTORTED is selected, FIT IN
FRAME may distort the picture by stretching it out of shape
(see Figure 6-11). Use this option when accurate dimensions
don’t matter (as with cartoons) or when the shape of the
original picture is close to the shape of the frame (as with a
square picture and a square frame).

But often—as with technical drawings, for example—you
cannot afford to distort the relationships. In such cases, use
ASPECT RATIO: MAINTAINED. Ventura will enlarge the picture as
large as possible without changing the ratio of horizontal to
vertical. Although this option guarantees that the aspect ratio
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will remain the same, it may leave extra white space around
the picture.

You can also scale pictures by a set amount. The dialog box
shows the current dimensions of the frame and Scale dimen-
sions. To enlarge an image, enter new Scale dimensions. If
you are using ASPECT RATIO: DISTORTED you can enlarge the X
(horizontal) and Y (vertical) dimensions or both. If you are
using ASPECT RATIO: MAINTAINED, Ventura will only allow you to
change the X value. The Y value will adjust itself as necessary
to maintain the aspect ratio.

For line art, enter a scale factor for either the X or the Y
dimension. When line art is brought into Ventura, it is
automatically enlarged or reduced to fit the frame. When you
specify new scale dimensions for line art, Ventura applies
them to the original size when first brought in.

If you make the picture larger than the frame, only a portion
will show. Ventura will show as much as it can, starting at the
upper left corner. To show the portion you want, use the crop-
ping feature explained below.

Tip for Scaling Pictures

When scaling bit-mapped images keep an integer (whole
number) relationship between the original and final size.
This will produce the cleanest images and reduce the pos-
sibility that Moire patterns and other “noise” will degrade
your image. For example, note the original scale dimensions
and enter new ones that are 2.0 times as big, not 1.73 times.

Scanned images should be printed at the original size if pos-
sible (or at least at an integer multiple of the original size). To
make an image the same size as the original, select ASPECT
RATIO: MAINTAINED, then select BY SCALE FACTORS. The act of
switching from FIT IN FRAME to BY SCALE FACTORS while the
aspect ratio is maintained gives you an image exactly the
same size as the original.
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Figure 6-12

You can crop animage within a frame by holding the Alt key as you drag the
mouse with the hand icon visible.

Cropping Pictures

Scaling is one way to “edit” a picture. Cropping is a second
method. Scaling changes the size of a picture. Cropping chan-
ges which part of the picture shows inside the frame.

Start with a picture larger than the frame (if it's not, enlarge
as explained above). This picture will be displayed with its
upper left corner in the upper left corner of the frame. The
portions that won’t fit are pushed off to the right and/or
below. Entering amounts for the X and Y cropping has the ef-
fect of bringing these invisible portions into view. A positive X
amount moves the picture to the left; a negative X moves it to
the right. A positive or negative Y amount brings it up or
down, respectively.

Images, but not line art, can be cropped in a second, easier-
to-use fashion.

Select the frame.
Place the cursor in the middle of the picture.

Press and hold the mouse button while
simultaneously holding down the Alt key. A
small hand will appear in place of the cursor (see
Figure 6-12).
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Figure 6-13
Ventura graphic elements can reside outside the frame to which they are
attached.
Move the cursor until the image is repositioned
satisfactorily.

Using Graphics Drawing Mode to Enhance Pictures

Ventura’'s built-in graphics capabilities provide an excellent
way to enhance and modify pictures brought in from outside
programs:

« Add simple lines to complete a drawing.

Block out unwanted portions using graphics shapes
filled with opaque white.

Shade portions for emphasis using graphics shapes
filled with transparent patterns.

Annotate drawings using boxed text and arrows.

Create shadow effects for headlines and banners.

All of Ventura’s drawing functions work in the same bas1c
fashion:

Select the tool you want from the sidebar.
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Position the cursor where you want the graphic
to start and press and hold the mouse button.

Stretch the graphic to the correct size and
release the mouse button.

The graphic remains selected and you can change the lines
and fill patterns from the graphics menu. Graphic tools can
have a variety of different line thicknesses and patterns. And
all but the line option can also be filled with various patterns.
Ventura’s patterns can either be transparent or opaque. Opa-
que patterns hide anything that is behind them. Transparent
patterns still show, but anything “underneath” them (like
text, for instance), will show through.

Ventura’s graphics functions are particularly useful since
the lines, arrows, shapes, and patterns you draw do not have
to be within the boundaries of the frame. As you can see in
Figure 6-13, box text and arrows (or any other graphic) can
extend outside the frame. All graphics are tied to the frame that
was selected when they were created. If you move the frame,
the graphics move along with it, even if they extend past the
boundaries of that frame.

Desk File Edit View Page Frame Paragraph Graphic Options

C:\TYPESET\UNTITLED.CHP (RUWGF-P1.STY) i

.......... TN L T T T e
o ®
N T §Ir,.:
2 © 1l 1 o
&P, AR |
P Aa—
L-\Q
K
Center
E- 3 » »

Figure 6-14

Ventura's graphics drawing function canbe used to add annotations to an
existing graphic.
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Box Text _

Ventura's box text option provides a method of annotating
drawings. It does, however, have certain limitations. To use it
most efficiently, follow this procedure:

First, decide in advance what to say for each annotation to
gauge the approximate size of the box. Then create a box text
big enough for the largest annotation. Do not type in the
words yet. Copy the first box repeatedly until you have a box
text for every annotation. Move the boxes into position around
the drawing.

Now switch to text editing mode and type in the annota-
tions. Change to a different font if you wish. Next, switch back
to graphics drawing to take off the lines around the boxes. Use
SELECT ALL to change the attributes of all the boxes at once.

Choose SELECT ALL from the graphics menu. All
the boxes will be highlighted.

Select line attributes and choose a thickness of
NONE.

Choose FILL ATTRIBUTES from the graphics menu.
Select TRANSPARENT and WHITE.

Finally, choose the line drawing tool and draw arrows from
the text to the picture (see Figure 6-14).

+ Tip: Put in arrows after typing the text and removing the line.
Until then, you don’t know exactly where to position the begin-
ning of the arrow.

Theoretically, you could annotate pictures using separate
frames and Ventura’s standard text editing mode. Box text,
however, gives you more freedom to place the annotations
anywhere on the page. More important, it ties them to the pic-
ture. Anytime the picture is moved, the annotations move

- with it.



196 Inside Xerox Ventura Publisher

Page Frame Paragraph Optio
C:\TYPESET\UNTITLED.CHP (8UWGF-P1.STV)

I‘i 1% 24
W W

T TIPS r VT

o
E 1Left Riaht
GRID SETTINGS

Getd Snap: [

Horizontal Spacing: 8.258 inches 11
Vertical Spacing: ©.250 ‘ :I'[
=
[T ok ] [Cancel | |F=X
i |
L Center
" "
Figure 6-15
The grid setting dialog box controls the snap-to spacing for Ventura’s graphic
elements.

Tips for Graphic Drawing

Keep annotations as short as possible to avoid cluttenng
up the drawing.

Use the shift-click method to select more than one graphic
at a time, just as you use it to select multiple paragraphs in
paragraph tagging mode. Likewise, you can de-select a
graphic (and leave all the others selected) by shift-clicking on
it a second time.

To select all the graphics associated with a frame, use
SELECT ALL from the graphics menu, or use the keyboard
shortcut Ctrl-Q.

Pay extra attention to the frame which is selected when you
create a graphic. If you don’t pay attention, you could find
the graphic linked to the wrong frame, with disastrous
results. Remember: it doesn’t matter where you're drawing, it
only matters which frame is selected when you start. For ex-
ample, if the underlying page is selected when you start
drawing, the graphic will be repeated on every single page of
the document.
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Ihe anchors & captions dialog box lets you generate labels that are attached to
rames.

To check which graphics are associated with a frame, click
on the frame in frame setting mode, then use Ctrl-Q (select
all).

If you have trouble getting box text to print out, set the fill
attribute for the box to transparent. If you must cover up
what is underneath the box text, create a graphic rectangle
underneath the box text which has its fill pattern set to solid
white.

