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INTRODUCTION

How to use this documentation

Installation

User interface

Training

Menu options

Examples

Problems

READ THE NEXT TWO PAGES,
EVEN IF YOU DON’T READ ANYTHING ELSE.

Many people read their user’s manual only as a last resort. If you are
one of those, the next two pages tell you where to find information when
you need it.

To learn how to install Ventura Publisher for Windows, follow the
procedures in the Ventura Publisher Installation and Configuration
Guide.

Read the User Interface chapter to learn about the components of the
screen, dialog boxes, using the mouse, and about keyboard shortcuts.

To learn how to use the basic features, perform the exercises in the
Ventura Publisher Training Guide. Chapter 3 of this Reference Guide
describes each of the main tools used for creating documents in Ventura
Publisher as well as their use. Also included in Chapter 3 is information
on Ventura Publisher’s file structure, and how to create the basic types
of documents typically generated using electronic publishing.

The Menu Options chapter contains a complete list of the options
available in each menu and in the button bar.

To learn by looking at examples, select the Open Chapter option in the
File menu and then select the example chapters contained in the
TYPESET sub-directory. The style sheets associated with each of these
chapters are shown in Appendix J.

If you have a problem, read through the Troubleshooting appendix
(Appendix C). You should also consult the Troubleshooting heading in
the index.

Introduction
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Advanced Other useful information about advanced installation, printers, word
operation processors, and advanced operation is contained in the various appen-
dices.

Cautions

Do not use the Windows File Manager or the DOS COPY command to
copy chapters. Use the Manage Publication option dialog box Copy
All option instead (refer page 5-47).

One final suggestion: don’t lose your work due to a power outage or
computer malfunction. Save your work often!

Technical support

Refer to the Product Registration booklet for details about telephone
support.
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Features and limitations

Features Ventura Publisher for Windows is a professional page layout and docu-

Limitations

ment composition system that lets you create typeset documents by
automatically combining text from word processors with pictures from
popular graphics software programs. Line art can be generated in CAD
or other drawing packages and directly placed anywhere in a document.
Images created by a graphic artist can be digitized with a scanner,
converted to GEM, PCX, EPS, or TIFF file format, and then displayed,
scaled, cropped, and moved on the computer screen. You can also create
simple drawings directly in Ventura Publisher.

The resulting pages are formatted automatically by style sheets. A style
sheet is a computer file which contains typographic attributes (e.g.,
fonts, ruling lines, inter-line spacing.) These attributes are grouped
together into tags which can then be applied to each paragraph in your
document. By applying a tag to a paragraph, you change the typographic
attributes for that paragraph. The same style sheet can be used for
many documents, resulting in consistent typography from one document
to the next. Also, a style sheet designed by a typographic professional
can be used by an amateur to produce sophisticated documents.

Ventura Publisher makes a unified chapter of each document by creat-
ing a unique chapter file for it. The chapter file binds together all the
separate text, graphics, and style sheet files associated with a particular
document and tells the computer where to look for them and how to
place them on the page.

Ventura Publisher is designed to handle large amounts of data in order
to create extremely large chapters and publications. Ventura Publisher,
however, does have its limitations. The following table lists the opera-
tional limitations of Ventura Publisher.

Max. number of files handled per chapter .......... 128
Max. number of pages per chapter ................ 9,999
Max. number of tags per stylesheet ............... 128
Max. number of colors per style sheet ............. 253
Max. number of files listed in the Open File dialog box 128
Max. number of chapters per publication . .......... 128

These are operational limits of the Ventura Publisher program itself.
Your chapter and publication size may be further limited by the avail-
able memory in your computer.
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Typographical conventions

Typographical conventions

In this manual, the I3¥" callout emphasizes important points.

When a specialized term is used for the first time, it appears in italics.
Ventura Publisher chapter names mentioned in the text appear in
upper-case letters, as do computer file names and directories.

The names of menus, and menu and dialog box options when they refer
to actions which you should perform appear in boldface type (e.g.,
Chapter menu, Spacing option button). References to information that
you are required to enter in a dialog box entry field or in a chapter will
appear in monospaced type (e.g., This is an example).

Throughout this manual, when you see Enter you should press the
Enter key (sometimes called the Return key). Additionally,

The term Cursor refers to the screen cursor that moves when you move
the mouse. The shape of this cursor depends on the function selected,
and on the nature of the action being performed (see figure 2-5 on page
2-12).

The term Text Cursor refers to the vertical line cursor that indicates
the location where text is currently being added or deleted. The text
cursor is always placed between characters, and is active only when
you are using the Text tool.

The phrase Select the... means you should move the mouse cursor to
the middle of the item that you are going to select, and then press the
left mouse button once.

When a procedure or description tells you to “Click on” a button, this
indicates that a button is available for the option, and it is one of the
default set of buttons. If the procedure or description tells you to “Select”
the option from the menu, this indicates that either no button is avail-
able for that option, or the button is not part of the default set of buttons.

Except when explicitly stated otherwise, the computer hard disk is
always assumed to be C. The term floppy disk refers to either 514" or
314" diskettes.
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USER INTERFACE

This chapter will familiarize you with the operation of the components
of the Ventura Publisher main screen. The main screen consists of the
main work area, the menu bar, the button bar, the current selection
indicator, the page number indicator, the zoom controls, and the page
buttons.

This chapter also describes the use of the mouse and the operation of
keyboard keys that perform special functions within Ventura Publisher
Windows Edition. The general operation of the Windows user interface
is described in your Windows documentation and will not be repeated
here. Your Windows documentation describes the general conventions of
the Windows Graphical User Interface (GUI) such as operation of the
pull down menus, selection of file names, and operation of dialog boxes.

Title Bar

File Edit View Chapter Frame Paragraph Text Graphic Table Help

Files List

Rulers Tags List

a : Page Buttons

Page Number

Figure 2-1. Ventura Publisher main screen.

User Interface



CULI Y LA AVE Menu Bar

Menu Bar

The menu option chapters (Chapters 5 through 13) describe the opera-
tion of each menu, and menu option, and tool option in the button bar.
Each of these chapters describe the options available in the menu. For
each menu option described, the button for that option is also shown if
one exists.

Button Bar

The button bar consists of a number of icons (pictures), each repre-
senting a tool or option which you can use to create and modify your
documents. The button bar also contains the Tags list and the Files list.

Function Buttons Files List Tool Buttons Tab Buttons

Tags List Tool Option Buttons

0> The appearance of any particular button on the button bar is dependent
on the user’s configuration of the button bar. The default set of option
buttons for each tool is shown in the Tool Description section of Chapter
3. A complete listing of all available buttons and their corresponding
function is shown in Chapter 4.

Operation summary

To select a tool, move the mouse cursor to the appropriate button in the
button bar and press the mouse button once. A set of the most commonly
used options for that tool appear as buttons below the tool buttons. The
buttons and menu options that are not available with the selected tool
or during the current operation will appear grayed.
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Iy When the cursor is placed over a button in the button bar and the mouse
button is held down, a description of the selected button is displayed in
the current selection indicator. If you do not want the button selected
after viewing the button description, move the mouse cursor away from
the button bar button without releasing the mouse button.

Function buttons

The function buttons provide easy access to many of the options avail-
able from the File and Edit menus (e.g., Open Chapter, Load Text/Pic-
ture, Print). These options are available regardless of the tool currently
selected. The factory default set of function buttons is shown below.

1 - New 9 — Undo/redo

2 — Open chapter 10 - Cut

3 — Save 11 - Copy

4 - Save as 12 — Paste

5 — Load text/picture 13 — Search & Replace

6 — Load diff. style 14 — Spell check

7 — Save style as 15 — Page size and layout
8 — Print 16 — Go to page

Tool buttons

The tool buttons are central to the creation and modification of docu-
ments in Ventura Publisher. The following is only a brief description of
the tool buttons in the button bar. A more in-depth description of each of
the tool buttons and how to use them starts on page 3—4.

» The Selector tool allows you to:

- Select, size, and move any frame or graphic.

— Place text or pictures onto the page or in frames.

— Cut, copy, and paste frames or graphics.

* The Add Frame tool allows you to create new frames. Once the
frame is created, the Selector tool is automatically selected. If the
Shift key is held down while creating a frame, the Add Frame tool
will remain selected allowing you to create multiple frames without
having to re-select the Add Frame tool.
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* The Paragraph tool allows you to apply typographical and page
layout attributes to an entire paragraph (or group of paragraphs). You
do this by selecting a paragraph, and then assigning it a tag from the
Tags list. The Paragraph tool also allows you to create style sheets
which contain these tags.

* The Text tool is a built-in text editor that allows you to add and
delete text, and also to change the attributes (e.g., font, underline) of
any selected text on the page. The text tool also allows you to assign
tags and change tag attributes of paragraphs in much the same
manner as the Paragraph tool.

» The Table tool is a built-in table creation and editing function which
provides powerful features that let you interactively create and
modify tabular information.

» The graphic tools consist of five tool buttons. The graphic tools consist
of:

.J Box Text tool
Rectangle tool

) Round Rectangle tool

Circle tool

2 Line tool

These graphic tools are part of a built-in drawing program which allows
you to annotate any frame that you draw, create additional ruling lines,
and much more.

Option buttons

The option buttons provide easy access to many of the options available
from the menus. The option buttons change to correspond to the options
most used with the currently selected tool. Refer to Chapters 5 through
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13 for a more in-depth description of each of the option buttons and how
to use them.

Files list

The Files list displays, in alphabetical order, the names of all files
currently loaded in your chapter. Use the Load Text/Picture option in
the File menu to place file names in this list. Use the Remove
Text/File option button to remove file names from this list.

To assign a file from the Files list:

» Click on the Selector tool button.

> Select the frame into which you wish to place the contents of a file
already loaded into the Files list.

» Select the desired file name from the Files list.

= The files listed in the Files list will not be available for selection unless
you first select a frame using the Selector tool.

Tags list

The Tags list displays, in alphabetical order, the names of all tags
available to be assigned to paragraphs or frames (depending on the tool
currently enabled) in your chapter.

Use the Paragraph tool Add New Tag option button to create new
paragraph tags. Use the Frame tool Add New Frame Tag option
button to create new frame tags. Use the Update Tag List or the
Update Frame Tag List option buttons to remove and rename tags
listed in the Tags list. When a paragraph or frame is selected, the tag
currently assigned to the paragraph or frame is displayed in the Tags
list.

To assign a paragraph tag from the Tags list:

> (Click on the Paragraph tool or Text tool button.

> Select the paragraph to which you wish to assign the attributes
contained in the tag.
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> Select the desired tag name from the Tags list.
To assign a frame tag from the Tags list:

» Click on the Selector tool button.

> Select the frame to which you wish to assign the attributes contained
in the tag.

The base page cannot be assigned a frame tag.

> Select the desired tag name from the Tags list.

Current selection indicator

The current selection indicator shows which item (e.g., paragraph,
frame, text attribute, graphic) is currently selected. When the Text tool
is selected and the typing cursor is planted in text, the current selection
indicator will also display special items when the typing cursor is placed
at the location of the special item.

The current selection indicator will also display a description of a
selected button. When the cursor is placed over a button in the button
bar and the mouse button is held down, a description of the selected
button is displayed in the current selection indicator. If you do not want
the button selected after viewing the button description, move the
mouse cursor away from the button bar button without releasing the
mouse button.

Page number indicator

The page number indicator shows which page is currently displayed and
whether the page is a left or right page. When you change a tag,
renumber sections, or go to another page, the page number indicator
shows which page is currently being reformatted.
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Menu Bar

Zoom controls

The zoom controls allow you to control how your document is displayed
on the screen. The zoom controls consist of five buttons as shown in

Figure 2-2.

Normal View

ButtoTl \

User Interface

Zoom Menu = 3 Reduced View
Button l;l ‘ Button
Enlarged View / \ Window Width
Button View Button

Figure 2-2. Zoom control buttons.

> Thescreen area displayed when a zoom factor is selected using the zoom
buttons or from the zoom menu starts from the upper left corner of the

display area before the zoom factor was selected.

Zoom menu button

The zoom menu button displays the current zoom factor. Clicking on the
zoom menu button displays the zoom menu (Figure 2-3).

25%

50%
75%
1002
15024
20028
40026
60026
80024

Normal

Enlarged
Fit Sides
Fit Page

Customize...

Figure 2-3. Zoom menu.
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Menu Bar

The zoom menu allows you to select zoom factors not available using the
zoom buttons, and customize the normal and enlarged zoom factors. The
five zoom factors from 15% to 100% are static, and will be available on
every installation of Ventura Publisher. The five zoom factors over 100%
will be in a range from 150% to 1200%. The zoom factors displayed are
dependent on the video driver installed in Windows. Ventura Publisher
will determine the most accurate zoom factors for your video system.

When the Customize option is selected, the Customize Zoom Factors
dialog box is displayed.

Figure 2-4. Customize Zoom Factors dialog box.

The Customize Zoom Factors dialog box allows you to set the zoom factor
associated with the normal and the enlarged views. Select the desired
zoom factors for the corresponding views from the Normal and En-
larged list boxes.

Clicking on the OK button saves the settings and exits the dialog box.
Click on the Cancel button exits the dialog box abandoning all changes.

Enlarged view button

The enlarged view button sets the page display into enlarged view. The
default zoom factor for enlarged view is 200%. The enlarged view zoom
factor can be changed using the zoom menu Customize option as
previously described.
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Normal view button

The normal view button sets the page display into normal view. The
default zoom factor for normal view is 100%. The normal view zoom
factor can be changed using the zoom menu Customize option as
previously described.

Window width view button

The window width view button sets the page display to fit the width of
the Ventura Publisher application window.

Reduced (fit to page) view button

The fit to page, or reduced view button sets the page display to fit the
height of the Ventura Publisher application window.

Page buttons

The page buttons allow you to move through your document by clicking
EI or double-clicking one of the two buttons. Clicking on the upper page
button will move you to the previous page of your document. Clicking on
the lower page button will move you to the next page of your document.

Double-clicking on the upper button will move to the first page of your
document. Double-clicking on the lower button will move you to the last
page of you document.

User Interface
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Rulers/tab bar

Rulers/tab bar

Rulers

Tab bar

The rulers aid in the visual placement of elements on the page.

To use the ruler, you must have the Show Rulers option in the View
menu enabled.

The unit of measure used for the rulers can be set using the Set Ruler
option in the View menu. Refer to the Set Ruler section starting on page
7-5 for information on setting the unit of measure for the rulers as well
as the zero point.

The tab bar allows you to interactively create, set, and delete tabs,
adjust the In From Left and In From Right settings found in the
Spacing dialog box, and adjust the In/Outdent Width setting found in
the Alignment dialog box.

To use the tab bar, you must have the Show Rulers option in the View
menu enabled.

Refer to the Using the tab bar section starting on page 3-54 for a

description of the tab bar functions and how to use the tab bar.
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Mouse

The mouse has two separate functions within Ventura Publisher:

+ Use it to move the mouse cursor to items on the screen that you want
to select. Select items by placing the mouse cursor anywhere inside
the item and then pressing the left mouse button once. Exact place-
ment of the cursor is not critical as long as the cursor lies within the
item you are selecting.

» Use it to draw frames and graphics.

Ventura Publisher uses only the left mouse button.

The mouse cursor changes shape depending on the tool selected, as
shown in Figure 2-5.