Graphics that appear on every page of the document are an
excellent way to create crop and registration marks for print-
ing. Simply select the underlying page before drawing and
the marks will be reproduced on every underlying page.

For more accurate placement of box text and other
graphics, use the GRID SETTINGS option from the graphics
menu. This option creates an invisible snap-to grid. It per-
forms the same function for graphics that column and line
snap performs for frames. The dialog box (see Figure 6-15)
gives you the opportunity to choose the size of the grid. To
improve the appearance of the picture, choose horizontal and
vertical spacing that has an integer relationship to the size of
the frame. Choose small increments to give you maximum
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flexibility. For example, increments of 3 picas (1/2 inch)
might be a good choice for a picture 24 picas (4 inches)

‘square.

Use an external graphics program for complex drawings
and diagrams. Standalone programs have more functions
and options than available in Ventura Publisher. You may
also find that this speeds up the performance of Ventura
Publisher.

Adding Captions |

Ventura’'s captioning functions-are powerful, but complex.
You may want to spend some extra time with this section to
master the ins and outs. It's probably easiest to think of cap-
tioning as a two-stage process: (1) attaching the caption to the
picture and (2) enhancing the caption.

Aftaching the Caption

Attaching the caption occurs with the ANCHORS & CAPTION
SETTINGS option from the frame menu. At this stage you will
determine the position of the caption and create a label. This
label is only a portion of the entire caption. Later, during the
enhancing stage, you can add more text and change the ap-
pearance.

To begin, select the frame that contains the picture you
want to caption. Now select ANCHORS & CAPTION SETTING. The
dialog box shown in Figure 6-16 will appear. Decide where
you want the caption to appear and select the correct position
from the top line.

Now move to the second line and type in the label you want
to appear. This label can be up to one line long. (If you want
additional text in the caption, you will add it during the en-
hancing stage.)

Warning: Anything you type here can be edited only by return-
ing to this dialog box. (By contrast, text you add during the en-
hancing phase can be edited in text editing mode). For this
reason, it is generally best to keep this label as short as pos-
sible. ‘
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Take a look at any caption from this book. The label portion
is the phrase “Figure X-Y,” where X represents the number of
the chapter and Y represents the number of the figure. For in-
stance, the seventh figure in chapter four would be labeled
Figure 4-7. The rest of the caption was added during the en-
hancing phase.

Let’s review how that label was created. The word Figure fol-
lowed by a space was typed into the dialog box. The number
of the chapter was inserted by clicking once on the CHAPTER #
button in the third line of the dialog box. This caused the code
[C#] to be placed on the same line. Next a hyphen was typed.
Then the number of the figure was inserted by clicking on the
FIGURE # button. This caused the code [F#] to be inserted onto
the line.

Note that we could have simply typed “Figure 4-7” onto the
line. If we had done that, however, we would have had to go
back and change the caption if the picture was later moved to
another chapter, or if the order of the pictures was changed.
By inserting the codes for chapter and figure numbers, Ven-
tura automatically did all the numbering for us. If we had
later decided to add another picture to the chapter in front of
this one, Ventura would automatically have renumbered it to
read Figure 4-8. Likewise, if we had moved it to become the
first picture in chapter five, Ventura would have called it
Figure 5-1, without any intervention on our part.

Note also that the only function of the four buttons at the
bottom of the dialog box is to save you the trouble of typing in

‘the code. There is no mystery to these three inserts; you do
not have to use them if you prefer to type in the code directly;
they are merely a convenience. These codes create numbers
only. Any words, spaces or symbols you want in the label
must be typed into the dialog box. In the example above, the
hyphen between 4 and 7 was typed in. It was not created
automatically by Ventura. The text attr. button performs the
same function in the dialog box as the set font button per-
forms in text editing mode.

Finally, you should be aware that the table counter and the
figure counter work independently. This allows you to
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To enter a caption for a new frame, place the text cursor in front of the end-of-file

- indicator (square) in the caption area.

separately number two different kinds of pictures in each
chapter. For instance, if we added a table to chapter four after
Figure 4-7, the table would be labeled “Table 4-1.” Obviously,
you can label these pictures anything you want. You could
just as easily call them Illustration 4-7 and Chart 4-1, if you
prefer. Likewise, you do not have to include the number of the
chapter in the label.

Enhancing the Caption
By attaching the caption with the dialog box, you have un-
wittingly done two things: First, you have created a small cap-

tion frame that butts up against the original one.

¢ Important: This caption frame is permanently bound to the
original frame. Move or delete the original frame and you
automatically move or delete the caption frame (and everyth-

ing in it.)

Second, when you created the label you also created a new
tag in the assignment list. If you used the FIGURE # button this
tag will be called Z_LABEL FIG. If you used the TABLE # button it
will be called z LABEL TBL. A few words about these new
“generated” tags: First, the letter Z has no significance. It was
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You can alter the numbering sequence for figures by calling up the figure counter

dialogbox.

chosen simply to guarantee that these tags would always ap-
pear at the bottom of the alphabetical assignment list.
Second, you cannot change their names. Third, you cannot
tag the label with anything else—in other words, you can’t
decide to relabel it as a Headline.

But you can treat these tags just like any others when it
comes to altering their attributes. When first created, these
tags automatically take on the characteristics of body text. To
make them look different, use the paragraph menu as you
would with any other tag.

So much for changing the appearance of the label. But what
if you want to add text to the caption? Simply go to the cap-
tion frame, enlarge it, and type in the additional words.

Here’s how it works: Make sure you are still in frame setting
mode. Select the caption frame and stretch it until it is at least
twice as large. Now switch to text editing mode and select
SHOW TABS AND RETURNS from the options menu. You will see
the end of file marker displayed in the caption frame on the
line underneath the label (see Figure 6-17). Simply position
the text cursor right in front of the end of file marker and start
typing. If you run out of room, stretch the caption frame as far
as needed to accommodate the extra text.
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The text you type in this way will be stored in the caption file
for this chapter, along with the label you created earlier. And,
like the label, this text will be assigned its own tag, with the
name Z_CAPTION. As with the Z_LABEL tags, you can change the
attributes of this tag, therefore changing the appearance of all
the captions throughout the document.

All the other rules of tags apply to Z tags. In the examples
discussed above, the Z LABEL and Z_CAPTION tags appear on
separate lines. If you prefer, they can appear on the same line.
Refer to Chapter Eight, Advanced Functions, for tips on how
to use Ventura’s relative indent and breaks options to make
two different tags appear on the same line.

So far we've discussed how to enhance the caption by alter-
ing the tags and by adding text. You also have the option of
changing the number Ventura inserts into the label. Unless
you tell it otherwise, Ventura will start numbering from the
number one and use an Arabic numeral.

To change the number, select the FIGURE COUNTER from the
frame menu (or TABLE COUNTER if you are working with a
table). The dialog box shown in Figure 6-18 will appear. If you
are printing the parts of a long document separately, use WITH
NUMBER to set the correct starting number. If you do not
change this number, Ventura will assume you wish to start
with number one.

The bottom half of the dialog box permits you to choose the
format of the numbers. You can choose arabic or roman
numerals or you can have Ventura spell out the numbers. You
can also choose letters instead of numbers to sequence
figures or tables, with full control over capitalization.

Tips for Working with Captions

If you have many captions, set and label them using the
ANCHORS & CAPTIONS option from the frame menu, but type
them in using a word processor. Load the CAP file as you
would any other text file. Remember to work in ASCII {(non-
document) mode in your word processor. Ventura expects its
caption file, which always has the extension CAP, to be in
straight ASCII and cannot accommodate other formats.
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+ Caution: Be careful not to delete any paragraph returns in the
CAP file. Ventura keeps track of its captions by counting them.
If you delete a return, you’ll throw off the numbering, and cap-
tions will appear in the wrong frames.

Use copy and paste to create multiple graphics with the
same caption label. First create an empty frame. Then access
ANCHORS & CAPTION SETTINGS to position the. caption and
specify a repeating label. Enlarge the size of the caption
frame to accommodate the longest caption. Next, select COPY
FRAME from the edit menu. This places both the empty
frame, and its adjacent caption, into temporary memory.
Then just use the Ins key to paste a copy of this frame onto a
later page. Ventura will not only include the caption frame, it
will even update the label with the figure or table number.

Check the caption file separately with a spelling and/or
grammar checker, just as you would check any other file.
Don't forget to use ASCII format.

You cannot edit the labelin text editing mode as you can
the rest of the caption. To change the label, use the CAPTION
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SETTING option from the frame menu to return to the original
dialog box.

Don't get overly frustrated by the process of getting cap--
tions to look the way you want. Remember that you are
creating tags that can be reused over and over again. Once
you have fine-tuned the format and the appearance, you can
reuse these settings in other documents that access the
same style sheet.

Anchoring Frames

Ventura provides a method for ensuring that frames appear
on the same page as the text that refers to it. This feature does
not have perfect judgment; it doesn’t do away with the need to
check each page. You will still have to reposition some of the

frames manually. But it can speed the layout process.

Normally, editors wait until all text changes have been made
so they can place pictures as close as possible to the text
reference. If they place pictures too early, changes to the

- chapter may cause the text to move while the pictures stay

put. By inserting a frame anchor, you insure that the frame
will move along with the text.

Perhaps the most difficult thing about anchors is that they
involve three separate options from three separate menus. It's
a three-step process: (1) insert an anchor into the text, (2) tie
a frame to that anchor, and (3) reformat the chapter (to reposi-
tion anchored frames).

To insert the anchor mark, place the cursor where the
anchor should appear. The most obvious spot is at the begin-
ning or end of the text reference. (In this book, for example, we
use phrases like “See Figure 6-5.”) With the cursor at the right
spot, select INSERT/EDIT ANCHOR from the edit menu (See
Figure 6-19). The resulting dialog box will ask for the frame’s
“anchor name.” Choose this name with care and write it down.
You must reuse it later when you tie a frame to the anchor,
and you must get it exactly right. The most obvious choice is
to name the anchor the same way you labeled the caption.
Thus, if the caption reads “Fig. 5,” then Fig. 5 is the logical
name for the frame anchor.
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However, using numbers runs the risk that things will
change. Using automatic figure and table counters (covered in
a later chapter) may change the number of the figure. Fig. 5
for example, may become Fig. 7. The frame anchor will remain
intact, however, as long as the names match, even if the
names are inconsistent with the final numbering when the
chapter is printed. To avoid this inconsistency, you may
prefer to use anchor names that describe the picture or repeat
the first few letters of the caption. Use any naming scheme
you like as long as you are consistent.

Now tell Ventura where the frame should appear. If you
want all illustrations in the same location on each page,
choose FIXED, ON SAME PAGE AS ANCHOR. For frames above or
below the text reference, choose RELATIVE, BELOW ANCHOR LINE
or RELATIVE, ABOVE ANCHOR LINE.

So much for the text anchor. It has no value, however, until
you tie it to a specific frame. That is done in frame setting
mode. First, select the frame. Then choose ANCHORS & CAP-
TIONS from the frame menu. The first line of the dialog box
says “Anchor.” This is asking for the anchor name. Enter the
same name used before.

After the first two steps, frame anchoring does not take af-
fect until you select RE-ANCHOR FRAMES from the page menu.
Then Ventura moves all the frames in a chapter to the same
page as the anchor.

This feature is merely a starting point. It may cause frames
to extend past the margins or to overlap each other. It will also
fail to move frames if the user forgets to insert a text mark or
to match the anchor names exactly. After using RE-ANCHOR
FRAMES, you must check each page and manually adjust
those framnes that are improperly positioned. Do not select RE-
ANCHOR FRAMES again or you will undo the changes.

Saving the Chapter

Your document is finished. You've loaded the style sheet,
worked with the text, and worked with the pictures. You've
paged through the document one last time to make sure
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everything looks right. Your final step, then, is to save the
work you've done.

We've placed this step last, but in reality, you should stop to
save what you've done several times during the layout
process. As with any computer application, it's smart to
periodically backup in the event of a power outage, head
crash, or other disaster. ,

To save the chapter, simply choose SAVE from the file menu.
The first time you perform this action, Ventura will ask for the
name you want to use. Give some thought to the name of the
chapter, especially if it will be part of a longer publication with
other chapters.

These codes are more than a convenience. Used carefully,
they provide a way to filter out unnecessary files using
Ventura's item selector. For example, because we always used
the VP code for this book, examining a subdirectory for VP**
files would let us see every single file created for the book. Fil-
tering with VP6*.* let us restrict things to Chapter Six only.

When you use the save function, Ventura creates and saves
a chapter file. This chapter file contains pointers to all the
other files used to construct the document, and tells Ventura
where all these elements belong. After saving the chapter file,
it saves all the other files associated with the chapter (style
sheet, text, caption, and picture files).

To work on this document from now on, simply choose OPEN
CHAPTER from the file menu. Ventura will automatically open
and load not only the chapter file, but every other file needed
to construct that document.

Now that your document is laid out and saved to disk, you
are ready to print. For tips and techniques to make printing
easier, turn to the next chapter.



Chapter Seven

Producing Oufpuf

on screen—text editing, graphics creation, style sheet

design, and page layout. In this chapter we get to the
bottom line of desktop publishing: the printed page. No mat-
ter how nice a document appears on screen, it is the paper
output that readers receive and react to.

Ventura Publisher can print anything from one page to
thousands of pages. It can use any of dozens of output
devices. This chapter will help you get a handle on all this
power and show you how to produce better printed pages. It
explores several important topics, including:

» Printing options

The work described in previous chapters has been done

« Using the print functions
+ Printing more than one chapter at a time

» Using more than one printer

Preparing laser-printed pages for offset printing
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Throughout this chapter, we use the term printing to mean
sending a document from Ventura Publisher to an output
device. We use the term lithography to refer to the process of
duplicating original pages on an offset press. Thus, when we
speak of a printer, we are referring to a piece of hardware that
outputs pages from Ventura Publisher. When we mention a
lithographer, on the other hand, we are speaking of the person
who supervises the offset printing operations.

Printing Options

Ventura Publisher has a wide range of printing options. It
supports dot-matrix printers, ink jet printers, laser printers,
and phototypesetters (via page description languages).

Which output device is best for you? As we’ll see below, you
can easily configure Ventura Publisher to work with more
than one printer, so you can use the one that's most ap-
propriate for the task at hand. When it comes to buying a
printer, you'll have to carefully analyze your budget and your
needs.

Dot-matrix printers are the least expensive alternative. Ven-
tura Publisher supports the IBM Proprinter and the Epson
MX-80, FX-80, and RX-80, plus any other brand capable of
emulating one of these devices.

Warning: Some inexpensive laser printers advertise Epson
compatibility. Ventura Publisher can drive these machines in
Epson emulation mode, but the output will be at dot-matrix
resolution (120 x 140), not at the 300 dpi maximum resolution
of the laser printer.

Frankly, we can’t recommend dot-matrix printers for busi-
ness applications. Although it is surprising how far Ventura
Publisher can push the limits of these inexpensive devices,
the final output simply is not up to professional standards.
The whole point of desktop publishing, after all, is to create
top-notch pages.
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Nor is a dot-matrix printer a good option as a proofing
device. Theoretically you might produce dot-matrix pages for
proofreading, then transmit them (via phone or disk) to a laser
printer or phototypesetter for final output. But printing a page
on a dot-matrix printer is so slow that it is almost certain to
create a production bottleneck if you produce more than a
page or two per day.

If for some reason you must use a dot-matrix printer with
Ventura Publisher, we recommend use of a print spooler
(software) or print buffer (hardware) to permit you to continue
using the computer for other tasks during the many minutes
it will take to print each page.

The Xerox 4020 color ink jet printer produces text and
graphics in up to eight colors at up to 240 dpi. This resolu-
tion makes it unacceptable as camera-ready art for most
professional-quality publishing applications. However, the
4020 could serve as a useful output device for producing
color originals for many types of in-house documents, in-
cluding business charts, maps, and presentation materials.
It might also be useful as a proofing device for documents
produced via color offset lithography.