2-11
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Selector Tool

Move Frame

Resize Frame

Pan Image

Add Frame Tool

Paragraph Tool

Text Tool

Table Tool

Box Text Tool

| Sl === 7=

Rectangle Tool

I

Rounded Rectangle Tool

Circle Tool

Line Tool

% b

Figure 2-5. Ventura Publisher mouse cursors.
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Keyboard Keys

Various keys on the keyboard perform special functions:

F1 Displays Help. Pressing the F1 key from within a dialog box will display
information about that dialog box and the dialog box options. Pressing
the F1 key from the Ventura Publisher main screen will display the
general help for Ventura Publisher.

Arrow keys Control the movement of the text cursor.

User Interface

Home Go to the first page of the document.
End Go to the last page of the document.
Page Up Go to the previous page.
Page Down Go to the next page.

Delete * Deletes the character to the right of the text cursor when using the
Text tool.

¢ Equivalent to selecting the Cut option when a block of text, a frame,
or a graphic is selected.

¢ Equivalent to selecting the Copy option when you press the Shift key
simultaneously with the Delete key.

Insert Equivalent to selecting the Paste option.

Backspace Deletes the character to the left of the text cursor.

Esc * The Esc key will halt a “go to page” operation.
* Within a dialog box, Esc is equivalent to selecting the Cancel button.

® At all other times, the Esc key redraws the current page.

Shift * When used in conjunction with the mouse, the Shift key allows you
to select multiple paragraphs, frames, or graphics. Press and hold
down either Shift key while selecting in order to select several items.
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Keyboard Keys

Tab

Function keys

Ctrl

Alt

When using the Text tool, use the Shift key to extend or diminish the
range of text selected. Press and hold down either Shift key and then
press the mouse button. The text selected will extend or diminish to
the current text cursor location.

Press the Shift key while adding frames or graphics to keep the Add
Frame or a graphic tool selected.

Press the Shift key plus any keyboard arrow key to change the
spacing between letters or the font size of selected text (Text tool).

Inserts horizontal tab characters.

Within a dialog box, the Tab key moves the text cursor forward to the
next entry field or, if the Shift key is pressed simultaneously, back to
the previous entry field.

Used to tag paragraphs, if the style sheet has assigned tags to these
keys. Refer to Assign Function Keys option section in the Paragraph
menu chapter.

Use with the Enter key to insert a line break.
Use with the Hyphen key to insert a discretionary hyphen.

Press and hold the Ctrl key while selecting graphics or frames with
the mouse to select graphics or frames which are “hidden” beneath
other graphics or frames.

Press and hold the Ctrl key and then type X to perform the last menu
action.

Use with the mouse to pan images within frames. Press and hold
down the Alt key, move the mouse cursor to the center of the image
to be moved, press and hold the mouse button, and then move the
image. Release both the Alt key and the mouse button when finished.

Constrain graphics. Press and hold the Alt key while drawing
graphics using any of the graphic tools. The graphic will be con-
strained to perfect proportions (e.g., a circle instead of an ellipse).

Add characters that are not on the keyboard. Press and hold down the
Alt key, and type the ANSI equivalent on the keypad for the character
you wish to enter; then release the Alt key. Appendix E shows the
numbers for each character. Refer to the Text tool section in Chapter
3 for more information.
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Keys for special The following table lists the Ventura Publisher keyboard shortcuts for
characters commonly used typographic characters. These shortcuts can be used

instead of typing a number with the Alt key pressed. Also shown are the
keyboard combinations for various types of typographic spaces. The +
sign indicates that you should press several keys simultaneously. For
instance, to create a copyright mark, press and hold both the Ctrl and
Shift keys and then type C.

Function Key
Copyright mark© ............ Ctrl + Shift + C
Discretionary hyphen ......... Ctrl + -
Emdash— ................. Ctrl + |
Emspace ................... Ctrl + Shift + M
Enspace.................... Ctrl + Shift + N
Endash—................... Ctrl + [
Figurespace ................ Ctrl + Shift + F
Non-breaking space ........... Ctrl + space
Quote,open“ ................ Ctrl + Shift + [
Quote, closed” ............... Ctrl + Shift + ]
Registered trademark ® ....... Ctrl + Shift + R
Thinspace .................. Ctrl + Shift + T
Trademark ™ ................ Ctrl + Shift + 2

Keyboard shortcuts

Windows provides keyboard accelerators which let you press the Alt key
plus an underlined letter in a menu or dialog box in order to access a
feature. Using this approach, most features require several keystrokes
to access.

For faster access, Ventura Publisher provides keyboard shortcuts for
certain menu features, as shown below:

Function Key
AddNewTag ................ Ctrl + 2
Bring to Front (graphics) ...... Ctrl + A
Copy «oviii i Shift + Delete
Cut ... Delete
Edit Special Item . ............ Ctrl + D

User Interface
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Keyboard Keys

Function
Enlarged View ...............
Equation mode exit ...........
Fill Attributes (graphics) .......
Selectortool .................
Go toFirst Page ..............
GotoLastPage ..............
GotoNextPage ..............
GotoPage...................
Go to Previous Page ...........
Line Attributes (graphics) ......
Normal View .................
ParagraphTool ...............
Paste .......... ... ...
Print ........... ... ... ...
Recall Last Dialog Box .........
Redraw Screen ...............
Reduced View ................
Renumber Chapter............
Save ...
Select All (graphics) ...........
Send to Back (graphics) ........
Show/Hide Tabs & Returns .. ...
Show/Hide Files list ...........
Show/Hide Tags list ...........
Show/Hide buttonbar .........
Table Tool ...................

Key
Ctrl + E
Ctrl + D
Ctrl + F
Ctrl + U
Home
End
Page Down
Ctrl + G
Page Up
Ctrl + L
Ctrl + N
Ctrl + I
Insert
Ctrl + H
Ctrl + X
Esc
Ctrl
Ctrl
Ctrl
Ctrl
Ctrl
Ctrl
Ctrl
Ctrl
Ctrl
Ctrl
Ctrl
Ctrl

+ 4+ + + + + + + + + + +
ROWE<<HEND W

Cursor keys While using the Text tool, you can move the text cursor to another
location on the screen by moving the mouse cursor to the desired new
position and pressing the mouse button once. Once you have positioned
the text cursor, you can use the keyboard arrow keys to move it back and
forth one character at a time, as well as up and down one line at a time.
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Dialog box

Some of the options within Ventura Publisher function as simple com-
mands which are executed as soon as you select them. The Show
Rulers, Copy, Cut, and Paste options are examples of this type of
option.

Many options, however, contain features that require you to specify
additional information. Whenever you select an option of this type
(indicated by three periods after the option name in a menu), a dialog
box is displayed on the screen. Dialog boxes control most of Ventura
Publisher’s features.

The operation of the controls within a dialog box follows standard
Windows conventions and, therefore, is not documented further here.

Measurement controls

Numerical settings in many dialog boxes may be set in inches, cen-
timeters, picas & points, or points. The measure used can be changed at
any time. To change a unit of measure, click on the unit of measure
button until the desired unit of measure is displayed. When the unit of
measure is changed, the values for all settings corresponding to that
unit of measure option are recalculated. The points unit of measure
option provides the greatest precision.

When setting measurements using the picas & points unit of measure
option, the numbers to the left of the comma are picas, and to the right
of the comma the numbers are points. Thus, to set three picas, two
points, you should type 3,02. Since there are twelve points in a pica, 3,12
is equivalent to 4,00. For those not familiar with typography, seventy-
two points and six picas both equal one inch.

When changing between measurement units, the pound symbol (#) may
appear in an entry field. This indicates that the setting is too large to be
displayed in that measurement unit. For instance, if you set the top
margin to 2.00 inches and then change the unit of measure to points,
you will see pound symbols because two inches is larger than 99.99
points, the largest setting allowed in the points measurement unit. If
the pound symbol is displayed, the original setting is not lost. Simply
select a different unit of measure and make the desired changes in that
different measurement system.

User Interface
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Classic Intertace

Classic Interface

(I

All users are encouraged to use the new interface. The classic interface
is provided for users of previous versions who are more comfortable with
its familiar look and feel. The new interface is easier to learn and use.

This documentation describes Ventura Publisher while in the button bar
mode. If you elect to use the classic interface, the button bar will not be
available, but all options described can be selected from the menus

If you are familiar with, and prefer using the classic Ventura Publisher
interface, you may disable the Button Bar option in the View menu.

While the appearance of the classic interface is similar to previous
versions of Ventura Publisher Windows Edition, the Toolbox, Files list,
and Tags list can be iconized, resized, or moved outside of the Ventura
Publisher application window using standard Windows conventions for
these functions.
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For those of you who are new to Ventura Publisher and don’t want to
take the time to go through the Training Guide, you’ve come to the right
place. Ideally you should read the Training Guide. The Training Guide
provides a series of exercises designed to acquaint you with basic
operations and features. You should be able to produce simple docu-
ments after reading the Training Guide.

Whereas this chapter really isn’t a substitute for the Training Guide
exercises, nor will it tell you everything there is to know about Ventura
Publisher, it will describe the basics of Ventura Publisher. The topics
included in this chapter are:

Ventura Publisher file structure. This section describes how
Ventura Publisher stores the data used in Ventura Publisher docu-
ments.

Ventura Publisher tool descriptions. These sections describe the
function of each of the main Ventura Publisher tools found in the button
bar, as well as when and how they are used.

Using the tab bar. The tab bar allows you to create, set, and remove
tabs for the currently selected paragraph. The tab bar also allows for
interactive adjustments of the Alignment dialog box In/Outdent Width
setting, and the Spacing dialog box In From Left and In From Right
settings. This section describes the functions and use of the tab bar.

Using Ventura Publisher as a word processor. This section
describes the differences and similarities between Ventura Publisher
and word processing applications.

How to produce style sheets. This section provides step by step
procedures for creating a style sheet.

How to create documents. This section shows examples of the three
basic types of documents typically created using electronic publishing.
Each approach is described both visually and in writing.

The Basics
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Ventura Publisher file structure

Ventura Publisher is similar to other Windows programs you may
already use. However, Ventura Publisher does contain several unique
features which you must learn before you can enjoy the full power of the
product. One of the unique features of Ventura Publisher is its file
structure. Ventura Publisher documents are actually made up of several
different files.

Chapters

Most programs can work with only one or a few files at one time. For
instance, when you import a piece of clip-art into a drawing in a graphics
application, that clip-art becomes part of the drawing into which it was
imported. By contrast, Ventura Publisher can combine and publish up
to 128 separate text and graphic files in one document. As a matter of
fact, most Ventura Publisher documents contain no less than four files.

Instead of integrating all of the text and graphics files into one docu-
ment, Ventura Publisher simply “remembers” the location of the original
files. A single text or graphic file can be used by many Ventura Publisher
chapters.

To make it simple to save and retrieve all these different files, Ventura
Publisher creates a blueprint of how they should be combined and where
they appear in your document. This blueprint is called a chapter (Figure
3-1). When you use the Open Chapter, Save, or Save As function
buttons, you retrieve or save this blueprint. You also retrieve or save all
the files which this blueprint (chapter) references.
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Chapter File

Creates a blueprint which shows which files are in
chapter and determines where they are placed.

Text file
MAG1.TXT

Picture file
PRINTER.GEM

Text file
MAG2.TXT

Picture file
PHOTO.TIF

Figure 3-1. The chapter file creates a blueprint of how all files in your document
should be combined together.

Style sheets and paragraph tags

All word processors let you change text to boldface, italic, underline, etc.
These changes are usually called text attributes. Ventura Publisher
doesn’t restrict you to a few preset text attributes. Instead, you can
create virtually any attribute you want by combining different fonts,
spacing, special effects, color, and ruling lines.

To help you keep track of all the different effects you’ve created and to
let you apply these effects easily to different paragraphs in your docu-
ments, Ventura Publisher allows you to attach a name to a group of
effects. These names are called tags. The tag names and the attributes
associated with each tag are stored in a style sheet. The name of the style
sheet used to create a document is stored in the chapter file so that it
will automatically be loaded each time you open the chapter.

A single style sheet can be used by a number of chapters. This allows for
consistency of appearance from chapter to chapter for all chapters using
the same style sheet. Additionally, updating of the appearance of all
chapters using the same style sheet is automated because a change
made to the style sheet in one chapter, is automatically reflected in all
the chapters using the style sheet.

The Basics
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Selector tool

The Selector tool allows you to:

* Place files from the Files list into frames.

« Select, move, resize, copy, and delete frames or graphics.
* Remove files from selected frames, or from the Files list.
* Change frame and graphic attributes

» Create and apply frame tags

* Cause frames to repeat on every page.

Selector tool option buttons

When you click on the Selector tool button, the tool option buttons
change to display options that are commonly used with the item that is
currently selected. The following is the default set of buttons available
when a frame is selected.

Buttons 15, 16, and 17 will not be displayed if a standard VGA (640 x
480 resolution) video driver is installed in Windows.

13

1 - Margins and columns 6 — Vertical rules 11 — Remove file 16 — Grid settings

2 — Sizing and scaling 7 — Ruling line above 12 — Image settings 17 — Select all (graphics)
3 — Frame typography 8 — Ruling line below 13 — Add new frame tag

4 — Anchors and captions 9 — Ruling box around 14 — Update frame tag list

5 — Repeating frames

10 — Frame background 15 — File type/rename

The following is the default set of buttons available when a graphic is
selected.
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1 — Show on all pages 5 — Graphic fill attributes
2 — Bring graphic to front 6 — Grid settings

3 — Send graphic to back 7 — Select all

4 — Graphic line attributes

Selecting frames and graphics

Select multiple
frames or
graphics

Selecting
frame/graphic
on bottom

To select a frame or graphic:

» Click on the Selector tool button.

> Place the cursor anywhere within the frame or graphic you wish to
select and press the mouse button.

You can also select more than one frame or graphic simultaneously.

> Press and hold down either Shift key on the keyboard.

> Select each frame or graphic with the mouse.

The current selection indicator displays the word Multiple to indicate
that more than one frame has been selected. To deselect a single frame
or graphic in a group, first point to the frame or graphic while holding
down the Shift key, then press the mouse button once.

When one frame or graphic is entirely covered by another, it sometimes
seems impossible to select the frame or graphic on the bottom. To select
a frame or graphic which is covered by other frames or graphics:

> Click on the Selector tool button.
> Press and hold the Ctrl key and then select the first frame or graphic.

> While holding the Ctrl key, press the mouse button again to select the
next frame or graphic down from the top.

> Continue pressing the mouse button, while holding the Ctrl key, until
you select the desired frame or graphic.

The Basics
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Placing files into frames

To place files in frames, follow these steps:

> Click on the Load Text/Picture function button. Use the Load
Text/Picture dialog box (Figure 3-2) to build up a list of text, image,
and line art files in the Files list. Refer to the Load Text/Picture
option section starting on page 5-11.

Figure 3-2. Load Text/Picture dialog box set to load an AutoCAD .SLD file.

» (Click on the Selector tool button.

> Select the frame and then select the file from the Files list (Figure
3—4). If a file is already in the frame, the new file takes its place. (The
old file remains in the Files list, and its contents are not affected.)

The current selection indicator shows the name of the file that is
currently placed in the selected frame (Figure 3-3).
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{book.tyt
: o nozzle.gem
. ... will be placed in .

this frame.
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Chapter 1

The Adventre Begins

Thistriprealy began in September last year when
Gerry won first prize in a raffle at the fashion show
which Rush-Prestyterian-St. Luke's Medical Cen-
ter holds avery year. The prize was two round tmip
tickets o H Kong cn United Airlines, and t2n

This file ...

So far, it's been 2 long and interesting day and 1
guess it's just about half over. We did the following:

Arose at 5:30 AM.

Left the houss at 7:00 AM.

Armived in Los Angeles at 12:35 PM.

Amived in Tokyo at 1 146 PM.