+ Note: Color separations for offset printing can (and should be)
produced on a higher-resolution laser printer using the techni-
que explained later in the chapter.

The Hewlett-Packard Laserjet has both pros and cons. One
the plus side, it is supported by many software packages—
an important consideration if you use the computer and
printer for other tasks. We highly recommend you use the
Laserjet Plus or Series II rather than the original Laserjet,
which prints pictures at only 75 dpi and cannot use the
downloaded fonts included with Ventura Publisher. The
Laserjet Plus will print graphics at 150 dpi or 300 dpi.
However, it comes up short in the area of graphics and
typesizes when compared with printers equipped with a page
description language (see below). The newer Laserjet Series II
printer from Hewlett-Packard is fully compatible with the
Laserjet Plus and thus works well with Ventura Publisher.
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The Xerox 4045 laser printer is roughly equivalent to the
HP Laserjet Plus in typestyles, point sizes, and graphics
capabilities. It does, however, offer a unique advantage: a
built-in convenience photocopier suitable for light-duty ap-
plications. The 4045 Model 50 features 1.5 megabytes of
memory, which allows graphics to be printed at a full 300
dpi.

The JLaser board from Tall Tree Systems offers certain ad-
vantages. The board plugs directly into your computer. It can
drive several different laser printers, including some models
that are not otherwise compatible with Ventura Publisher.
Because the JLaser board contains 2 megabytes of RAM,
printing is faster than with many other laser printers. That
RAM can also be used for other tasks. It can act as extended
memory for other programs, or as an image buffer for a scan-
ner. In the area of typestyles and sizes, however, the JLaser
does not yet match the flexibility offered by a page descrip-
tion language. However, third-party fonts available for the
Hewlett-Packard Laserjet Plus can be output on JLaser
printers using Ventura Publisher.

The Cordata Laser Printer, like the JLaser, uses a board
that resides inside the computer to drive the printer. It thus
produces pages faster than similar printers whose controller
is inside the printer itself. It can access the same fonts as
the JLaser board.

The AST TurboLaseris an 8-page-per-minute model that
can produce pages very quickly. Unlike the other printers, it
is based on a laser printer engine manufactured by Ricoh.
This engine is heavier-duty than the Canon-based printers
and can handle more pages in the paper tray.

Printers with page description languages offer the most
flexibility. Although slower than some other printers, they
can produce more typesizes and more graphic effects. The
Apple LaserWriter and LaserWriter Plus are currently the
most widely used printers in this category. The following sec-
tion gives more details on the important topic of page
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description languages and what they mean to the Ventura
Publisher user.

Phototypesetters. Most people associate desktop publishing
with laser printers. But thanks to the power of page descrip-
tion languages (see below), Ventura Publisher users can also
send their documents to phototypesetters. There are typeset-
ting service bureaus around the country that can accept
documents via disk or modem. These documents are printed
on a phototypesetter equipped with a page description lan-
guage, and the resulting high-quality pages are shipped back
to the client. This option is particularly useful since Ventura
lets you use inexpensive laser printers to create paper copies
for proofreading. When everything is perfect, the document is
sent to the typesetter for the final version. You will find more
information on using more than one printing device later in
the chapter.

Alternatively, certain third-party manufacturers have
developed typesetter drivers for other models of typesetters
that do not use a page description language. For example,
Edco Services Inc. offers a Ventura driver for the Linotype 202
typesetter. This model cannot output pictures, however.

Page Description Languages

A page description language is a software program that con-
trols how an output device puts text and graphics on a page.
These languages endow a laser printer (or other output device)
with more power and flexibility.

In addition, page description languages are device indepen-
dent. A single page description driver can send pages to any
compatible printer. Without a page description language, each
separate printer requires a separate driver.

Ventura Publisher supports two page description languages:
PostScript and Interpress. Although each has its unique
strengths and weaknesses, PostScript is currently in the
widest use. PostScript is not only supported by numerous
laser printers, but also by phototypesetters.

If your budget permits, we recommend a laser printer with a
page description language. In many cases, page description
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languages are available as add-on upgrades to ordinary laser
printers. These upgrades are available from the original
manufacturers and from third-party vendors.

Printing a Single Chapter

To print a single chapter, use the TO PRINT option from the
file menu. Printing more than one chapter and changing to a
different printer are described separately below.

The PRINT dialog box controls single-chapter printing (see
Figure 7-1). It allows you to print all the pages in the chapter,
a selected range of pages, or only the “current” page— the page
you were on when you entered the dialog box. You can also
elect to print only the left-hand or right-hand pages. This
makes it easy for you to perform double-sided printing. First
print the right-hand pages, then invert and reinsert the out-
put pages into your laser printer in order to get double-sided

pages.

+ Note: Use this technique only if you are producing a small
number of final copies of your publication. If you are producing

Desk JFSCN Edit View Page Frame Paragraph Graphic Dpt:lons
C:\TYPESET\UNTITLED.CHP

PRINT INFORMATION

Which Pages: - | Selected | | Left | | Right | | Current |

Fron Page: 8081|
Through Page: 9999
Number of Copies: 01

Collated Copies: |
Printing Order: X

Configuration: POSTSCRIPT, LPT1:

Paper Tray: [(A1e 81 ] [Ait #2 ] [MHanual |
Halti-Chaprer: |All in One File | [ Each in Separate file |

Crop Marks: Con] 1 ok | [Cancel]
1

Figure 7-1
The print dialog box.
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final output on an offset press, your lithographer will require
single-sided original pages.

If you print more than one copy, you may choose between
collated or uncollated. For example, suppose you want to
print five copies of a 20-page chapter. If you choose COLLATED
COPIES OFF, Ventura will print five copies of page 1, five copies
of page 2, and so on. If you choose COLLATED COPIES ON, Ven-
tura will print pages 1-20, then start over and print 1-20
again, and so on until it has produced five copies of the chap-
ter. COLLATED COPIES OFF greatly speeds print time.

If your printer stacks pages face down in the output tray,
choose 1ST TO LAST printing order. If it stacks pages face up,
choose LAST TO 1ST. This strategy avoids the need to reshuffle
the pages after printing to put them in proper reading se-
quence.

The CONFIGURATION line is for information only. It displays
the name of the printer (or disk file) you have specified using
SET PRINTER INFO from the options menu (see below). The
MULTI-CHAPTER line does not operate when printing only one
chapter.

The paper tray option applies only if your printer has more
than one printer tray available. If your printer has a manual-
feed option, you may select the manual button to bypass the
paper tray.

Multi-Chapter Operations

Printing more than one chapter at a time is a two-step
process. First, you create a publication. A publication is a list
of the chapters to be printed, in the correct order. Once you
have a publication, you can use it to (1) print all the chapters
at once, (2) create a table of contents, (3) create an index, and
(4) archive the publication (make a backup copy).

Creating a Publication

All multi-chapter operations occur from the MULTI-CHAPTER
dialog box (see Figure 7-2). Building a publication is as simple



214

Inside Xerox Ventura Publisher

as telling Ventura Publisher which chapters to include in
which order. It's important to realize that a publication does
not alter or move chapters in any way. It is simply a list that
tells the program which chapters to work on. This list is
stored in a file with the extension PUB.

To create a new publication, select NEW from the secondary
menu at the right of the dialog box. Add chapters by selecting
ADD CHAPTER from the secondary menu. An item selector will
appear. Click on the name of the chapter you wish to include.

Continue this process to add as many chapters as neces-
sary. To delete a chapter added by mistake, click on the chap-
ter name and use REMOVE CHAPTER. Drag with the mouse to
move chapters up or down the list to change the order in
which they will be printed.

Warning: The OPEN command can be confusing. Normally it al-
lows you to reopen a publication that already exists. But if
you click on the name of a chapter before choosing OPEN, it will
display the names of the files associated with that chapter.
You must select CLOSE to return to the original display.

Once the list of chapters is in the right order, save it using
SAVE AS.... The PUB extension will be added automatically.

TECKDOC

CAPTIO

ew Page Frame Paragraph Graphic iN%1

. C:\ TYPESET\GBRO- L2 . CHP
C:\TYPESET\&BRD-P3.CHP | Jeseeemiecans

Figure 7-2
The multi-chapter dialog box lets you bind several documents into a large
publication.
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+ Note: You must save a publication before you can do anything
with it. The publication must also be open before you can
print, build indexes, or archive. Use the OPEN option to reopen
a publication created previously.

Printing the Publication

To print a publication, open it (or build it) and make sure
the list shows all the chapters in the correct order. If you have
a table of contents and an index, be sure to put them in their
proper sequence. Now select PRINT from the secondary menu.
The PRINT dialog box we have seen before will appear (refer
back to Figure 7-1). Use the dialog box just as you did to print
a single chapter.

+ Note: The MULTI-CHAPIER line in the dialog box does not
operate unless you are printing to a disk file, as described
later in the chapter.

When you click OK, Ventura Publisher will print each of the
chapters in order. It's as if you have created a large “macro”
file. This macro file opens each chapter in turn, prints it,
closes it, and then gets the next one.

Ventura Publisher’s multi-chapter printing operation does
not number pages consecutively across chapter boundaries.
Unless you tell it otherwise, each chapter will start again from
page 1. To number pages consecutively, you must use the
CHAPTER COUNTER and PAGE COUNTER options from the page
menu while in each chapter.

Here’s how to achieve consecutive numbering: Load chapter
one. Press END to go to the end of the file. Note the page num-
ber. For the purposes of example, let’s say it's a 15-page chap-
ter. Now load chapter two. Use CHAPTER COUNTER to reset the
chapter number at 2. Use PAGE COUNTER to reset chapter two’s
numbering to start at 16—one more than the last page in
chapter one.

Continue this process for each and every chapter. Do not
print until you've completed them all. If you add or delete a
page in any chapter, you must renumber all the chapters that
follow. You must take these numbering steps before you
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create a table of contents or an index to get correct page num-
bers.

+ Note: Publishers of books and manuals often want each chap-

ter to start on a right-hand page. This sometimes requires the
insertion of a blank left-hand page between a chapter and the
one that precedes it. Be sure to create this blank page (using
the insert/remove page feature from the page menu) and
count its number. A blank left-hand page is required if the
preceding chapter ends on a right-hand page.

+ Caution: When setting up PAGE LAYOUT in the page menu, the

user must specify whether to start on right hand pages or left
hand pages. If you want chapters to begin on either page, you
must create two style sheets. They will be identical except for
the left hand/right hand page layout specification. Before
printing each chapter, you must determine whether it is to
begin on a left page or a right page, then load the correct style
sheet. :

Creating a Table of Contents |
Once you've created a publication, you can use it to build a
table of contents (TOC). Ventura will scan the chapters for the

|l GENERATE TABLE OF CONTENTS

TOC File: C:\TYPESET\IRVPTOC.GEN
Title String: Table of Contents

Level 1: [*CHAPH]:[=TITLEI®[P#]

Level 2: [*HEAD1]+[PH]

Level 3: [+HEADZ2{+[PH]

Leval 4:

Level 5:

Level 6:

Level 7:
Level 8:
Level 9: -
Level 18 ':5
Inserts: | Tag Text | | Tab | | Chapter # | | Page # | -
—
\ | OK | | Cancel | :utcn‘E
]
Figure 7-3

You create atable of contents by specifying which tags should be includedin
each level of the contents.
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tag names you specify. It will list the text and the correct page
number in a separate file. This file can then be printed
separately like any other Ventura document.

The easiest way to understand this is to follow an example.
Here’s how we built the TOC for this book. First we created a
publication. In our case, it was called IXVP.PUB. With this
publication open, we selected MAKE TOC from the secondary
menu, which brought up the dialog box shown in Figure 7-3.

As you can see, Ventura Publisher permits up to 10 levels.
In practice you'll rarely want to use more than three or four.
We used three levels. We started by telling Ventura what to
print on the first level. If you look at Figure 7-3, you'll see that
we instructed it to print the number and name of each chap-
ter, followed by page number. On the second level we asked for
the first major heading and the page number. And on the third
level we placed the minor headings and their page numbers.

Given these instructions, Ventura searched through all the
chapters and extracted the information necessary to create
the Table of Contents. Turn to the Table of Contents in the
front of the book to see the results.

That's the basic concept. Now for the details. We started by
entering a name for the TOC on the TITLE STRING line. We
chose “Table of Contents,” but we could have used “Contents”
or any other appropriate title.

Next, we told Ventura which tag names to look for. We did
this using the INSERTS buttons at the bottom of the dialog box.
To enter the tag name for chapter numbers in Level 1, we
placed the text cursor on the line and clicked on TAG TEXT.
Ventura placed this code on the line:

[*tag name]

We erased “tag name” and substituted the actual spelling of
the tag we wanted Ventura to search for—in this case, CHAP#.
The end result was a code that read:

[*CHAP#]

¢ Using the INSERTS buttons is a convenience only. We also
could have typed this code in directly.
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On Level 2 we used three INSERTS Buttons. First we selected
TAG TEXT again and substituted the tag name HEAD1. Next we
clicked on TAB to insert a tab character. If you refer to the
Table of Contents at the front of the book, you'll see that we
used this tab stop to put the page numbers at the right hand
side of the page. Finally, we used PAGE # to instruct Ventura to
find and save the page number where it found each instance
of the HEAD1 tag name. Clicking on PAGE # caused Ventura to
insert the code [P#] onto the line. '

Because we use consecutive numbers in this book, we did
not make use of the CHAPTER # Button. If we had wanted our
page numbers to include the chapter number (as in 1-1, 2-1,
3-1, etc.), we would have entered the chapter number code
and the page number code separated by a hyphen or en dash:
[C#]-[P#].

Table 7-1
Elements of an Index

Line Controls Default Result of default setting

Before #s the characterthatwillap = = (tab character) The tab character allows
pear before the page num- you fosetatabstop to
berin the index control the position of the

number on the page

For Each # which numbers are ex- [C#)-{P#] - [C#]-[P#] Chapter and page num-
tracted from each chapter bers separated by a dash
and placed into the index {for example, 7-12)
file

Between #s the punctuation placed bet- , (comma space) Acomma and a space be-
ween numberswhenan tween each number (for ex-
index entry appearson ample, 7-12, 8-3,9-19)
more than one page

After #s the punctuation that ap- nothing No punctuation after the
pears after each number numbers

See what text is used to refer See Duplicate
readers to a cross See Copy
reference

See Also what textis used fo refer See Also Text
readers to an additional See also Word Processing
reference
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Formatting the TOC file

When you use MAKE TOC as described above, the result is a
separate file. Ventura will automatically use the name of the
publication to create a name for the TOC file. To do so, it
changes the last six letters, substituting the letters TOC.GEN.
In our case, the name of the publication was IXVP.PUB, so Ven-
tura generated a TOC file called IXVPTOC.GEN.

We formatted this “raw” file by loading it into a new chapter
we called VPTOC.CHP. To make it easier on us, we created a
new style sheet specifically for the Table of Contents. If we had
wanted, however, we could have included the tags for the Con-
tents page in our standard style sheet. Once Ventura has
created the TOC file it can be modified and printed like any
other text file with one exception.

That exception concerns tag names. When Ventura builds
the TOC file, it automatically generates tag names, one for the
title (z_TOC TITLE) and one for the rest of the text (Z_TOC). As
with all tags generated by Ventura, the names cannot be
changed.

¢ Warning: Generated tags do not appear on the assignment list
unless you so request using the SET PREFERENCES dialog box.

Creating an Index

Creating an index is similar to the process of building a
TOC. To build a table of contents Ventura searches for tag
names and tells you what page they’re on. To create an index,
it searches for index marks.