11:31 PM. Tussday, March 4th

It's been a long day, butin many ways really quite
fabulous. Lat's go back to the teginning. As related
on page 1, our trip yesterday was a good ons with
fine weather, accompanied by underlying clouds
much of the way. Our 5400 mile” flight from Los
Angeles tock us north almaost to the Kurile Islands
and then dovm into Tokyo. Letting down through
the clouds over a rough sea we saw many fishing
boats and other vessels all headed into Takyo. Our

i Page

———

Figure 3—4. Select the frame first, then select the file you want to occupy that

frame.

[COLUMBIA.GEM | E
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The Adventure Begins

This tripreally began in September last year when
Germry won first prize in a raffls ar the fashion show
which Rush-Prestyterian-St. Luke's Madical Cen-
ter halds every year. The prize was two round mip
tickets to Hor g on United Airlines, and ten

So far, it's been 2 long and interesting day and I
guess it's just about half over. We did the following:

Aross at $:30 AM.

Left the houss at 7.00 AM.

Arrivedin Los Angeles at 12:35 PM.

Arrived in Tokyo at 11:46 PM.

11:31 PM. Tuesday, March 4th

It's been a long day, butin many ways really quite
fatulous. Let’s go back to the beginning. As related
on page 1, our trp yesterday was a good ons with
fine weather, accompanied by underlying clouds
much of the way. Our 5400 mile” flight from Los
Angeles tock us nerth almast o the Kurile Islands
and then down into Tokyo. Letting down through
the clouds over a rough sea we saw many fishing
boats and other vesse]s all headed into Tokyo Our

Figure 3-3. After the mouse button is pressed, the text or picture file is placed in

the selected frame.
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Types of files in

frames

When a text file is placed directly on the page, any text that does not fit
on the page automatically flows to succeeding pages. However, when
placing text in a frame you have drawn, you must first manually select
the next frame in which you want the text to continue, and then select
the file name in the Files list. The remaining text (or as much of it as
will fit) will then flow into that frame.

You must always select a frame or the page before selecting a file to place
in the frame or page. If no frame is selected, nothing happens.

You can place the same line art or image file into more than one frame
in a chapter and scale that picture differently in each frame. A text file,
however, can only be used once in a chapter even if it fits entirely into
one frame. An exception is repeating frames which allow the same text
to appear on every page. Refer to the Repeating Frames option section
starting on page 9-21.

Ventura Publisher can place text or picture files into frames (Figure
3-5). Text files can originate in another word processor or be entered
using the built-in word processor. Pictures, on the other hand, are
always created and edited in another program. Pictures can be either
line art or images.

This is text entered directly
into a frame. Text entered
into a frame fram within
Ventura Publisheris stored

inthe chapter's CAP file.

Figure 3-5. Text, line art, and images can all be placed in frames.
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Pictures

Line art refers to pictures stored as vectors and objects (mathematical
expressions), whereas images refers to pictures stored as simple bits (1s
and Os). Because the mathematical expressions can be recomputed to
achieve the resolution required by any output device (printer or typeset-
ter), line art always prints at the maximum resolution that the output
device can produce. By contrast, images can never be printed with more
resolution than when they were first created. For instance, an image
created with a 300 dot per inch scanner and printed on a 1200 dot per
inch typesetter provides only 300 dots per inch quality. On the other
hand, line art created on the computer screen (which is relatively low
resolution), still prints with 1200 dots per inch resolution.

Removing files from frames

You can remove a file by either placing another file in the frame, or by
selecting the frame and then selecting the Remove Text/File option
button.

To place a different file in the frame, select the frame, and then select
the desired file from the Files list. The selected file replaces the file in
the frame. The old file is not removed from the Files list, nor is it
modified in any way.

To remove a file from the frame, select the frame, and then click on the
Remove Text/File option button. Select the Frame option from the
Remove From list box in the Remove File dialog box (Figure 3-6) to
remove the file from the frame only. Select the List of Files option from
the Remove From list box to remove the file from both the frame and
the Files list. Refer to the Remove Text/File option section starting on
page 9-34.

|COLUMBIA.GEM

Figure 3-6. Remove File dialog box. COLUMBIA.GEM will be removed from
both the frame and the Files list.

The Basics
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Moving frames or graphics

To move a frame (and its contents) or a graphic to another position on
the page:

> Use the Selector tool to select the frame or graphic.

> Place the mouse cursor within the area of the frame or graphic, and
press and hold the mouse button. The mouse cursor changes to a
picture of a cross with arrows on each end.

> Move the frame or graphic to the desired new location, then release
the mouse button (Figures 3-7, 3-8). If the Column Snap option is
enabled in the View menu, the frame aligns with the nearest column
guide when placed near that guide. Click on the Grid Settings option
button to create a snap grid for graphics.

15y To move a frame or graphic to another page, you must use the Cut or
Copy function buttons and then the Paste function button as described
in the Edit menu chapter.

it lishe u
File Edit View Chapter Frame Paragraph Text Graphic Table Help

This frame ... 11:03 P.M. C bicago tme, 30,000 festsomewbars
over the Western Pacific, we are 8 hours and 42
rinutes out of Los Angeles with about 2 cocre hour
o g0 o Tokyo. We were about an hour and ten .
inutes late outof Los Angeles. ... will be
Travallag.
So far, it's been a loag and intemsting day and 1 moved to
Chapterl guessit'sjustabouthalfover. We did the follnwiegs here.
The Adventure Begins
This tdp really began in Septemberlast year when Aroseat5:30 AM.
Gamy won first prize in araf’le at the fashion show ‘%’ Left the house at 7.0G A M.
which Rusermbyten'An-SjLuke‘s Medical Con- Arrived in Los Angefes at12:35 PM.
tar bolds every year. The prize was two round tip Arrived in Tokyo at {1:46 P.M.
tckets to Hong Kong on Ulited Aitines, and ten 11:31 P.M. Tussday, Mamwh 4th
rightsin the Hong Kong HyatHotl Analzingour__It'sbean along dav. butin many ways really quite
good fortune, we concluded that we wanted to do fabulous. Let's go back to the beginning. As related
mare than spend tan daysinHong Kong and return on page 1, our trp yesterday was a good one with

butat the same tima, United having just gotenits fine weather, woomparied by upderlying clovds
routes and equiproent fom Pan Ametican. bad rot ouch of the way. Our 5400 mile flight fmm Los

Figure 3-7. Place mouse cursor inside the frame. Press and hold the mouse
button. Move the frame to the new location. Release the mouse button.
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Chapterl

The Adventurs Begins

This tp really began in Septemberlast year when
Gemy won fist prize in a raffle at the fashion show
which Rush-Presbytedan-St. Luke's Medical Cen-
tar holds every year, Tte prize was two round tdp
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than spend ten days io Hong®
Kong aod return, but at the!
same dme, United, hav)
Just gotten its routes a
equiproent form Pan Amed-m n

tckets to Hong Kong on Usdted. Aidines. and.ten... .

nights in the Hong Kong:

Hyatt Hotsl. Analyzing out i Amived in Los Angeles at

good fortune, wa concluded: 1235PM.

that we wanted to do mare : Amved in Tokyo at 11:46
PN,

Handles P.

© go to Tokyo. We ware about an hour and ten
cinutes lata out of Los Angeles.

Travel Log

So far, it's been a long and interesting day and [
guessit'sjustabouthalfover. Wa did the following:

. Aroseat S0AM.

¢" Leftthe bouse at 700A M.

11:31 P.M. Tuesday,
Mamh4th

It's been along day, butin
mmany ways really quitefabu-

can had oot yet recelved authority to fly w otter

destinatiors or between points in the FarEast,
OnFebruary 10th Urdted acquired this authority,

and on February 11th Debbia began puting our tp

lous. Let's go back to the beginring. As related on
page 1, our tip yesterday was a good oce with fine
weather, accotopanied by u odedying clouds ruch
of the way. Our 5400 mile flight from Los Angeles

Figure 3-8. Frame moved to new location.

Re-sizing frames and graphics

Any frame or graphic created in Ventura Publisher can be easily resized.
Additionally, you can resize multiple frames and graphics by selecting
multiple frames or graphics and sizing one of them. To increase or
decrease the size of a frame or graphic:

> Use the Selector tool to select the frame or graphic.

> Place the mouse cursor on one of the handles found around the

perimeter of each selected frame or graphic (Figure 3-8).

> Press and hold the mouse button. The mouse cursor changes to a

bidirectional arrow.

> Continue holding the mouse button and move the selected corner or
edge to the desired new location. When you are satisfied with the size,

release the button.

p>> If the mouse cursor changes to a picture of a cross with arrows on each

end instead of a bidirectional arrow, you have not placed the cursor on

the handles.

3-11
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Selector tool

When resizing multiple frames and graphics, each frame or graphic is
sized proportionately. Additionally, multiple frames cannot be resized
using the Sizing and Scaling dialog box.

Change size of To change the size of a picture within a given frame size, use the Sizing
picture only & Scaling option button.

Frame tags

3-12

Many attributes can be applied to a frame (e.g., background color, sizing
and scaling, ruling lines, margins and columns). The frame attributes
are applied using the Selector tool option buttons and other options in
the Frame menu. Once attributes have been applied to a frame, this
combination of attributes can be saved as a frame tag. Once saved, the
attributes stored in the frame tag can easily be applied to other frames
by assigning the frame tag to the frame.

Frame tags help ensure consistency between frames of a similar type
within a chapter in the same manner that paragraph tag ensure consis-
tency between paragraphs of a chapter. By setting the attributes of an
initial frame, and creating a frame tag from the attributes of that frame,
all other frames tagged with that frame tag will have the same at-
tributes. Additionally, changes made to one frame assigned a frame tag,
can be reflected in all other frames tagged with that frame tag.

Initially, each chapter contains one tag called Default. Like the Body
Text paragraph tag, the Default tag is a system tag and cannot be
renamed or removed. However, the attributes of the Default tag can be
changed.

Frame tags cannot be assigned to the base page, header and footer
frames, footnote frames, caption frames, or repeating frames. A frame
that is assigned a tag and subsequently made a repeating frames will
retain the frame attributes of the tag, however, it will no longer be
tagged.

The following attributes are not saved with a frame tag.

¢ Frame contents.
* Frame location.
* Frame anchor name

* Graphics attached to the frame
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Managing frame
tags

Changing frame
tag attributes

The Add Frame Tag and Update Frame Tag List options allow you
to add, delete, and rename the frame tags in the chapter as well as
merge frame tags created in other chapters. Refer to the Add New Tag
section starting on page 9-43 and the Update Frame Tag List section
starting on page 9-45 for a complete description of how to used the
option to create, rename, delete frame tags in the chapter, and merge
frame tags from other chapter

A frame that does not have a tag assigned is completely autonomous and
can be changed at will. Once a frame is tagged, the changes to the frame
are tracked by Ventura Publisher.

If you change the attributes of a frame that is assigned a tag, and that
frame is the only frame assigned that tag, Ventura Publisher will allow
you to change the attributes without intervention since the changes will
not affect other frames.

If you make attribute changes to a frame that is assigned a tag that is
also assigned to other frames, Ventura Publisher will display the follow-
ing alert.

Clicking on the Apply Globally button will apply the attribute change
to the selected frame and all frames sharing the frame tag. The Undo
function button can be use to undo the attribute change of a frame tag
even after the change is globally applying to other frames.

Clicking on the Untag Frame button will cause the frame to be un-
tagged. The frame will retain the attributes of the frame tag, as well as
the attribute changes. However, this frame will not be affected by
further changes to the frame tag that was assigned to the frame.

Clicking on the Apply New Tag button will display the Add New Tag
dialog box. A new tag can then be created for this frame (the tag can then
be assigned to other frames). The new tag attributes will be a combina-
tion of the attributes of the original tag and the attribute change that
prompted the alert to be displayed.

The Basics
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Clicking on the Undo Changes button will abandon the attribute
changes, and the frame tag will remain unaffected.

Frame tags and frame captions

Frames tags cannot be assigned to caption frames. However, captions
are a frame attribute that is saved with a frame tag. By creating a tag,
or tags from a frame that contains a caption, you can automatically
create consecutively numbered captions for new frames by simply ap-
plying the tag to the frame. In order for this feature to work properly,
you must have an understanding of captions and the proper way to enter
information in a caption.

When Ventura Publisher creates a frame caption it actually generates
two paragraphs with separate paragraph tags. The first paragraph tag
is called Z_LABEL FIG, Z_LABEL CAP, or Z_LABEL TBL. These tags
are generated using the Anchors & Captions dialog box Inserts options,
and are used to create consecutive numbering for your frames. The
second tag is called Z_CAPTION and it is attached to the caption text
that is unique to the frame.

Do not enter frame specific caption text in the Anchors & Captions
dialog box, instead, use the text tool to enter text directly into the
caption frame. Otherwise, the text you enter in the Label field in the
Anchors & Captions dialog box is saved with the frame tag, and all
frames that use that tag will have that text.

For example, if you enter “Figure [C#]-[F#] This is the first figure” in the
Label field of the Anchors & Captions dialog box, every figure that uses
that tag will contain the text “This is the first figure.” Instead, enter
“Figure [C#]-[F#]” in the Anchors & Captions dialog box and then type
“This is the first figure” directly into the caption frame. This will allow
all frames sharing this frame tag to display the correct chapter and
figure number, and allow you to enter unique text for each frame.
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Add Frame tool

A frame is a rectangular area of the page which can contain text, line
art, or images. You draw frames using the Add Frame tool. In addition,
the page itself is a frame.

The Add Frame tool has three primary purposes:
* Add new frames to an existing layout. This allows you to place text
and pictures wherever you want.

* Block text from flowing into unwanted areas of the page. This is
particularly useful for constructing runarounds, where text is made
to flow around an irregularly shaped object.

» Add additional space between lines or paragraphs.

Add Frame tool option buttons

The Add Frame tool is used to create a frame on the current page. When
you click on the Add Frame tool button, the tool option buttons change
to display functions that are commonly used with the Selector tool for
editing frame settings. However, these option buttons are grayed and
not available for selection until the Selector tool is enabled and a frame
selected. Refer to the Selector tool section for a description of the tools
available for editing the frame settings after the frame is created.

Creating a frame

To add a new frame, follow these steps:

> Click on the Add Frame button in the button bar.

> Move the mouse cursor to the point on the page where you want to
start the upper left corner of the frame.

> Press and hold the mouse button.

> Drag the lower right corner of the frame to the desired location
(Figure 3-9) and release the mouse button. Text already on the page
flows around the frame (Figure 3-10).
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Chapter!

The Adventure Begins

‘This tp really begao in September last year when
Gemy won first prize in a raffle at the fachion sl
which Rush-Prestytedan-§t. Lake's Medical Ceo-
ter holds every year. The prize was two round uip
tckets to Hong Kong on Uritad Aidines, and ten
rightsinthe HongKong HyattHotel. Analyzingour
good fortune, we concluded thit we wanted to do
ore than spend ten daysin Hog Kongand return,
butat the same Gme United, having just gottenits
Dutes und equlpmenlfmm Paci Amedoan, bad not
yet d authority to fly to ctherdestinations or
betwean paints in \h.FuEasl

Oa February 10th, Usited acq)ind this authority,
ard on Febeuary 11th Debtis began putting our tp
togather, Wa left on March 20d and mtumed on
Mach 26th. We entered sevencountries, taveled
aver 25,000 miles on four airlifes.
Kodachrome® slides. almost 200 Kodacolos
prints, aod §1/2 bours of color and sound videotape.