These index marks are inserted into each chapter using IN-
SERT/EDIT INDEX... from the Edit menu (see Chapter Six). As-
suming these marks already exist, you can create an index file
by opening a publication and choosing MAKE INDEX... from the
secondary menu. The GENERATE INDEX dialog box will appear
(see Figure 7-4). _

This dialog box controls what Ventura will place into the
index file. As with the TOC file, you will create a new chapter,
load in the file, then format and print it as you would print
any other document.
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Let’s step through each line of the dialog box to understand
how it works. INDEX FILE displays the name of the file Ventura
will create. Ventura names this file by substituting IDX.GEN for
the last six letters of the publication name. For instance, our
publication was called IXVP.PUB. Ventura named our index file
IXVPIDX.GEN.

TITLE STRING allows you to type in the name you wish to ap-
pear at the top of the first page of the index. Enter any ap-
propriate title, such as “Index” or “Index of Contents.”

There’s one crucial difference between a TOC and an index
file. After Ventura creates an index file, it sorts it alphabetical-
ly. The LETTER HEADINGS line inserts separate letters before
each category: An “A” before the A category, a B ahead of the
B category and so on. Turn to the index in this book for an ex-
ample.

The next six lines in the dialog box contain default settings
placed there by Ventura Publisher. Alter these lines only if you
wish something different. Table 7-1 explains each line.

We modified these default settings for this book. Since it is
numbered consecutively and does not include chapter num-
bers, we eliminated the chapter number code and the dash
([C#]-) from the FOR EACH # line. You can modify any or all of

Desk File Edit View Page Framne Paragraph Graphic R CLHE
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GENERATE INDEX
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Before #Hs:
For Each #: [CH]-[PH] - [CH]-[PH]
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Figure 7-4
The didlog box for creating anindex.
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the default settings by moving the text cursor to the line and
typing in the new setting.

Archiving a Publication

Once you create a publication, you can use it to copy and
backup your Ventura documents. See Chapter Eight, Ad-
vanced Functions, for details on this and other file manage-
ment techniques.

Using More Than One Printer

One of Ventura’s most valuable features is its ability to
change the output device. You can choose at print time be-
tween dot matrix printers, laser printers, phototypesetters, or
disk files. There are several situations where this could prove
useful:

Using a typesetting service. High-quality documents such
as magazines, advertisements, and brochures require the su-
perior resolution of phototypesetters. You might, therefore,
print the document on a laser printer for proofreading, then
send it to a typesetting service bureau for final output.

Speeding production. If you have more than one brand of
printer in your office, you might use the fastest one to
produce working copies, and another to produce final copies
of higher quality. For example, a JLaser printer can produce
extremely fast copies of a lengthy report, but it lacks the font
and graphic capabilities of a PostScript printer.

Electronic distribution. You may decide to distribute copies
of Ventura Publisher documents on diskette or via a data
communications network, rather than paper. In this case,
each recipient might have access to different output devices
than the one you used to create the document.

There are two steps to using more than one printer at a
time. The first takes place when you install Ventura Publisher,
the second before you print a document.
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Installing More Than One Printer

If you plan to use more than one printer, you must first in-
stall the driver for each one. The Ventura installation program
lets you specify each one you want to include. It also lets you
specify the communications port for each printer. Thus, it is
possible to have more than one printer connected at a time.
You might, for instance, install one printer to the parallel port
and a second printer to the serial port. Conversely, you can
use only one port and switch cables when you switch printers.

If you start with one printer and later want access to a
second machine, use the installation program to add it.

Switching Printers

If you do not specify otherwise, Ventura Publisher will use
the default printer driver. This is generally the first one you in-
stalled. To change to a new printer driver, use SET PRINTER
INFO... from the options menu. You must take two steps. First,
tell Ventura which printer you want. Second, load the proper
width table for that printer.

The first line of the dialog box (see Figure 7-5) will show any
and all printer drivers you selected when you installed Ven-
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Figure 7-5 :
The set printer info didlog box specifies both the output device and the width
table used in your document.
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tura Publisher. The default driver will be darkened. To choose
another driver, simply select it with the mouse.

¢ Note: If you are using a PostScript printer and want to use a
different PostScript machine, there is no need to switch printer
drivers. The PostScript driver can be used without modifica-
tion with any PostScript-compatible device. This same rule
holds true_for other page description languages.

When you install a printer driver, you also tell Ventura
which communications port to use. The program remembers
this information. When you switch printer drivers, Ventura
will switch to the correct port, as shown on the OUTPUT TO line.
If you've changed the setup, click on the new port and Ventura
will remember from now on.

+ Note: The option DIRECT applies only to output devices such as
the JLaser printer which use a direct connection, and not a
serial or parallel port.

If you select FILENAME, Ventura will direct the output to a
disk file, as explained below. '

So far switching printers is a simple process. But there is
one more step you must take to guarantee high quality out-
put: Use the correct width table.

Width Tables

To understand width tables (also called WID files and font
metrics), it’s necessary to understand how Ventura Publisher
works with the screen. One of Ventura's most important fea-
tures is its WYSIWYG display. What you see on the screen is
an accurate representation of the printed page.

Yet Ventura Publisher sometimes uses the same screen
fonts for different printers. To make sure those screen fonts
match the printed fonts, Ventura uses width tables. These
tables store the space each character takes on the printed
page. When Ventura displays a character on screen, it first
consults the width table. This tells it how much space to allot.
It also consults the identical width table when printing. In this
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fashion, the lines and paragraphs on the screen match those
on the printed page. ;

As long as you are using only one printer, the width table is
handled automatically. During installation, Ventura Publish-
er copies the width table for the first printer to a default file
called OUTPUT.WID. Ventura will always use this default width
table unless you tell it otherwise. And that’s just the point— if
you switch printers, you must switch width tables.

+ Important: The contents of OUTPUT.WID changes depending on

which printer you installed first. If you installed a Xerox 4045
first, it contains the width table for that printer. If you in-
stalled a PostScript printer first, then OUTPUT.WID contains the
PostScript widths.

Changing Width Tables

The FONT METRICS line shows which width table is currently
in use. To change width tables, select LOAD DIFFERENT WIDTH
TABLE. An item selector will appear (see Figure 7-6). Choose
the width table that matches the new printer. The names of
the WID files clearly identify which printer they support.

There’s a way to make sure that the width table matches the
printer. Simply check the last line of the dialog box, labeled

Desk File Edit View Page Frame Paragraph Graphic
C:\TVYPESET\RTCHD-P1.CHP (RTCHD-P1.STY) i

SET PR

ITEM SELECTOR

Devidl  pimectory: C:\VENTURA\®.WID

Screer

Figure 7-6
The item selector used for loading a width table.
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QUALITY. If it reads “Ultimate,” then the table matches the
printer. If it reads “Draft,” then you have loaded the wrong
width table.

However, there are occasions when you will want to
deliberately load the wrong width table, so one printer can im-
itate another.

Imitating Another Printer

On occasion, you may want to imitate another output
device. For example, you may want a laser printer to imitate
the final output from a phototypesetter. You can proofread the
laser printed pages, then send the document to the
phototypesetter when everything is perfect.

Consider the case of a magazine publisher who wants to
create proof pages on his Xerox 4045, then send to a Post-
Script typesetter to create camera-ready art. If he does this
without making any modifications, he’ll be in for an un-
pleasant surprise. The pages may look perfect when they
come out of the 4045, but those same pages will have flaws
when returned from the typesetter.

The reason for the problem goes back to width tables again.
Every printer uses slightly different character widths, even for
the same typestyle in the same size. The differences aren't
great, but they add up. It only takes a difference of a charac-
ter or two to push a word down to another line. It only takes
an extra line or two to throw off the formatting of an entire
page, and, therefore, the formatting of the entire document.

Fortunately, Ventura Publisher provides a simple solution.
To make one printer imitate another, simply load a different
width table. To make the Xerox 4045 imitate a PostScript
device, load the PostScript width table. It's that simple. True,
the resulting 4045 output won't look terrific— the printer will
be using the wrong spacings. But the important thing is that
lines will end where they are supposed to end and pages will
break where they are supposed to break.

¢ Note: It is not necessary to imitate one PostScript device with
another. The pages created from a PostScript laser printer will
be identical to those created by a PostScript typesetter. Only
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the resolution will differ, with the typesetter providing much
higher resolution than the laser printer. The same is true of
other page description languages.

If you will not often be imitating another printer, simply load
the different width table whenever you need it. But those
who'll be doing this routinely can take a shortcut. Reinstall
Ventura Publisher, and install the final output device first. For
example, the magazine publisher mentioned above should in-
stall the PostScript driver first. This guarantees that the Post-
Script width files will become the default. They will be saved
to the OUTPUT.WID file. As you recall, Ventura Publisher always
uses OUTPUT.WID unless you tell it otherwise.

Because the PostScript tables are stored in the default OUT-
PUT.WID file, the publisher can choose the Xerox 4045 as the
device and know that it will automatically use the PostScript
widths. He can confirm this by checking the QUALITY line to
verify that it shows “Draft.” To print a document with the
proper 4045 character widths, he need only use the SET
PRINTER INFO dialog box to install the 4045 width tables.

Note: The width table you choose is recorded in the style
sheet. If you change width tables to something other than the
default OUTPUT.WID, the style sheet will now look for that new
width table whenever it is loaded. You do not have to change
tables again unless you use a new style sheet.

Fonts

There are two types of fonts used within Ventura Publisher:
screen fonts and output fonts. When you originally installed
Ventura, you automatically installed a set of screen fonts for
your display and output fonts for your printer.

In general, your computer display has much lower resolu-
tion than your output device. Accordingly, the fonts used on
screen can never match precisely the bit-for-bit pattern
produced in your printer. Fortunately, they don’t have to— it is
the printed page, not the computer display that your readers
will receive. Thus, Ventura Publisher will always adjust the
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space between words on screen as necessary to assure that
each line and paragraph ends at the correct location.

There is a nearly unlimited number of output fonts that can
be used with Ventura Publisher. In addition to the fonts that
come with each printer, many printers can use downloaded
fonts. These fonts come on disk, either with or without match-
ing screen fonts. They may be provided by the original
manufacturer, by outside companies, or both. Ventura
Publisher provides a core set of basic fonts for most printers,
so you need not purchase standard fonts such as Dutch or
Swiss.

If the font manufacturer has provided screen fonts along
with the output fonts, you may be able to use them on your
display. The exact steps depend on the format of those screen
fonts.

If the fonts are in Ventura Publisher format and in EGA
resolution, you need only copy these screen fonts to the \VEN-
TURA directory of your hard disk. Make sure they have the ex-
tension EGA. . '

If the screen fonts are in Ventura format but not in EGA
resolution (for instance, the Adobe Macintosh fonts available
on PC format disks), take these three steps:

Copy them to the /VENTURA directory.

Rename with an extension other than EGA (for
instance, PSF for PostScript fonts).

Install these fonts by typing the new extension
onto the screen fonts line of the SET PRINTER INFO
dialog box.

If the screen fonts are not in Ventura format but they are in
Adobe Macintosh format, convert them using the ABFTOFNT
converter on the utility disk. Then follow the instructions
above for non-EGA fonts.

In the absence of special screen fonts, Ventura will use the
closest matching “generic” screen font to represent the new
output fonts.
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Figure 7-7
The add/remove fonts dialog box for a PostScript printer.

Downloading Fonts

Ventura Publisher can automatically download fonts to the
laser printers it supports. These fonts are downloaded from
the hard disk to the laser printer whenever Ventura Publisher
needs them. However, before you can use a downloaded font,
you must first include its width table. You accomplish this
through the ADD/REMOVE FONTS option from the options menu
(see Figure 7-7). The dialog box allows you to merge the fonts
from another WID file into your current WID file. Normally,
the third-party font supplier will provide you with Ventura
WID files for their fonts. (The standard fonts that come with
Ventura Publisher already have width tables.)

If you wish, you can preserve your original width table by
saving the new WID file under a different name. You can also
remove selected fonts from a width table by highlighting the
face, size, and style and then clicking on REMOVE SELECTED
FONT.

¢ Note: If you have a PostScript printer, you need not specify a

point size since every possible point size accompanies a
typeface when you install or remove it.
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The last item in the style item selector will show the word
“Download” or “Resident.” Resident means that the font is
currently installed in your printer. Download means Ventura
Publisher must look for the font on the hard disk and then
download it to your laser printer. Although this process is
done automatically, you may want to fool Ventura Publisher
into thinking that all your fonts are resident in your printer by
clicking on the word download in the style item selector for
each font. If you do this, you must make sure to manually
download each desired font using the software provided by
your font supplier. You must do this before running Ventura
Publisher. The advantage to this procedure is that it can
speed up printing considerably since Ventura Publisher need
not download fonts each time they are required.

Printing to a Disk File

Ventura includes a handy print to disk option. Refer back to
Figure 7-5 and the SET PRINTER INFO dialog box. To print to a
disk file, select FILENAME from the OUTPUT TO line. Later, when
you print, Ventura Publisher will give you the opportunity to
specify the name and location of the file. If you are printing
more than one chapter, it will also let you specify if you want
each chapter in a separate file or all the chapters in one big
file.

The resulting disk file can be sent (via modem, network, or
floppy disk) to another location for printing. It can be printed
directly using the DOS COPY command (copy the file to the
printer port instead of to another disk). Or it can be spooled,
using the DOS print spooling utility or a commercial utility.
Print spooling permits printing to go on in the background,
thereby freeing the computer for other activities.

However, these disk files can become very large. All the fonts
that have been downloaded are sent to the file. This creates
huge files with the Laserjet Plus. If you frequently print to
disk, consider making all the fonts appear to be resident to
Ventura. You do this by loading the fonts in advance using the
utilities supplied with the printer. Don’t turn off the printer or
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you will have to reload the fonts. Then you tell Ventura that
the fonts are resident using ADD/REMOVE FONTS from the op-
tions menu. The print file will be much smaller and the print
time much faster. ‘

Warning: If you are sending the disk file to another location,
be sure to specify the correct printer and width file before
printing to disk. For the best quality, these specifications
should match the printer setup at the other location.

Note: If you spool a Ventura Publisher print file to your printer
using the DOS PRINT command, you may need to invoke the
/B command to warn your printer that nontextual commands
reside within the file. See the DOS manual.

If you are using a PostScript printer, you can print a one-
page document to disk and then later use that document
within another Ventura chapter. Load the print file using the
LOAD TEXT/PICTURE command and specify PostScript as the
line art format. You can then crop or scale this figure as you
would any other graphic. The PostScript page does not appear
on the screen (an X shows the spot) but it does appear on the

- printed page.

Binding Pages

Many Ventura Publisher documents will be used as camera-
ready art for offset printing. (We offer guidelines for offset
printing below.) In this case, the lithographer handles the
issue of binding the output. But some Ventura users will dis-
tribute laser-printed originals or photocopies of Ventura
Publisher pages. In that instance, it's up to the user to take
care of binding.

Three-hole punching is the simplest, easiest way to bind
pages. It is appropriate for certain manuals and reports, par-
ticularly if they are subject to frequent revision. It’s simple to
snap out just one section and replace it with a new one. Pay
special attention to the inside margin to allow enough room
for the holes. We recommend leaving an extra 3 picas (half
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inch). In other words, if you normally leave 3 picas, leave 6
instead. Although a three-hole punch is adequate for small
jobs, those who do more than a few dozen pages should con-
sider buying prepunched paper. It is available from most
suppliers at prices only slightly higher than ordinary paper.

¢ Disadvantage: Three-ring bindings have a distinct “school-
book” connotation. Although practical, they do not convey a
slick, professional image.

Comb or spiral binding is appropriate for short manuals
and other applications where the user will want to lay the
book flat. The Ibico binding system, for example, consists of
a paper punch and an insertion tool for the plastic combs
that hold the pages together. Spiral bindings of more than
about 100 pages are often inconvenient to use. As with
three-hole punching, leave an extra 3 picas (half inch) on the
inside margin.

+ Disadvantage: Spiral binding has the same “inexpensive” con-
notations associated with three-ring binders.