Chicago o Tokyo
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Ths Adventure Begios
‘This tp raally beganin Septembaclast year when
Gemry won fist prize in a saffle atthe fashion show
which Rusb-Prestyteriaa-St. Luke's Medical Cen-
ter bolds evary year. The prize was two rouad tp

tickets to Hong Kong on Uriuzd Aidines. and ten, —

nights in the Hong Kong
Hyatt Hotel. Analyzing our
good fortune, we concluded
that we wanted to do mare
than spend ten days in Hong™
Kong and return, but at the
same time, United, having
Just gotten its rowtes and
equipment fom Pan Amed-m
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cultivated ground. Tiny houses, and even small fas-
tocies, Eve:ymnuumd miratuce.
Av4:23 PM"" the sun wes fairly high in the sky,

how .. butdue towhat 2ppeared 1 be smog visibility was

probably tot mom taan § miles, Quarantine aod
customs proved no probhm but immigration was
slow with much ategtion to detail. Ovr 5:15P.M.
Limousine—really ¢ rather large bus departed
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rinuts, €6 kilometeritrip into the centarof the city
and the Impesial Howl. Much of the super highway
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o g0 o Tokyo. We ware about an hour aod ten
minutes Jate out of Los A ngeles.

Travel Log

So far, it's been a long and interesting day and I
guessit'sjustabou thel fover. We did the following:

Arsrat SRAM.

Leftthe bouse at 700A M.
Aived in Los Angelss at
235PM

Amivad in Takyo at11:46
M.

11:31 P.M. Tesday,
Marh 4th

It's been along day, butin
any ways really quita fabu-
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Figure 3-10. Adding new frame. Mouse button released. Text flows around
frame automatically, and Add Frame tool is no longer selected.

Text containing horizontal tabs will not flow around frames if the tab
stops and the frame occupy the same position on the page.

Once the mouse button is released, Ventura Publisher automatically
enables the Selector tool, and the frame just created is selected. This
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Add multiple
frames

IS

Adding space
between lines

allows you to move or resize the frame just created, or to place a file from
the Files list into the frame immediately.

To prevent Ventura Publisher from automatically enabling the Selector
tool, press and hold either Shift key on the keyboard prior to drawing a
frame. As long as you hold the Shift key, Ventura Publisher allows you
to draw another frame without first selecting the Add Frame tool.

When you draw multiple frames that occupy the same location on the
page, the last frame drawn on a page is placed on top of all other frames.
Text placed in lower frames flows around frames on top. To place an
existing frame on top, cut that frame and then immediately paste it back
to the page.

If text from a file is placed into more than one frame on a page, it always
flows first into the frame which you drew first.

You can add space between paragraphs using narrow frames. Enable the
Column Snap and Line Snap options in the View menu to assure that
these frames reach the exact edges of the columns and to force.each
frame to be exactly 1,2,3, etc. lines high.

The Vertical Justification feature automatically aligns adjacent
columns at the bottom of the page. Refer to page 8-10 for more informa-
tion.

The Basics
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Paragraph tool

The Paragraph tool is used to assign style sheet tags from the Tags list
to selected paragraphs. Tag attributes are changed using the Paragraph
tool option buttons. A paragraph is defined as any group of words or
numbers followed by a carriage return.

The Paragraph tool allows you to format the chapter without having to
specify point size, typeface, spacing, ruling lines, etc. for each para-
graph.

Paragraph tool option buttons

When you click on the Paragraph tool button, the tool option buttons
change to display functions that are commonly used with the Paragraph
tool. The following is the default set of option buttons available when a
paragraph is selected.

= Button 15 will not be displayed if a standard VGA (640 x 480 resolution)
video driver is installed in Windows.

1 — Fonts 6 — Special effects 11 — Paragraph typography

2 — Alignment 7 — Ruling line below 12 — Auto-numbering

3 — Spacing 8 — Ruling line below 13 — Update tags list

4 — Breaks 9 — Ruling box around 14 — Attribute overrides
5 — Tab settings 10 ~ Add new tag 15 — Define colors

Selecting a paragraph

To select a paragraph:

> Click on the Paragraph tool button.

> Place the cursor over the paragraph you wish to select and press the
mouse button.



Paragraph too!

THE BASICS

Multiple
paragraph
selection

The paragraph selected is highlighted in reverse video (white text on
black background). To de-select a paragraph, either select another para-
graph, or move the mouse cursor to a part of the page which contains no
text and press the mouse button once.

You can select several paragraphs simultaneously as follows:

> Click on the Paragraph tool button.

> Hold down either Shift key on the keyboard and select each para-
graph with the mouse. The current selection indicator displays the
word Multiple to indicate that more than one paragraph has been
selected.

> To de-select any paragraph in a multiple group, select the paragraph
while still holding the Shift key.

Using the Paragraph tool, you can select and apply tags to multiple,
noncontiguous paragraphs. However, multiple paragraphs cannot be
selected from multiple pages.

Applying a tag to a paragraph

When the Paragraph tool is selected, the paragraph tags available
within the currently loaded style sheet appear in the Tags list. Each
time you select a paragraph, the tag currently assigned to that para-
graph is displayed in the current selection indicator and the Tags list.

To “tag” a paragraph, first select a paragraph or paragraphs with the
Paragraph tool, and then select a tag name from the Tags list (Figures
3-11 and 3-12). If multiple paragraphs are selected the same tag is
assigned to all of the selected paragraphs.
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The Adventurs BagTable Item

This trip really began in Septzmber last year when
Gerry wen firstprize in araffle atths fashion show which
Rush-Presbyterian-St. Luke's Medical Center holds
every year. The prize was two round trip tickets to Hong
Kong on United Airlines, and ten nights in the Hong
Kong Hyat Hotel. Analyzing our good fertune, we con-
cluded that we wanted to do mors than spend ten days in
Hong Kong and retum, but 2t the same time, United,
having just gotten its routes and equipment from Pan
American, had not yet received autharity to fly to other
destinations or between points in the Far East.

On February 10th, United acquired this authority, and
onFeb-ruary 11thDebbie beganputtingour tiptogether,
We left on March 2nd and retumed on March 26th, We

HP {8H00K P25
able Help

Sofar,it's been along and interssting day and [ gusss
it's just about half over. We did the fallowing:

Arose 2t 5:30 AM.

+ Left the houss at T:00 AM.

Arrived in Los Angeles at 12:35 PM.

Arived in Tokyo at 11:46 PM.

11:31 PM. Tussday, March dth

It's been a long day, but in meany ways realy quite
fabulous. Let's go back to the beginning. As relaed on
page 1, our mp yeswerday was a good one with fine
weather, accompanied by underlying clouds much of the
way. Our 5400 mile flight from Los Angeles tock us
north almast to the Kurile Islands and then dowm into
Tokyo. Lettingdown through the clouds over aroughssa
we saw many fishing boats and other vessels all hsaded
into Tokyo. Our zpprozch into the Narita Airport in-

Figure 3-11. Selecting and tagging a paragraph. The tag Chapter Title will
be assigned.

Tagging with
function keys

Chapter—1

The Adventurs Begins

This trip really began in Septemter last year when
Gerry won firstprize in aradfls atths fashion show which
Rush-Presbyterian-St. Luke's Madical Center holds
every year. The prize was two round trip tickets to Hong
Kong on United Airlines, and ten nights in the Hong
Kong Hyatt Hotel. Analyzing our good fortuns, we cen-
cluded that we wanted todo more than spend ten days in

Chicago © Tokyo

11:03 P.M. Chicagotime. 39,000 feet some whers over
the Western Pecific, we are 8 hours and 42 minutes out
of Los Angeles with about 2 more hour to go to Tokyo.
‘We were about an hour and ten minutes late out of Los
Angeles,

TravelLog

Sofar it's been along and interasting da usss

Figure 3-12. After the mouse button is pressed, the paragmph is changed. Note
hmﬁ the tag has changed not only the font, but the space between paragraphs as
well.

Up to ten tags from the Tags list can be assigned to your keyboard’s
function keys (refer to the Update Tags list option section starting on
page 10-66). You can then assign a tag to a paragraph simply by
selecting the paragraph and pressing the appropriate function key. You
can also use the function keys to tag text while you are using the Text
tool.
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Generated tags Text in headers, footers, section numbers, captions, table of contents,

and indices is automatically tagged with generated tags. Generated tags
are created by Ventura Publisher, and always have names which begin
with Z_. Generated tags are assigned Body Text attributes when first
created. You can change generated tags as you would any other tag.

Alist of the tags generated by Ventura Publisher is shown on page 3—64.
When you tag a header or footer, the entire header or footer is selected.

To change the attributes of any part of a header or footer use text
attribute codes in the Headers and Footers dialog box.

Modify tag

To modify a given tag:
> Select a paragraph already formatted with the tag you wish to modify.

> Select any of the Paragraph tool option buttons and make the changes
you desire.

Note that as soon as you click on the OK button in any of the dialog boxes
associated with the Paragraph tool option buttons, every paragraph in
the entire chapter already formatted with this tag will be changed. If
you then save the chapter or style sheet, the change to this tag will be
permanently saved in the style sheet.

The Paragraph tool and the tab bar

The tab bar allows you to interactively create, set, and delete tabs,
adjust the In From Left and In From Right settings, and adjust the
In/Outdent Width setting for the currently selected paragraph.

To use the tab bar, you must have the Show Rulers option in the View
menu enabled.

Refer to the Using the tab bar section starting on page 3-54 for a
description of the tab bar functions and how to use the tab bar with the
Paragraph tool.
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Text tool

The Text tool is a built-in word processor which can be used to:

¢ Change text and paragraph tag attributes,

* Add, delete, copy, or move text

+ Insert index references, frame anchors, and footnotes

¢ Compose a new document directly in Ventura Publisher

» Tag paragraphs

Text tool option buttons

When you click on the Text tool button, the tool option buttons change
to display options that are commonly used with the item that is current-
ly selected. The following is the default set of option buttons available
when a selected range of text is selected.

2 5 6 10 11 12 13 14

1 - Normal 6 — Subscript 11 — Font attributes

2 -Bold 7 — Underline 12 - Uppercase

3 — Italics 8 — Double underline 13 — Lowercase

4 — Small capitals 9 — Strike-thru 14 — Initial capitalization
5 — Superscript 10 — Overscore

The following is the default set of option buttons available when the
paragraph is selected by placing the text cursor anywhere in the para-

graph.

> Button 15 will not be displayed if a standard VGA (640 x 480 resolution)
video driver is installed in Windows.
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1 - Fonts 6 — Special effects 11 — Paragraph typography

2 — Alignment 7 - Ruling line below 12 — Auto-numbering

3 ~ Spacing 8 — Ruling line below 13 — Update tags list

4 — Breaks 9 — Ruling box around 14 — Attribute overrides

5 — Tab settings 10 — Add new tag 15 — Define colors
Changing text attributes

Using the Text tool, you can make font and attribute changes to single
characters, or blocks of text. You can also apply tag attributes to para-
graphs in much the same manner as using the paragraph tool.

Text attributes include:

»

°

* Bold @
. m

o Italic o
'—

* Overscore

* Small caps

» Strike-thru

» Subscript

e Superscript

* Underline and Double Underline

» Font
To change text attributes:

* Click on the Text tool button. The cursor changes to an “I-Beam.”

» Next, move the mouse cursor directly in front of the first letter to be
selected.

* Press and hold the mouse button.

» While holding the mouse button, drag the mouse cursor to the end of
the last character in the text you want to select.

* Release the mouse button.



THE BASICS

Text tool

The selected text (Figure 3—13) is shown in reverse video (white text on
black background). If the wrong text is selected, repeat the selection
process.

- , . , .
EEREN B C R r— 0 0 0 O R e e
i o B i

The Adventure Begins

I his wip realy tegan in Seprember last year On February 10th, United acquired this authority,
when Gerry won first prize in araffls at the and onFetruary 11th Debbie began putting our trip

FESTS WO CURG M ¥R ush Prosbyterian -St. Luks's
GOULReIE: holdsevery year. The prize was two
round &ip tickets to Hong Kong on United Airlines,

and ®n nights in the Hong Kong HyattHotel. Ana-

together. We left on March 2nd and returned on
March 26th. We entered seven counmies, travelsd
over 25,000 miles on four airlines, made over 500
Kodachrome® slides, almost 200 Kodacolor®

lyzing our good fortune, we concluded that we prints, mnd 5 172 hours of color and sound videotape.
wanted to do mors than spend ten days in Hong
Kong and return, but at the same tme, Unied,
havingjust gotten its routes and squipmentfrom Pan
American, had not yst received authority o fly to Chlcago to TOkyo
other destinations er between points in the Far East.

Figure 3-13. Using the Text tool to select text and change attributes.

You can also select text by the following steps:

> Move the mouse cursor to the beginning of the text you want to select.
» Press and then release the mouse button.
» Move the mouse cursor to the last character in the text to be selected.

> Press and hold the Shift key, then press the mouse button once.

= You can extend or shorten an existing selection by using this Shift key

and mouse combination. Note, however, that text cannot be selected
across page or frame boundaries.

Once text is selected, you can assign as many of the Text attributes as
you desire. For instance, to change the selected text to boldface and
underline, click on the Bold option button, and then click on the
Underline option button.

Clicking on the Normal option button clears all attributes from the
selected text and returns the text to the attributes set by the paragraph

tag.
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Change Text To

Set Font
Attributes

Clicking on the Normal option button returns the selected text to the
font set by the paragraph tag. If the paragraph tag is set at bold, italic,
etc. and you want to set the selected text’s font to medium weight (not
bold or italicized), use the Set Font Attributes option button described
on the next page.

Text and font attributes that you set using the Text tool take precedence
over font attributes applied with a paragraph tag. They will always
override the attributes of the paragraph tag.

The Capitalize option button converts selected text to initial capital
letters. The Upper Case option button changes every letter to upper
case.

The Normal option button restores text to the attributes specified in the
paragraph tag. It does not, however, undo case conversions (e.g., upper-
case to lowercase).

To change the font of selected text:
> Click on the Text tool button.

> Select the text whose font you wish to change.

> Click on the Set Font Attributes option button. The Font Setting
For Selected Text dialog box (Figure 3—14) is displayed.

Notmal It
Bold

Helvetica-Narow
| NewCenturySchibk - Bold ltalic

Figure 3-14. Font Setting dialog box. Typeface selection shown is for PostScript
printers.

]
L
[2]
3]
[11]
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(I

Interactive font

selection

Interactive
on-screen

kerning and

tracking

> Select the Face, Size, Style, and Color you desire and then select
the OK button.

Custom colors defined using the Define Colors option will appear in
the Color list box of this dialog box.

The interactive font selection feature allows you to increase and de-
crease the font of selected text one point at a time simply by pressing
Shift plus the up or down arrow keys on your keyboard. To use this
feature:

> Select the range of text you want to change.

> Press and hold either Shift key and press the up or down arrows on
the keyboard. The font will increase or decrease by one point each
time you press the up or down arrow.

Because the font size increases or decreases by one point each time you
press the up or down arrow, interactive font selection works best when
using a printer or typesetter for which Custom Size is enabled in the
Font option dialog box (e.g., a PostScript printer). For other printers,
you must press the up or down arrow several times to go from one font
selection to the next. For example, if your printer has 14 and 18 point
sizes available for a particular typeface, then you must press the up
arrow four times to change from 14 to 18 point.

Kerning is the process of moving letters closer together, and is usually
used in headlines where certain letter combinations, such as a capital V
followed by a capital A, appear to be too far apart when spaced with
normal proportional spacing. For example, the A in the word VALUE is
kerned in the second line below.

Unkerned text: VALUE
kommed text: VALUE

Tracking is the process of moving every letter in a word or sentence
either further apart or closer together.

Interactive kerning/tracking can be used in several ways to:

* Make text fit a given space.
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+ Improve the appearance of large headlines.

* Locally adjust typography without creating a new paragraph tag.

This feature is particularly useful in creating headlines and titles, since
you can instantaneously see the effect of your changes on the overall
layout. This feature can also be used to manually kern (move to the left
or right) individual characters.

To use the interactive kerning/tracking feature, follow these steps:

> Click on the Text tool button.

> Place the text cursor at the beginning of the text you wish to adjust.
Press and hold the mouse button. Drag the mouse cursor over the
range of text you wish to adjust and release the mouse button.

> Press and hold either Shift key and press the left or right arrow key
on the keyboard.

Each time you press an arrow key, every letter in the selected text is
moved closer together (left arrow) or further apart (right arrow).

Alternatively, after selecting the characters, click on the Set Font
Attributes option button. The Font Setting For Selected Text dialog box
(Figure 3-14) is displayed. Then:

> Set the Kern option to Loose to move the characters apart and to
Tight to move the characters together.

> Inthe entry field, enter the amount of space to add (looser) or subtract
(tighter) between each character.

The amount you enter is measured in Ems, where one Em equals the
width of the @ character in the currently selected font. You will quickly
discover that adding one full Em between each character makes a
dramatic difference. Most kerning changes are made in small fractions
of an Em.

To move an individual letter to the left or right

> Select only a single letter.
> Press and hold the Shift key.

> Press either the right or left arrow key. The text following the selected
letter will move in the direction of the arrow.
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Shift text

You can shift selected text up or down. In the Font Settings For Selected
Text dialog box (Figure 3—14), set the Shift option to Up to move the
text up, or to Down to move the text down. Then enter the amount by
which you wish to shift the text in the entry field.

Add, delete, copy, and move text

The Text tool allows you to add and delete text. When adding and
deleting text, enable the Show Tabs & Returns option in the View
menu in order to see hidden formatting characters.

To add or delete existing text:

> Move the mouse cursor to the point directly after the character to be
edited and press the mouse button. A vertical text cursor is displayed,
indicating that you can begin typing.

> Use the Backspace key to delete text directly to the left of the text
cursor, and use the Delete key to delete text directly to the right of
the text cursor.

> Press any character key on the keyboard to add text.
You can also add many characters not on the keyboard including:

» Foreign language and special typographic characters
¢ Math and Greek characters

¢ Line Breaks

* Special spaces

¢ Discretionary hyphens

Foreign Ventura Publisher can generate characters not normally found on a ,
language and standard keyboard. These include foreign language and other special
special characters. These are useful for several tasks:
characters
* Adding foreign words.

» Adding real typographic characters such as:

— Em dashes (— instead of - =)
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Math and Greek
characters

Line break

— True typographic quotes (“ ” instead of ")
To add characters not on your keyboard:

> Locate the desired character and its ANSI code equivalent in Appen-
dix E.

> Hold down the Alt key on the keyboard.
> Enter the ANSI code using the numeric keypad.

> After the number is entered, release the Alt key. The character is
displayed on the screen.

For instance, to enter an accented lowercase E (é), press the Alt key and
type 0233.

You can delete foreign language and special characters and change their
attributes just like any other keyboard character.

If a special or foreign character entered does not print, this character
may not be available for the printer you have currently selected. Print
the CHARSET chapter located in the TYPESET directory to see the
character set for your printer.

Ventura Publisher provides a mathematical and Greek character set.
Unlike the additional characters described in the previous section, these
characters are selected by changing to the Symbol typeface. When you
tag a paragraph with a symbol font tag, every character in the para-
graph is converted to a symbol character. For instance, an upper case F
(ANSI code 070) displays as .

To change all characters in a paragraph to symbols, click on the Para-
graph tool button, then create a new tag and change its typeface to
Symbol.

To create occasional symbols within a paragraph:
> Place the text cursor at the beginning of the text you wish to change.

Press and hold the mouse button. Drag the mouse cursor over the
range of text you wish to adjust and release the mouse button.

> Use the Set Font Attributes option button to change this range of
text to Symbol characters.

When creating headlines and tables, you may want to end a line within
a paragraph without breaking the text into two paragraphs. This is done

3-29
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with a Line Break. Line breaks are created by holding down the Ctrl key
while you press the Enter key. Line breaks add the normal inter-line
spacing, but no inter-paragraph, above, below, or ruling line space.

Line Break Example Line breaks

This is a paragraph /
which is broken
into three lines using a line break

This is a second paragraph

This is a third paragraph

Spaces Ventura Publisher can create several types of spaces that you can insert

into your documents when working with the Text tool. Typical examples
of situations in which you might use such spaces include:

* Inserting a fixed width space when you don’t want the space between
two words to change, or when you want to add space between two
numbers in a table without causing the table to misalign.

* Inserting a non-breaking space when you want to keep two words
together on the same line.

The fixed width spaces — Em, En, Thin, and Figure spaces — neither
increase nor decrease in size during justification. When working with
text rather than with numbers, choose from among the Em, En, and
Thin spaces. The Em space is the width of the M character in any font
(Ventura Publisher actually uses the @ character which provides better
typographic results); the En space is the width of the lower case n; and
the Thin space is the width of a period.

When you want to add space in tables of numbers that must remain
aligned, choose the Figure space, which is the width of a number. All
numbers are the same width, even in proportionally spaced fonts.

The non-breaking space, on the other hand, changes in width as space
is added or subtracted to make a line justify. Use the non-breaking space
to keep two words together on one line.

The following list summarizes the keyboard combinations used to create
these special types of spaces:
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Type of space Keystrokes required
Em space Ctrl + Shift + M
En space Ctrl + Shift + N
Figure space Ctrl + Shift + F
Thin space Ctrl + Shift + T
Non-breaking space Ctrl + Space

Discretionary Use discretionary hyphens to tighten a loose line. Aloose line is a line of

hyphen text which contains too much space between words because the first

word of the next line could not be hyphenated during the justification
process. You can manually hyphenate this word by inserting a discre-
tionary hyphen. Unlike a normal hyphen, a discretionary hyphen only
appears if the word is at the end of a line. The following example shows
how a discretionary hyphen can tighten a loose line.

This line is too loose because the word
overextended has not been hyphenated.

This line is not loose because the word over-
extended has been hyphenated with a dis-
cretionary hyphen.

Placing a discretionary hyphen at the beginning of a word suppresses
hyphenation for that occurrence of the word. If you place a discretionary
hyphen at the beginning of a compound word such as Alsace-Lorraine,
then that word will not be broken, even at the normal hyphen.

To add a discretionary hyphen to any word:

> Place the text cursor at the point in the word where you wish a
hyphen to be inserted.

» Press and hold down the Ctrl key.

> Press the - (hyphen) key. This hyphen is neither displayed on the
screen nor printed unless the word needs to be hyphenated. If the
Show Tabs & Returns option is enabled in the View menu, a small
hyphen is displayed at each discretionary hyphen point, although this
hyphen is not printed.

As you move the text cursor across a word containing a discretionary
hyphen, the discretionary hyphen’s presence is displayed in the current

The Basics
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selection indicator box. Once you have displayed the discretionary
hyphen, you can remove it by pressing the Delete key.

Start a new document

You can use Ventura Publisher just like any word processor to create
new text files. The resulting files can be saved in any file format
available (e.g., WordStar, WordPerfect, DCA).

» To create a new text file, click on the Text tool button and place the
text cursor anywhere on the page. Begin typing.

» To place text at a specific location, use the Box Text tool to place the
a box at the location you desire, then use the Text tool to begin typing
text into this box.

» To save a text file, click on the Save As function button and save a
new chapter. A text file will be created with the same file name as the
chapter, but with the file extension for the word processor format that
you most recently selected using Load Text/Picture option. If no
other text files have been loaded, Ventura Publisher will save the new
file in ASCII format.

To change the file extension or word processor format:

> Click on the Selector tool button.

» Select the page or frame containing the text.

> Click on the File Type/Rename option button.

> Change the default extension in the New Name entry field.

» Change the word processor file format by selecting the appropriate
Text Format option.

Text editing hints

As you add or delete text, the page automatically reformats as you type,
80 you can always see the effect on the page layout. When editing across
page boundaries, press the Page Down key to go to the next page, and
place the cursor at the point where you wish to resume editing.
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As you add or delete text, you may occasionally see some extra “ink”
around certain characters and ruling lines. Press the Esc key to redraw
the page and eliminate this ink.

Text may suddenly disappear when you are editing near the end of a
page or column. This is caused by the Widows, Orphans, and Keep
With Next controls automatically placing text in the appropriate page
or column. Scroll to a different part of the page, or press the Page Up
or Page Down keys as necessary, and continue editing.

As you move the text cursor with the keyboard arrow keys, the current
selection indicator displays the presence of special items (e.g., text
attributes, index references, footnotes, frame anchors, etc.). If you cut
the special item using the Cut function button or by pressing the Delete
key, the special item will not be cut to the clipboard. To reinsert the
special item, immediately select the Undo function button. If you wish
to copy the special item to other locations, select the Copy function
button or press Shift + Delete and the special item will be copied to the
clipboard. The copied special item can then be pasted elsewhere by
placing the text cursor at another location in the document and then
pressing the Insert key.

To move, copy, or delete blocks of text, index references, footnotes, and
anchors, refer to the Cut, Copy, and Paste sections of the Edit menu
chapter.

You can undo any cut to the clipboard by immediately selecting the
Undo function button.

Ventura Publisher places attribute settings (bold, italic, superscript,
etc.) at both the beginning and the end of a block of text that is set to
that attribute. Although the attribute settings do not appear on the
screen, the current selection indicator flags their presence when the text
cursor passes over the point at which they are located. If you accidental-
ly delete the attribute at the end of a block of text, the remaining text in
the paragraph suddenly appears with that same attribute. Immediately
select the Undo function button to reinsert the attribute code. To avoid
this problem, look for the word Attribute in the current selection
indicator before you delete text.

Attributes are terminated at the end of each paragraph, even if the “end
attribute” character has been deleted.

The Basics
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Use the keyboard arrow keys to move the text cursor a short distance.
Use the mouse to move the text cursor to remote portions of the page.

Tagging using the text tool

Multiple
paragraph
tagging using
the text tool

Page break

Whenever you press the Enter key, you automatically create a new
paragraph which has the same tag as the last paragraph. You may
change the tag of the paragraph in which the text cursor currently
resides simply by selecting a tag from the Tags list. If you want to assign
tags by using the keyboard keys instead of the mouse, you can assign
frequently used tags to the special function keys on your computer’s
keyboard. (Refer to the Assign Function Keys option section starting
on page 10-71.) Once a tag is assigned to a function key, pressing that
function key while using the Text tool immediately tags the entire
paragraph in which you are typing.

You can very easily tag several consecutive paragraphs while using the
Text tool.

> Select text spanning several paragraphs.

> Select a tag from the Tags list or press one of the function keys. All
paragraphs included in the selection are tagged with the selected tag.

To create page breaks, you should follow these steps:

> Select a paragraph tagged with the Body Text tag.

> Click on the Add New Tag option button. Ensure the Body Text tag
is displayed in the Copy From list box.

> Enter a descriptive name for the tag (e.g., New Pg After) and click on
the OK button.

> Click on the Breaks option button and set the Page Break for this
tag to After.

> Click on the Update Tag List option and then select the Assign
Function Keys button. Assign this tag to the function key of your
choice.

By pressing this function key while using the Paragraph tool or the Text
tool in a paragraph tagged as Body Text, you can cause a page break to
occur after the paragraph. If you want to create a page break after a
paragraph tagged with a tag other than Body Text, or if you want to
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create a page break within a paragraph, press Enter and then press the
function key.

Changing tag attributes using the Text tool

The text tool allows you to change the attributes of the tag assigned to
the paragraph in which the text cursor is placed. When the Text tool is
placed in a paragraph of text (and a range of text is not highlighted), the
option buttons display functions that allow for changing of the at-
tributes of tag assigned to that paragraph. Simply select the desired
option buttons and change the attributes of the paragraph in the same
manner as you would using the Paragraph tool.

The Text tool and the tab bar

The tab bar allows you to interactively create, set, and delete tabs,
adjust the In From Left and In From Right settings, and adjust the
In/Outdent Width setting for the currently selected paragraph.

To use the tab bar, you must have the Show Rulers option in the View
menu enabled.

Refer to the Using the tab bar section starting on page 3-54 for a
description of the tab bar functions and how to use the tab bar with the
Text tool.

The Basics
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Table tool

A table is any text formatted in a row/column matrix. A cell is the
intersection of a row and column.

Spreadsheets provide a simple example of row/column formatting. How-
ever, most tables have more than one line of text in each cell, and require
horizontal and vertical lines, different alignment, and different back-
ground patterns for each cell in the matrix.

The Table tool allows you to:

* Create tables and forms.

» Apply different line attributes to a cell or group of cells.

* Apply a background tint to any cell or group of cells. Figures 3—15 and
3-16 show typical types of tables.

All table information is stored in the text file. Refer to Appendix D for
information on table format.

Table tool option buttons

When the you click on the Table tool button, the tool option buttons
change to display functions that are commonly used with the Table tool.
The default set of Table tool option buttons is shown below.

2 3 4 5 6 7 8 9 10 11 12 13
TE 1
1 - Insert row 6 — Set column width 11 — Thick line style
2 —Insert column 7 — Default line style 12 — Add new table
3 — Join cells 8 — Hidden line style 13 — Edit table settings
4 — Split cells 9 — Single line style
5 — Set tint 10 — Double line style
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Other Prisoner’s Plea Prisoner 1 Outcome Prisoner 2 Outcome
Innocent (2, 10) 2, 10)
Guilty 1, 5) 1, 5

Figure 3—-15. Simple table. All cells the same size.

Year Main Memory Control Memory Processor Memory
1973 64K 1Kx1 1K PROM 256 x4 32 registers 16x4
Parity Dynamic
1974 PMOS | jgprop | PhOMas
KRAM | e
1975 64K 4Kx1 , 16x 4
Error Dynamic 32 registers Sc_hottky
1976 Correction NMOS 1Kx4 bipolar

2K PROM PROM
1K RAM Schottky

1977 256K 16K x 1 bipolar RAM
Dynamic
Error .
Correction Si gate
1979 NMOS 1IKPROM |4Kx1RAM| 8x32 256 x 4

Figure 3-16. Table where different cell sizes are used.

Insert new table

You can insert a table between any two paragraphs while using either
the Table tool or Text tool. You then insert text into the table using the
Text tool. To modify the structure of the table, use the Table tool.

To create a table, follow these steps:

» (Click on the Table tool button.

> Place the table cursor between the two paragraphs where the table is
to appear. The location for the table is marked by a short horizontal
line.
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> Click on the Insert New Table option button. The dialog box shown
in Figure 3-17 is displayed.

You can also insert a table while using the Text tool as follows:

» (Click on the Text tool button.

> Place the text cursor at the beginning of the paragraph to follow the
table or end of the paragraph which will precede the table.

> Select the Insert Special Item option from the Text menu.

> From the secondary menu, select Table. The Insert/Edit Table dialog
box (Figure 3-17) is displayed.

Figure 3-17. Insert/Edit Table dialog box.

Once the Insert/Edit Table dialog box is displayed, select the OK button
to accept the default table values. A three row by three column table is
displayed at the current location of the text cursor (See Figure 3-18).
For information on how to change the settings in this dialog box, refer
to page 13-10.
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1 1 1
1 1 1
1 1 1

Figure 3-18. Tuble which results from the settings in Figure 3-17.