Velobinding does not steal as much space as spiral and
three-ring binding. It is more secure than either, with less
chance of losing pages. And, Velobind offers a more profes-
sional look. We feel many desktop publishers undermine
their efforts by using amateurish bindings to hold together
their documents.

+ Disadvantage: Velobound documents cannot easily lie flat
when opened.

Guidelines for Offset Printing

Some users will distribute laser-printed pages of their Ven-
tura Publisher documents. But many others will use those
pages as camera-ready art. The pages will be taken to a lithog-
rapher, where they will be used to create printing plates. The
tips and techniques outlined below will help you improve the
quality of pages intended for offset printing.
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Creating Windows for Photos

As we saw in Chapter Four, Ventura Publisher allows you to
bring pictures directly into the document. But you may some-
times prefer to leave “windows” (spaces) in the document
where photographs can be inserted using traditional
methods. There are several reasons to consider this approach:

 To incorporate high-quality halftones.
« To incorporate color artwork.

 To allow space for artwork that will be photographically
enhanced.

+ To allow space for artwork that is not yet completed or
that will be supplied by another party.

« To allow space for an oversize picture such as a poster
or blueprint that will be reduced in your document.

In general, neither laser printers nor scanners are quite
capable of reproducing high quality photographs, as ex-
plained in Chapter Four. The quality may be acceptable for in-
house publications or certain tabloid newspapers. But for
professional books, magazines, brochures, and advertise-
ments, you will probably want to handle photographs in the
traditional manner.

Here’'s how to prepare the Ventura pages to receive those
photos: First, decide which photographs you plan to use, and
where they belong in the text (approximately). Next, create an
empty frame to accommodate the photograph. When choosing
the size and shape of the frame, keep the subject of the photo
in mind. If you are using a shot of Wilt Chamberlin, for ex-
ample, do not make the frame wider than it is tall. If you are
using a photo of a dachshund, do not make the frame taller
than it is wide. Add a caption to the frame, as you would with
any other pictures.

Keep in mind that you don't need to use the entire contents
of the photo; you may “crop” it by selecting new top, left, right,
and bottom edges. In this case, make sure that the shape
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(aspect ratio) of the frame matches that of the cropped image
area.

You may want to add a ruling box around the empty frame.
This gives positioning information to the lithographer. Alter-
natively, consider setting the frame background to black, so
the frame will print as a solid black rectangle. Depending on
the prepress process used by your lithographer, black win-
dows may make it easier to insert photographs. (Consult your
lithographer to see if this is required.)

Next, draw lines on the border of the photo to indicate the
cropping region (the portion you want to save). Finally, com-
pute the percentage of enlargement or reduction necessary to
make the cropped photo fit the empty frame. To do this, divide
the width of the cropped photo by the width of the frame and
multiply by 100%. Write this number on the back of the photo
with a felt pen so the lithographer will know how much to en-
large or reduce the picture.

Proof Photos

You may want to consider a second approach for
photographs. Use a scanner to digitize the photos, then place
them into the Ventura document. These low-quality digitized
images serve only as proofing copies; the actual photos will be
reshot by the lithographer as explained above. The advantage
is that you see a complete “mockup” of every page before
sending it off. What's more, it's easier for the lithographer to
avoid mixing up photos when he or she can refer to actual
low-resolution sample pages.

Scan photographs as discussed in Chapter Four. Use the
scanner’s software to crop the photo. Create frames just as if
you were going to make blank windows for the photos. But
now you will fill those frames with the digitized photos using
the LOAD TEXT/PICTURE dialog box. After loading the photo,
select SIZING & SCALING from the page menu and select FIT IN
FRAME. If the shape of the frame corresponds to the shape of
the cropped photo, the photo will fill the frame without sig-
nificant distortion. Note: We don’t recommend using FIT IN
FRAME or fractional scale factors when you are dealing with
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scanned images that will actually be used as final camera-
ready artwork. Use the technique described here only for
proofing purposes.

+ Note: Use this technique only for scanned images used for
proofing purposes. Scanned images used for final camera-
ready copy should be original size if possible.

Tips for Photos

When sizing photos, pay attention to the relative sizes of
objects in nearby pictures. If you have a picture of a building
next to a picture of a thumbtack, for instance, do not enlarge
the thumbtack so that it looks bigger than the building.

If you routinely used standard sized windows for photos,
consider using the advanced tag technique described in
Chapter Nine. This technique is faster than placing frames
for creating blank spaces.

Color Separations
You do not need a color monitor or a color printer to create
color pages. Ventura Publisher’s style sheets provide a power-
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You can specify an dlternate color using the font dialog box.
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ful and convenient method for creating separations. With
these separations, a lithographer can create color pages.

Let's briefly review how color is applied to printed pages. To
keep things simple, we'll use a two-color example: An adver-
tisement with black body text and a red headline. (The same
basic concepts apply to four-color printing.)

To create this color effect, the lithographer sends the pages
through the press twice: once for the black text, once for the

- red headline. It’s obvious, therefore, that the lithographer.will
need two versions of the document. One will contain only the
words printed in black. The other will be blank except for the
headline to be printed in red.

To create two versions of the document in Ventura
Publisher, we will use three different style sheets. These three
style sheets will be identical in every way except for the color
of certain tags. Color is specified in the FONT dialog box (see
Figure 7-8).

Think of the first version as the “composite” style sheet.
We'll call it COMP.STY. It exists so you can see how everything
looks together. All the tags in COMP.STY have a color of black in
the FONT dialog box. Since black is the default option, you
don’t have to do anything different to achieve this.

The second version of the style sheet, BLACK.STY will show
only the black text. All the tags will still specify black except
Jfor the headline tag. The headline tag will be set to white. As a
result, the text of the headline will still be in the document,
but it will disappear (white text on a white background cannot
be seen). Before you do anything else, save this version of the
style sheet under its new name. This will prevent you from in-
advertently modifying COMP.STY. Now print the chapter to ob-
tain a version of the document with everything in its proper
place minus the headline.

The red version of the style sheet, RED.STY will use the same
approach in reverse. Change the headline tag back to black to
make it visible again. Now go through all the other tags in the
document and change them from black to white. This will
make all the other words invisible except for the headline.
Before you do anything else, save the red version of the style
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sheet under its new name. Now print out the chapter again.
This time you'll get a version of the document that shows only
the headline..

Building three style sheets takes extra effort the first time
around. From then on, however, creating two-color separa-
tions is quick and simple. Create the document with
COMP.STY. When it looks right, load BLACK.STY and print. Now
load RED.STY and print again. You're done.

If have a color monitor, you can take the whole thing one
step further. Create COMP.STY just as explained above, but
specify a color of red for the headline tag. Now the headline
will display in color on the monitor. This may make it easier to
visualize the effects of your color choices. (Incidentally, if you
use COMP.STY to output to a laser printer, the headlines will
print in black.)

Four-color work uses the same basic principles. Instead of
two style sheets, you will need five: one composite for the en-
tire document, and one each for black, cyan, magenta, and
yellow.

Note: Some printers, such as the Laserjet Plus, cannot print
white text and therefore cannot create color separations.

Working With Your Lithographer

Check with your lithographer before you take in laser
printed pages for reproduction. She may be able to suggest
steps you can take to improve the quality of the finished
product. The exact recommendations will depend on the
equipment she owns and the way she prefers to work. Some of
the possibilities include:

» Using special paper in the laser printer.

+ Over- or underexposing the negatives to “fill in the dots”
and make letters appear more dense.

» Photoreducing the final pages by 10 or 20 percent to
make the low resolution less apparent.
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With the conclusion of this chapter, we have now covered
the basics required to produce a Ventura Publisher docu-
ment. These essentials are all you need to know to build
straightforward, everyday applications.

For those of you who want to go further, who want to
achieve true high-performance desktop publishing, we offer
two more chapters. These final chapters explore the advanced
functions and special techniques that turn Ventura Publisher
into a desktop publishing powerhouse.






Chapter Eight

Advanced Functions

prehensive discussion of Ventura Publisher’s basic fea-

tures. In this chapter, we move on to its advanced
functions. Novice desktop publishers will probably not make
u