Entering text into the table

Use the Text tool to type text into the table. As you add text, new lines
are automatically created and the row height increases to accommodate
these new lines. Only one paragraph is allowed per cell. Use line breaks
(Ctrl+Enter) to create additional lines of text within a cell.

Use the cursor control keys to move the text cursor through the text
within a cell. The arrow keys also move the text cursor to the next cell.

You can cut, copy, and paste text within a cell, but you cannot select text
in more than one cell at a time. You can cut and paste entire rows and
columns as described in the next subsection.

Edit tables

When you first create a table, the Insert/Edit Table dialog box shown in
Figure 3-17 is displayed. This dialog box lets you define the row/column
grid into which your table entries are placed. Once you have defined a
table, you can select and modify portions of it as follows:

> Click on the Table tool button.

> Position the mouse at the upper left hand corner of the first cell in the
portion of the table that you wish to select.

> Press and hold the mouse button.

> Move the mouse to the lower right hand corner of the cell at the end
portion of the table you wish to select.

> Release the mouse button. A gray textured outline highlights the
selected portion of the table.
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Using this method, you can select:

.

Any horizontal or vertical line between cells in the table.
Any single cell.

Any contiguous group of cells.

The entire table.

You cannot select more than one contiguous group of cells at one time.

Once you have selected a portion of the table, you can modify it in any
one of the following five ways:

Cut, copy, and paste rows and columns. You can exchange one row
with another, eliminate unwanted information, or copy information
to another table. You can also remove the entire table.

Change every cell in the table. Select any portion of the table and then
click on the Change Settings option button. This lets you change
any of the values originally specified in the Insert/Edit Table dialog
box except the number of rows and columns.

Add a new column or row. Place the table cursor at any point in the
table, then select the Insert Row or Insert Column option buttons.
The new column or row will be inserted either above (in the case of a
row) or to the left of (in the case of a column) the current cell.

Change column widths. Select any cell or group of cells and then click
on the Set Column Width option button. You can also interactively
change the width of a column by pressing the Alt key while dragging
the column to a new location using the mouse.

Apply cell attributes. Select any horizontal line, vertical line, cell, or
group of cells and then apply an attribute from the Table menu. Use
this to make one large cell out of several adjacent cells (Join Cells),
apply a background tint, or override the default ruling lines between
cells.

Cut/copy/paste rows and columns

Using the Table tool, you can cut or copy rows and columns. This lets
you interchange one row or column with another. To do this:

> Click on the Table tool button.
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> Select the row(s) or column(s) you wish to cut or copy. You only need
to select a portion of the row(s) or column(s).

> Click the Cut function button to remove the row or column from the
table and place it on the clipboard. A message is displayed asking you
if you want to Cut/Copy rows or columns. Make the appropriate
choice. Or, select the Copy function button to copy the row or column
to the clipboard.

Once you have cut or copied a portion of the table onto the clipboard, you
can paste this table segment to another location in the table. To do this:

> Select the line between the rows or columns where you wish to insert
the portion of the table stored on the clipboard. Even if the ruling line
is hidden, the line between rows and columns still exists and can be
selected.

> Click on the Paste function button.

» Select whether to insert the table segment between rows or between
columns. You can cancel if you decide not to paste.

If you select the entire table, you can cut or copy the entire table. An
alert message is displayed warning you that the entire table will be
removed.

Change every cell in the table

To modify the entire table:

» (Click on the Table tool button.

> Select any portion of the table and then click on the Change Set-
tings option button.

> The Insert/Edit Table dialog box is displayed. Make the changes you
wish. (Refer to page 13-10 for a complete description of this dialog
box.)

Apply cell attributes

While using the Table tool you can apply any of the attributes from the
Table menu to any block of selected cells in the table.
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Tag a cell

Font

Alignment

Each cell in the table is initially tagged with a tag called Table Text.
However, you can tag any cell in the table with other tags in order to
change text alignment within a table cell or create certain special
effects. While you can assign any Paragraph tool attribute option to tags
which you apply to a table cell, only a few of these attributes are useful
for tables. The most useful Paragraph tool attribute option for tables is
the Alignment option.

One advantage of the Table tool is that you can create most tables with
only a few tags. For instance, if you occasionally want to change the font
of text within a cell, select the text using the Text tool and use Text tool
options rather than creating a new tag. If you need more space between
lines in a particular cell, change to Text tool and use a line break
(Ctrl+Enter) rather than create a new tag with more space above or
below.

The following subsections describe how each of the Paragraph tool
options can be used for text within a table.

You can create a tag with a different font. This is useful for table
headings. However, as mentioned before, for occasional font changes you
may find it easier to simply select text in the cell (using the Text tool)
and then change its font using the Set Font Attributes option button
(or the Shift + up/down arrow shortcut). If you set the Grow Inter-
Line To Fit option to On in the Paragraph Typography dialog box,
any font size changes will automatically cause the space between lines
to increase, and the row to grow.

The Paragraph tool Alignment option is the most important option to
use for table tags. The four settings which are particularly useful are:

¢ Horizontal alignment

¢ Vertical alignment

¢ Rotated text

¢ In from right to decimal

Various combinations of horizontal and vertical alignment let you place
the text in any corner, any side, or in the center of a cell. In addition, if
you use the Paragraph tool Alignment option and set the Horiz.
Alignment option to Decimal, you can align numbers by a fixed
amount from the right side of each cell.
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Spacing

Breaks/Special
Effects

Tab settings

If you choose rotated text, you should limit the Maximum Rotated
Height of the text to limit the vertical height of the cell. Use a line break
(Ctrl+Enter) to limit the length of any line of the rotated text.

Click on the Paragraph tool Spacing option button and use the Above
option to move the text down within a cell, although a line break
(Ctrl+Enter) may be simpler if you want to move text only occasionally.
Change the Inter-Line option setting to change the space between lines
within a given cell.

To move all text in the table away from the ruling lines between each
cell, click on the Table tool button, select any part of the table and click
on the Change Settings option button. The Space Between Rows
and Space Between Columns option settings determine the spacing
between the lines of the table and the text entered in the table cells. To
apply spacing globally to the text in tables throughout your document,
use Paragraph tool Spacing option and set the In From Left and In
From Right settings to adjust the spacing for the Table Text tag.

The Paragraph tool Breaks and Special Effects options are not par-
ticularly useful for most tables. Set the Line Break option to Before or
After, and the Keep With Next option to No.

The Table tool eliminates the need for tabs, although you can still use
tabs within a cell in a table, if the need should arise.

The Auto-Leader option in the Tab Settings dialog box is very useful
however. This option lets you automatically fill a table cell with any
character, such as a dash or period. To use this feature:

> Click on the Paragraph tool button and select a cell paragraph to
which you want the auto-leaders applied.

> Generate a new tag name using the Add Tag option button.
> Click on the Tab Settings option button.

> Set the Auto-Leader option to On, then select a Leader Character
and Leader Spacing option. Click the OK button to exit the dialog
box.

> Click on the Spacing option button and set the In From Left and In
From Right settings to limit the width of the leader within the cell.
Click on the OK button to exit the dialog box.
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Attribute
Overrides

Paragraph

Typography

Ruling lines

Recommended

table tags

If you tag a blank cell, the leader character immediately fills one line of
the cell. If you tag a cell which contains text, the leader character
formats from the end of the last line of text to the right margin of the
cell. You don’t need to enter a tab character to make the leaders appear.

The Paragraph tool Attribute Overrides option allows you to define
line attributes that can be applied to selected text. Also, if you set the
Line Width option to Margin-Wide, any line attribute will automat-
ically extend across the entire cell, minus any In From Left or In From
Right values in the Spacing dialog box and Space Between Columns
value in the Insert/Edit Table dialog box. This is useful to make the
applied line attribute always cover the width of the cell, regardless of
how much text a line contains. Use this for the double underline for
subtotals in tables. For most table tags, set the Line Width option to
Margin-Wide.

The most useful feature within this dialog box is Grow Inter-Line To
Fit. Set this option to On for most table tags. When turned on, you can
select text within a cell and increase its font size, and the inter-line
space automatically adjusts to make room for the larger font.

You can place ruling lines above or below text. These rules will appear
within the cell and should not be confused with the table rules, which
appear around the table and between cells.

You can create many tables with just the following tags:
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Tag Name Tag Settings

Table Left Horizontal alignment = Left
Vertical alignment = Middle

Table Horizontal alignment = Center

Center Vertical alignment = Middle

Table Horizontal alignment = Decimal

Decimal In From Right to Decimal = 2 picas
Vertical alignment = Middle

Table Horizontal alignment = Center

Leaders Vertical alignment = Middle

Tab Auto Leaders = On
(select Leader character other than

space)
Table Horizontal alignment = Left
Rotate Vertical alignment = Top

Text Rotation = 90
Maximum rotated height = 3 picas
(adjust as necessary to fit your table)

The following table shows some of the most common effects created with
tags. In addition to those shown, you can create a large variety of
alignment effects by combining the settings in the Alignment and
Spacing option dialog boxes. In general, try to minimize the number of
table tags you create. Use the Text menu Set Font Attributes option
dialog box to set font attributes, and line breaks (Ctrl+Enter) to create
additional space between lines.

Leaders Rotated Text lvllii-l;i:lva’lit(llle Decimal Alignment
1,768.90
3 123.45 (123.45)
................. E - (95.34) 4’555,123.23
S8 1,867.01
This is tagged the
same as the cell
9 . 1867.01
above, but the cell | o 186701 23,455.78
. SR e 34,158.54
above contains no S8 %
textatall. ......... 2R3
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PRN to table import filter

The PRN to Table import filter can automatically recognize columnar
data and convert it into a table. This converter can read a Lotus 1-2-3
PRN, dBase TXT, or similar file. Other spreadsheet and database
programs can produce files which can be read directly by this converter.
Once you create the file, you can then use the PRN to Table option in
the Load Text/Picture dialog box to insert the resulting table anywhere
in the text of your document.

The data in the text file created by your spreadsheet or database must
be formatted with at least two spaces between each column. Refer to the
documentation that accompanied your database or spreadsheet applica-
tion for procedures on creating a print file. Additional information about
exporting spreadsheet and database information in a format suitable for
import into Ventura Publisher can be found in the Text From Other
Programs chapter (Chapter D).

> If the Destination option is set to List of Files, when the .PRN file is
imported, a file with the same name, but a .TBL extension, is created.
Any editing done to the imported table while in Ventura Publisher will
be reflected in the .TBL file and not in the .PRN file. If the .PRN file is
subsequently edited outside of Ventura Publisher and the chapter con-
taining the .PRN file is opened again, a new .TBL file will be created and
any previous edits made to the table while in Ventura Publisher will be
lost.

If the Destination option is set to Cursor, the .PRN file is incorporated
into the existing text file loaded in the chapter, and any editing done to
the .PRN file outside of Ventura Publisher will not be reflected in the
chapter. This is the recommended way of incorporating .PRN files.
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Graphic tools

The graphic tools allow you to draw lines, ellipses, circles, square-corner
rectangles and squares, and rounded-corner rectangles and squares.
You can also place text in a box and move this box anywhere on a page.
Once you have drawn these objects, you can assign different line and fill
attributes to each of them. You create drawings either on the current
page or attached to a selected frame.

To cut, copy, or paste graphics, use the Selector tool.
The graphic tools are designed to let you:

* Draw call-outs for pictures which you have loaded into frames from
other drawing programs.

* Place additional ruling lines and crop marks anywhere on the page.

Graphic tool option buttons

The graphic tool buttons are used to create various graphics on the
current page. When the you click on one of the graphic tool buttons, the
tool option buttons change to display functions that are commonly used
with the Selector tool for editing the graphics. However, these option
buttons are grayed and not available for selection until the Selector tool
is enabled and a graphic selected. Refer to the Selector tool section for a
description of the tools available for editing the graphics after they are
created.

Attaching graphics to frames

Graphics are attached either to the base page or to a specific frame. If
you attach a graphic to a frame, the graphic will be moved with the
frame when that frame is moved, cut, or copied. The ability to tie
graphics to frames is useful for creating callouts or adding typo-
graphically sophisticated text to pictures and graphs. Also, since frames
can be anchored to the text, tying graphics to frames allows you to

3-47
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anchor graphics to a specific point in the text. This feature is useful
when you want to keep illustrations and the text that refers to them on
the same page.

To attach a graphic to a frame or page, use the Selector tool to select the
frame or page, and then use the graphic tools to draw graphics.

0> To attach existing graphics to a different frame, simply cut the graphic
as describe later in this section, select the frame to which the graphic
should be attached, and paste the graphic back onto the page.

Grid settings

Graphics can be snapped to an invisible grid which is defined using the
Grid Settings option (Figure 3-19). The grid setting can be different
for each frame or for each inserted page in the chapter.

Figure 3-19. Grid Setiings dialog box.

The grid settings helps you align different graphic objects with one
another. Refer to the Grid Settings option section in the Graphic
menu chapter for more details.

Drawing graphics

> Using the Selector tool, select the frame to which the graphic should
be attached.

> Click on one of the graphic tool buttons.

> Place the mouse cursor where you want the drawing to begin. Press
and hold the mouse button.

> Move the mouse to create the desired size and shape of the object.
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Drawing
multiple graphics

Squares, circles,
and constrained
lines

> Release the mouse button when the desired size and shape has been
obtained.

After each graphic is drawn, Ventura Publisher automatically changes
to the Selector tool, so you can move or resize the graphic just drawn.

If you want to draw several graphics of the same kind, you can retain
the drawing tool currently selected, by depressing and holding either
Shift key while drawing each graphic. As long as you depress the Shift
key while drawing the graphic, the drawing tool remains available.

If you press and hold the Alt key while you draw or resize a graphic, the
graphic will be constrained to perfect proportions. This means that you
get:

» A perfect circle instead of an ellipse

* A square instead of a rectangle

» Horizontal, vertical, or 45° lines

Selecting graphics

Selecting
multiple graphics

Graphics are selected and manipulated using the Selector tool. To select
a graphic:

> (Click on the Selector tool button.

> Place the cursor within the area of the graphic and click the mouse
button.

Handles will appear around the graphic. Also, the current selection
indicator shows the type of graphic currently selected (e.g., circle, line,
rectangle, box text).

Multiple graphic objects can be selected by pressing and holding either
Shift key and then selecting each individual graphic. These graphics
can then be cut, copied, pasted, or moved. Attributes can be applied
simultaneously to all selected graphics if they are of the same type (e.g.,
all rectangles).

Only multiple graphics tied to the same frame can be selected this way.
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Selecting
graphic on
bottom

All graphics associated with a frame can be selected by selecting the
frame to which they are attached and then clicking on the Select All
option button or pressing Ctrl+Q.

When one graphic is completely covered by another graphic, it some-
times seems impossible to select the graphic on the bottom. To select a
graphic which is covered by several other graphics:

» Click on the Selector tool button.
> Press and hold the Ctrl key and then select the first graphic.

> While holding the Ctrl key, press the mouse button again to select the
next graphic down from the top.

> Continue pressing the mouse button, while holding the Ctrl key, until
you select the desired graphic.

Resizing graphics

Once a graphic is drawn, you can resize it as follows:

> Select one or more graphics as describe previously in this section.

> Place the mouse cursor over one of the little black Aandles around the
edge of the graphic (or any one of the graphics if more than one
graphic is selected).

> Press and hold the mouse button, drag the handle to resize the
graphic or graphics, and then release the mouse button.

1<y When resizing multiple graphics, all graphics in that group will change
size proportionally.
Moving graphics

To move a graphic:

> Select one or more graphics as described previously in this section.

> Place the mouse cursor within the area of the graphic (or within the
area of any one of the graphics if more than one is selected).
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> Press and hold the mouse button and drag the graphic or graphics to
its new location. Release the mouse button.

‘Changing graphic attributes

To change attributes of a graphic:

> Select one or more graphics as describe previously in this section.

> Click on the Line Attributes or Fill Attributes option buttons and
make the appropriate selections. (Refer to the Fill Attributes and
Line Attributes options section in the Graphic menu chapter for
more information.)

Repeating graphics

Superimposed
graphics

Normally, graphics tied to the current page will show on that page only.
They can, however, be made to repeat on every page as follows:

> Select the graphic you wish to appear on all pages.
> Click on the Show On All/This Page(s) option button.

To prevent a graphic from repeating on all pages:

> Select the repeating graphic from any page.
> Click on the Show On All/This Page(s) option button.

If graphics are placed on top of one another, the last graphic drawn is
always placed on top. To change this order, first select the graphic you
wish to move, then click on either the Send to Back or Bring to Front
option button. The selected graphic is then placed either on the bottom
of all graphics associated with this frame (Send to Back), or on the top
(Bring to Front).

Figure 3-20 shows a line behind a rectangle. Figure 3-21 shows the
result of selecting the line and then clicking on the Bring to Front
option button.
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/

Figure 3-20. Line behind a rectangle. Figure 3-21. Line brought to front of rectangle.

Box text

The Box Text tool feature allows you to place text anywhere on the page.
Unlike text in frames, which is formatted in columns and causes text in
other frames to move aside, box text is formatted in a single column, and
overlaps all text and pictures on the page. Think of box text as a Post-it™
(self-adhesive yellow note paper) that can be placed anywhere on the

page.
To create box text:

> Use the selector to select a frame (or the page) to which the box text
will be attached.

> Click on the Box Text tool button.

> Draw a box in the same manner as you would draw a frame.

If the Show Tabs & Returns option in the View menu is enabled, you
will notice that the end of file marker (a small square) is displayed
within the box. This shows you where to place the text cursor to begin
typing. If necessary, use the Selector tool to make the box larger or
smaller, to hold more or less text. Click on the Text tool button and enter
text into this box.

The text entered into this box is stored in the chapter’s caption (.CAP)
file.

The line and fill attributes of the box text graphic can be changed the
same as any other graphic.

The text entered in a box text graphic is initially assigned the
Z_BOXTEXT tag. The attributes of this tag can be changed using the
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Box text callouts

Text and Paragraph tools the same as any other text in Ventura
Publisher. Additionally, any tag in the style sheet can be assigned to the
box text.

Use the box text and graphic line features to place callouts outside, but
attached to, a frame that contains a picture.

By creating box text and lines with arrow ends attributes, you can create
callouts to annotate pictures placed in frames.

By attaching the box text and line callouts to the frame containing the
picture, moving the frame will cause the entire set of graphics to move
as a single unit.
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Using the tab bar

The tab bar allows you to interactively create, set, and delete tabs,
adjust the In From Left and In From Right settings, and adjust the
In/Outdent Width setting for the currently selected paragraph.

To use the tab bar, you must have the Show Rulers option in the View
menu enabled.

When placing and moving tabs on the tab bar, the tabs will snap to the
tick marks on the ruler. The unit of measure used for the rulers can be
set using the Set Ruler option in the View menu. Refer to the Set Ruler
section starting on page 7-5 for information on setting the unit of
measure for the rulers.

Iy Tabs and temporary margins are measured from the edges of the
column, not the page. When the rulers are displayed and a paragraph
selected, the zero point of the ruler will adjust to correspond to the left
column edge for the currently selected paragraph. This allows you to
better adjust the tab bar markers visually rather than having to calcu-
late the difference between the set zero point and the actual column
edge.

Once the Selector tool is enabled, or all paragraphs are deselected, the
ruler zero point will return to the position set using the Set Ruler option
or the interactive zero point adjustment feature.

Interactive tabs

The tab bar allows you to interactively adjust the tab settings for the
selected paragraph. When a paragraph is selected, the tabs set for that
paragraph are displayed in the tab bar (Figure 3—22).

Tab markers

Figure 3-22. Tuab bar with default tabs for the Body Text tag.
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Placing a new To interactively place a new tab:
tab

> Click on either the Paragraph tool or the Text tool button.

> Select a paragraph to which you want to interactively add a tab.
Remember, the tab is actually added to the paragraph’s tag. In other
words, if you add a tab to one paragraph with that tag, you add it to
all paragraphs with that tag.

> Click on the tab button of the type of tab you want to place. The
following are the tab types:

o LLJ Left tab — text is left aligned at the tab location.

« LLJ Center tab — text is centered at the tab location.

. Right tab — text is right aligned at the tab location.

. Decimal tab — text is decimal aligned at the tab location.

> Click on the tab bar at the location you want the new tab. The tab
snaps to the nearest increment marker on the ruler. If you want to
place the tab without snapping to the ruler, hold the Ctrl key down
while placing the tab.

Moving atab To interactively move a tab:

Deleting a tab

> Click on either the Paragraph tool or the Text tool button.

> Select a paragraph that has a tab you want to interactively move.
Remember, the tab is actually a part of the paragraph’s tag. In other
words, if you move the tab in one paragraph with that tag, you move
it in all paragraphs with that tag.

> Place the mouse cursor over the tab marker you want to remove.

> Click and hold the mouse button.

> Slide the tab marker to its new location and release the mouse button.
The tab snaps to the nearest increment marker on the ruler. If you

want to place the tab without snapping to the ruler, hold the Ctrl key
down while moving the tab.

To interactively delete a tab:

> Click on either the Paragraph tool or the Text tool button.

The Basics
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> Select a paragraph from which you want to interactively delete a tab.
Remember, the tab is actually deleted from the paragraph’s tag. In
other words, if you remove a tab from one paragraph with that tag,
you remove it from all paragraphs with that tag.

> Place the mouse cursor over the tab you want to remove.

> Click and hold the mouse button.

> Slide the tab off the ruler and release the mouse button.

Interactive in/outdent and paragraph margins

The tab bar allows you to interactively adjust the In From Left and In
From Right settings, and adjust the In/Outdent Width setting.

Three separate markers are interactively set on the ruler: the first line
in/outdent marker, the temporary left margin marker, and the tem-
porary right margin marker. These settings are associated with a para-
graph tag and are stored in the style sheet. Before you can change these
settings, you must first select the paragraph with which you want to
work.

Using either the Paragraph tool or the Text tool, select the desired
paragraph. The markers for that tag are displayed on the tab bar
(Figure 3-23).

In/outdent marker

Temporary left margin marker Temporary right margin marke

Figure 3-23. Tab bar with tab, in/outdent, and temporary margin markers.

1y Refer to the Spacing section starting on page 10-10 for more informa-
tion about how the temporary left and right margins work. Refer to the
Alignment section starting on page 10-5 for more information on setting
the In/outdent Width setting.
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In/Outdent
marker

Temporary left
margin marker

Temporary right
margin marker

The in/outdent marker sets the first line indent or outdent for the
paragraph. It interactively changes the In/Outdent Width value in the
Alignment dialog box. To interactively change the first line in/outdent of
a paragraph:

> Ensure that the paragraph you want to work with is selected.

> Click on and hold the top indent marker (if the rulers aren’t visible,
enable the Show Rulers option in the View menu).

> Slide the in/outdent marker to the desired location and release the
mouse button. The marker snaps to the nearest increment line of the
ruler. If you want to place the marker between increments, hold the
Ctrl key down while moving the marker.

The number of lines in/outdented using this marker is set using the
In/Outdent Height setting in the Alignment dialog box. Refer to page
10-5 for information on setting the number of lines affected by the
in/outdent marker.

The bottom, left marker sets the temporary left margin of the para-
graph. It interactively changes the In From Left value in the Spacing
dialog box.

> Ensure that the paragraph you want to work with is selected.

> Click on and hold the temporary left margin marker (if the rulers
aren’t visible, enable the Show Rulers option in the View menu).

> Slide the indent marker to the desired location and release the mouse
button. The marker snaps to the nearest increment line of the ruler.
If you want to place the marker between increments, hold the Ctrl
key down while moving it.

The right marker sets the temporary right margin of the paragraph. It
interactively changes the In From Right value in the Spacing dialog
box of the Paragraph menu

> Ensure that the paragraph you want to work with is selected.

> Click on and hold the temporary right margin marker (if the rulers
aren’t visible, enable the Show Rulers option in the View menu).

> Slide the marker to its new location and release the mouse button.
The marker snaps to one of the increment lines of the ruler. If you
want to place the marker between increments, hold the Ctrl key
down while moving it.
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Using Ventura Publisher as a word processor

Differences from a word processor

The Text tool provides a built-in text editor. Like a word processor, the
Text tool allows you to add, delete, move, and copy text. However, unlike
a conventional word processor, the text is displayed in the exact location
and in the format that you will see on the final printed page. This results
in the following differences in operation compared to most word proces-
sors:

* You must always use the mouse to place the text cursor on the page
at the location where you want to edit text before you begin typing.

¢ Since you can place text anywhere on the page (by placing text in a
frame or in box text), paragraph measurements are calculated from
the left column edge, not from the edge of the page. For instance:

— Tab Settings are measured from the left edge of the current
column.

-~ Paragraph Alignment and Spacing are also measured from
the left edge of the current column.

Word processing in Ventura Publisher

You can create a new document directly within Ventura Publisher,
without ever using an external word processor. Follow these steps:

> Ensure that you start with a new chapter by clicking on the New
function button. Select a style sheet to use with the new chapter, or
click on the Cancel button to use the currently loaded style sheet. If
the New function button is not available, this means that an empty,
untitled chapter is already displayed.

» Click on the Text tool button.

> Move the mouse cursor to the upper left corner of the page and press
the mouse button once.

> Begin typing.

> Click on the Save As function button. The file name you choose will
create both a chapter file and a text file. The chapter file will have the
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extension CHP and the text file will have whatever extension and
whatever file format you specified the last time the Load Text/Pic-
ture option was used.

You may want to create a different text file name or word processor
format from those automatically provided when you click on the Save
As function button. To do this, follow these steps prior to using the Save
As function button:

> Click on the Selector tool button.
> Select the frame containing the text.
> Click on the File Type/Rename option button.

> Enter the name of the text file (including the extension) you wish to
create in the New Name entry field.

> Select the desired a Text Format option then click on the OK button.

When you save the chapter using the Save or the Save As function
buttons, the text files will be saved with the file name and format you
specify. The chapter must be saved before the text file will be saved in
the specified format.

The Basics
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How to produce style sheets

How to produce style sheets

Style sheet definition

A style sheet is a computer file which controls text attributes (e.g., font,
line spacing, color) and text placement (e.g., widow & orphan control,
keep with next) for each paragraph in your document. When you design
a style sheet, you give each set of typographic attributes a name. These
names are called tags.

You assign attributes from the style sheet to each paragraph in the
document by first selecting a paragraph and then selecting the ap-
propriate tag from the Tags list. When you assign a tag name to a
paragraph, the tag name is inserted invisibly into the paragraph, and
the paragraph is reformatted according to the attributes contained in
the style sheet for that tag name.

The style sheet approach allows you to apply the same typographic
formats to many chapters, regardless of which word processor you used
and regardless of who wrote the chapter. It also allows you to instantly
change the format of an entire chapter by loading a different style sheet.

Loading a style sheet

Load an existing style sheet by clicking on either the Load Diff. Style
or New function button and selecting a style sheet name from the Open
File dialog box. Once you have loaded a style sheet, you can modify it by:

» Changing the Paragraph tool option settings.

e Changing the setting for the Page Size & Layout, Chapter Typo-
graphy, Widows & Orphans, Auto-numbering, and Footnote
settings.

¢ Modifying the Frame tool options settings for the page.

¢ Loading a new printer width table.

If you save either the style sheet or the chapter, the changes made are
saved in the original style sheet file. However, if you click on the Save

Style As function button, and specify a new file name, then a new style
sheet is created and the original style sheet remains unchanged.
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Any modification to the style sheet is saved whenever you save the cur-
rent chapter. If you don’t want these changes to affect other chapters
which use the same style sheet, click on the Save Style As function
button and enter a different style sheet name before saving the chapter.

To assure that a style sheet is never modified, use the File Manager to
set the style sheet file attribute to READ-ONLY.

Creating style sheets

To create a style sheet, follow these steps:

> Click on the new function button to start a new chapter and load a

different style sheet. Most people find it easier to modify an existing
design than to create a completely new style sheet. If you do want to
start with a blank style sheet, load the DEFAULT.STY style sheet
from the TYPESET directory.

Click on the Save Style As function button to save the style sheet
under a new name. This keeps you from accidentally modifying an
existing style sheet and any chapter using that style sheet.

Click on the Text tool button and enter some sample text on the base
page. As you make changes to the style sheet, you can see the effects
on this sample text.

Click on the Selector tool button and select the base page frame. Click
on the Margins & Columns option button and enter information for
both the left and right page. If the document is to be bound, add
additional space to the right margin on left facing pages, and to the
left margin on right facing pages, to allow space for the binding.

Change the settings for Headers & Footers, Page Size & Layout,
Chapter Typography, Auto-Numbering, and Footnote Settings
options. These five options are stored with the style sheet.

Set the page’s vertical rules. Click on the Vertical Rules option
button, and enter information for both the left and right page.

Modify existing tags. Use the Paragraph tool to select the sample text.

Either select a tag that you wish to modify from the Tags list, or select
the Add New Tag option button to create a new tag. Use the
Paragraph tool options to change the attributes of the tags in the
existing style sheet. You may want a different typeface or size, or
perhaps different spacing between lines. For each tag, it is good
practice to examine each of the Paragraph tool options starting with
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the Font option and working across the option buttons to the Define
Colors option. Any changes that you make are immediately reflected
in the tagged paragraph. If you don’t like what you see, change it. Pay
special attention to Body Text, since the format for this tag provides
the foundation for the overall design.

Hint: use Ctrl + X to immediately retrieve the last option.

> Create new tags. To create a new tag name, click on the Paragraph

tool button and tag a paragraph with a tag similar in design to the
one you want to create. Then click on the Add New Tag option
button. Enter a name for the new tag and click the OK button. The
new tag name is then added to the Tags list, and the new tag is
assigned to the selected text automatically. Once you have created a
new tag, modify it by following the directions given in the previous
instructions.

Save the style sheet. Click on the Save Style As function button.
Enter a new name if you want to create a new style sheet. Otherwise,

select an existing name from the directory list, and then click on the
OK button.

Delete unwanted tag names. Click on the Update Tags List option
button and use the Remove Tag option to remove any tags you do
not need. The Body Text tag cannot be removed. Save the style sheet
again to save any changes made in the Update Tags List dialog box.

Click on the Print Stylesheet option button in the Update Tags List
dialog box to produce a printed copy of all the settings in the style
sheet. The Print Style Sheet option actually produces a file that you
can load into Ventura Publisher and then print.

Examine the printed copy to make sure that the settings for each tag are
correct. Pay particular attention to the font, spacing, and the breaks
settings. If you want Body Text in adjacent columns to align, you must
make the total spacing above and below each paragraph equal to a
multiple of Body Text spacing (refer to the Spacing section in the
Paragraph menu chapter for further details).

You should save any style sheets to which you have made modifications
under a different name. This assures that you don’t inadvertently
change the format of other documents.

Menu options The following are stored with the style sheet:

stored with style

sheet ¢ All paragraph tag settings
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e Margin and column settings for the page. (Margin and column set-
tings for each individual frame are stored with the chapter.)

¢ Page layout settings
¢ Chapter typography settings (except Widows & Orphans)
¢ Auto-numbering settings

¢ The printer width table name

Most good designs use very few different tags. Although Ventura Pub-
lisher allows you to define up to 128 different tags, most design experts
agree that you should use only one or two typefaces per chapter, and
should only use three or four combinations of sizes (e.g., 10 point, 14
point) and weights (e.g., bold, italic). Therefore, most style sheets should
consist of only a few tag names.

Pick tag names that are short, so that the user can enter them easily
into the original word processor. (Refer to Appendix D for a description
on how to enter tag names directly in your favorite word processor.)

Choose tag names that make it easy for the user to see the hierarchy
between related tags when looking at the Tags list. For instance, the
names Heading and Sub Heading definitely reflect a hierarchy, even
though the two names will appear in different parts of the alphabetized
Tags list. A better choice is Head 1 and Head 2, or even H1 and H2.

Choose identical tag names as you design different style sheets. This
approach allows you to instantly reformat old text with new style sheets,
and also reduces training as you design new style sheets.

Text which you load using the Load Text/Picture option may contain
tag names which do not match the tag names in the current style sheet.
Ventura Publisher adds these names, in capital letters, to the style
sheet. They are assigned Body Text attributes.

So that you may differentiate these added tag names easily from the
tags you have already created, you should always enter tag names in
lower case, or with initial capitals. You can then see whether the style
sheet in use matches the tags already in the text. If you see a tag name
in all capital letters, indicating that a mismatch has occurred, either
select the correct style sheet, or modify the upper case tag attributes, as
appropriate. If you do modify the uppercase tags, click on the Paragraph
tool Update Tag List option button and use the Rename Tag option
to rename the tag name using lower case or initial capitals.

The Basics
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Generated tags When you create a header, footer, caption, automatic section number,
table of contents, or index, a tag is automatically created with the name
Z HEADER, Z FOOTER, Z CAPTION, etc. The initial tag attributes
for these generated tags are taken from the current definition of Body
Text. However, you can modify these generated tags like any other tag.
For instance, to put a ruling line under each header, first click on the
Paragraph tool button, then select the header and, finally, click on the
Ruling Line Below option button to add the ruling line.

Generated tags are always preceded by the capital letter Z. These tags
are usually not shown in the Tags list because they are not generally
assigned to any non-generated paragraph. However, by selecting the
Preferences option in the Edit menu and setting the Generated Tags
option to Shown, you can have all generated tags displayed in the Tags

list.
The following table lists the generated tags that Ventura Publisher will
produce.
Z_HEADER Header text
Z_FOOTER Footer text
7. CAPTION Caption text (eptered directly in the
caption frame)
Z_SEC1 thru Z_SEC10 Auto-number section numbers
7. LABEL FIG Anchors and Captioqs dialog box
figure number insert
7. LABEL TBL Anchors and Caption_s dialog box
table number insert
Anchors and Captions dialog box
Z_LABEL CAP text (no inserts or chapter insert)
Z_TOC TITLE Table of contents title text
Z_TOC LVL 1 thru Z_TOC LVL 10 Table of contents text
Z_INDEX LTR Index letter heads
Z_INDEX MAIN Index body text
Z_INDEX TITLE Index title text
Z_FNOT # Footnote numbers
Z_FNOT ENTRY Footnote text
Z_BOXTEXT Box text

Total number of The number of tags in the current style sheet, plus the number of
tags non-matching tags in all current text files, plus the number of generated
tags, cannot exceed 128.
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Books

Although every document is unique, most fall into one of three broad
classifications. Each class of document is best created using a specific
approach. The three classes of documents are:

Books .

Books contain only one text file, which continues from one page to the
next. The typographic style and columnar structure remains essen-
tially the same from page to page, although each page may contain
unique illustrations, tables, and figures. Books, technical manuals,
proposals, databases, catalogs, overhead transparencies, and office
correspondence are typical examples of these documents.

Newsletters

These documents contain many text files, each representing a dif-
ferent article or story. The text in these documents does not usually
flow consecutively from one column to the next, but instead skips
columns or pages (e.g., the text on page one of a newspaper continues
on the back page). Typography, however, is similar on every page in
that the same fonts and text spacing are maintained. Examples
include newsletters, newspapers, magazines, and some types of
brochures.

Forms

These documents have no structure or typographic consistency from
page to page. Forms, price lists, and some types of brochures are
typical examples of this type of document.

The best way to design each class of document is to use an approach
which fits its unique characteristics. These approaches are described in
the remainder of this section.

You can create virtually any size book or technical manual using the
steps outlined in this section.

> Load a style sheet which is similar to the format you are trying to

produce. If no similar style sheet is available, load the DEFAULT.STY
style sheet from the TYPESET directory.

The Basics
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> Immediately save the style sheet using the Save Style As function
button. Pick a new name for the style sheet. This avoids making any
unplanned changes to other documents which use the original style
sheet you loaded.

> Click on the Load Text/Picture function button and load the text
and picture files you plan to use in your document.

> Click on the Selector tool button.

> Click on the Page Size & Layout function button and set the desired
orientation and paper size.

> Change the Chapter Typography settings, if necessary (refer to the
Chapter menu chapter).

> Select the page, then modify Margins & Columns, Ruling Lines,
and Frame Background for the page (Frame menu). These chan-
ges will affect every page in the document.

> Save the chapter using the Save function button. The chapter is
given the same name as the text file you placed on the page, but with
the extension changed to CHP. (Click on the Save As function button
if you want to save the chapter under a different name.)

The steps up to this point are the same for each of the three document
types (e.g., book, newsletter, and form). The remaining instructions
apply to book documents only.

> Select the page, then select the main text file (the one which should
flow automatically from page to page) from the files list. This action
will place that text file on the first page and, if necessary, automat-
ically create as many pages as necessary to fit the entire file in the
document.

> Click on the Paragraph tool button. Modify the style sheet attributes
to achieve the typographic effects you desire for each paragraph type.
For instance, select a paragraph that you want to use as a headline,
create a new tag using the Add New Tag option button (Figure
3-24), and then modify the paragraph attributes for this new tag. You
can now use this tag to format other paragraphs in the chapter.
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Figure 3-25. Use the Paragraph tool options to change the attributes of the new
tag.

> Tag each paragraph that you want to be typographically different
from Body Text. To tag a paragraph (and change its format), first
select the paragraph, then select one of the tags from the Tags list.

> Use the Add Frame tool to draw frames where you want to place
pictures or additional text. Once the frame is drawn, place pictures

3-67
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or text into the frame by selecting the frame and then selecting the
file name from the Files list (Figure 3—26).
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The Adventure Begins
This tripreally began in Septemter last year when
Gemry won first prize in araffls ar ths fashion show

Sofa, it's been 2 long and intaresting day and 1
guess it's just about half over. We did the following:
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Armived in Los Angeles at 12:35 P M.

Amived in Tokyo at 11:46 PM.

11:31 PM. Tussday, March 4th
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Figure 3-26. Add new frame to position pictures or additional text where you
want them. Select from the Files list the name of the file you wish to place in the

frame.

> After you have placed a file in a frame, select that frame, then look at
each of the Frame tool options. Modify, as necessary, the settings for
Margins & Columns, Sizing & Scaling, etc. for each frame.

> If you want to annotate the information in a frame, select any one of
the graphic tools. Select the frame and then draw arrows, circles, box
text, etc. to enhance the text or picture in the frame.

> Use the Text tool and the Text tool options to edit text on the page,
text in frames, and text in box text.

> Use other options, such as Headers & Footers, Footnotes, Auto-
numbering, and Update Counters to generate additional text for
the chapter automatically.

When you are finished, save and then print the chapter. When all
chapters have been created and saved, create a publication (a collection
of all your chapters) using the Manage Publication option in the File
menu. Use the Renumber option of the Multi-Chapter Operations
dialog box to update cross references, number all pages correctly (if you
number chapters with consecutive page numbers), create a table of
contents, and produce an index.
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Finally, use the Copy All option of the Multi-Chapter Operations dialog
box to archive the publication to floppy disks or to another directory on
your hard disk.

Newsletters

Newsletter
Layout

This section describes how to create newsletter chapters. A newsletter
chapter contains multiple articles, each saved in a different text file.
These articles can start on any page and can continue on any later page.
Each portion of each article can be placed in a frame anywhere in the
chapter. Each frame can have its own set of margin, column, and vertical
rule settings.

Newsletters, newspapers, and magazines combine a variety of different
typographic styles, column widths, and margins. You can generate this
type of complex layout by placing text into frames, rather than directly
onto the page. For those familiar with the traditional publishing
process, this strategy very closely mimics the process of pasting up
galleys on a page: once you draw a frame and place text into it, the frame
becomes a galley that can be “pasted” anywhere on the page.

To compose a newsletter layout:

> Follow the first eight steps for the book strategy starting on page
3-65.

> Click on the Frame tool Margins & Columns option button.
Generate multiple columns to provide column guides to which frames
can be snapped (Figure 3-27). Enable the Show Column Guides
option in the View menu to show these guides on the screen. In the
book approach, the column settings are used to format the text on the
page. In this approach, the column settings provide a grid to align the
separate frames which you will manually draw. You will then place
the respective text files into these frames.

The Basics
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Figure 3-27. First step in newspaper layout: Create underlying grid using the
Mg argins & Columns dezlog box options.

> Use the Add Frame tool to create frames wherever you want text to
appear (Figure 3-28).

Eile Edit Yiew Qhapler F[ame Earagraph Jext Graphic' Table tjalp

Each frame
can have its
own set of

Frame menu
settings (e.g.,
Margins &
Columns).

For instance,
select this
frame and
make it two
columns.

Figure 3-28. Second step in newspaper layout: Create frames to hold various
text files. Set margins and columns for individual frames.

> Place text or pictures into each frame that you drew in the last step
(Figure 3-29). To place text in a frame, select a frame, then select a
file name from the Files list.
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Figure 3-29. Place additional frames on é)age Place text and pictures files in
each frame. NEWSLOGO.TXT was placed in top frame, and NEWSLET.TXT
was placed in second frame.

> Increase or decrease the size of the frame to change the amount of
text it contains. Move the frame around on the page to the location
you want.

> Use the Insert/Remove Page option in the Chapter menu to insert
a new page. Continue drawing frames and placing text and pictures
into these frames as needed to complete your layout.

> To continue text into a new frame from a previous frame, first select
the new frame, then select the text file name in the Files list. The text
continues from the previous frame. This process can continue with as
many frames as you wish, on different pages, until all text from the
file is placed in the chapter. Each new frame can be placed on the
current or any succeeding page. Text cannot be made to flow to a
previous page.

> Change frame attributes as needed using the Frame tool options. You
can change the number of columns, margins, ruling lines, and frame
background for each frame to create special effects.

> Once you have placed text in a frame, you can tag it in exactly the
same manner as text placed in the page. Tagging text changes text
attributes, and changes the placement of text within the frame (e.g.,
right justified, centered). All tag spacing is measured from the edge
of the frame, not from the edge of the page. Use the Paragraph tool
Breaks option and set the Page Break settings to force text into the
next frame.
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Has all text
been put into
the chapter?

If you want to annotate the information in a frame, select the frame,
select one of the graphic tools, and then draw arrows, circles, box text,
ete. to enhance the text or picture in the frame. Use the Text tool and
Text tool option buttons to edit text in frames and text in box text.

When placing text from the same file into different frames on the same
page, you must always place the first part of the text into the frame that
you placed on the page first, and the last part of the text into the frame
that you placed on the page last.

If you cut a frame and then immediately paste it back on the page, this
frame becomes the last frame on the page. Use this technique to reorder
text flowing within frames on the same page.

Also note that if one text frame partially overlaps another text frame,
the last frame created is displayed on ¢op of the first frame created. The
text in the bottom frame flows around the frame on top.

Since the newsletter approach places text in frames rather than directly
on the page, new pages are not created automatically. Therefore, use the
Insert/Remove Page option in the Chapter menu to add new blank
pages, as needed. Then continue placing new frames and adding text.

Ventura Publisher doesn’t require that all text from a given file be
placed in the chapter. This is a useful feature because newsletter layouts
often require that the end of a story be truncated in order to fit. Even
when you truncate a story in this way, Ventura Publisher still saves the
entire original article when you save the chapter.

However, most of the time you will want to make sure that all the text
from an article has actually been placed into the document. To find out
whether the entire contents of a file have been placed in the chapter:

> Enable the Show Tabs & Returns option in the View menu.
> (Click on the Selector tool button.
> Select a frame which contains the text from the file you want to check.

> Click on the Go to Page function button. Select the File option from
the Relative to list box. Select the Last option from the Which Page
list box. Click on the OK button. This will take you to the last page in
the chapter which contains text from this file.

> Select the frame on this page which contains text from this file. If the
end of file marker is displayed in this frame, the entire file has been
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placed in the chapter. Otherwise, you must draw another frame and
continue text from the file into that frame by selecting the new frame
and selecting the text file name from the Files list.

> Repeat the last two steps until the end of file marker for the text file
is displayed in a frame

Different issues of a newsletter or newspaper often use the same layout.
Rather than spend the time to place frames in the same place on the
same pages for each new issue, you can create a template from an
existing chapter, which you can then use to create subsequent chapters
quickly. To create a template:

> Open an existing chapter.

> Use the Frame tool Remove Text/File option button to remove each
file in the Files list from your chapter. For instance, use the Frame
tool to select the first frame on the first page, and then click on
Remove Text/File option button.

> Select the List of Files option from the Remove from list box, then
click on the OK button.

The file is removed from each frame in the chapter, but the frames, and
all the frame settings, remain. After you have removed all files in this
way, click on the Save As function button to save the chapter under a
new name. For the next issue, all you need to do is retrieve this blank
chapter, load the appropriate text and picture files, place these files in
the frames that are already in the chapter, save the chapter under a new
name, and then print.

An even faster approach is to use the Windows File Manager command
to copy the new text for the next issue to the same file names which you
loaded into the chapter for the previous issue. Then, when you open the
chapter, the text flows from frame to frame and page to page exactly as
it did for the previous issue.

Make sure you archive the text files from the last issue before you copy
over them with the new text. Use the Manage Publication option in
the File menu to copy entire chapters and publications to floppy disk or
another drive and/or directory.
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Forms

Ventura Publisher is extremely well suited to producing structured
documents such as technical manuals and books. However, you can also
use it to produce unstructured documents such as forms, price lists, and
brochures just as easily. In this example we will create a simple invoice
form using the Table tool. You will want to use the following techniques
when creating these free-form documents:

> Click on the New function button to start a new chapter. Load the
DEFAULT.STY style sheet from the TYPESET directory when the
Open File dialog box is displayed.

> Using the Save Style As and Save As function buttons, save both
the style sheet and chapter under a new name (e.g., FORM). This
avoids making any unplanned changes to other documents which use
the original style sheet you loaded.

> If desired, you can place a frame, or frames at the top of the page for
entering your company name and logo.

> Click on the Table tool button. Place the cursor anywhere on the page
and click the mouse.

> Click on the Insert New Table option button.

When creating forms using the Table tool, use the following
guidelines for determining the number of columns and rows to enter.

— For columns, enter the maximum number of columns used by
any one row in the table

— For rows, enter more than the actual desired rows. Extra rows
can be deleted if required.

These guidelines help forego the necessity of having to add rows or
columns later after other rows and columns have been sized, joined,
etc. The best approach is to first create a “thumb nail” sketch of the
form. This will aid you in determining the maximum number of
columns and rows to be entered into your form.

> Enter the maximum number of rows and columns the form is to have
in the Rows and Columns entry fields. Click on the OK button.

Now that the rows and columns of your form have been created, you can
go about formatting the individual cells as required. Depending on how
many rows you set for your form, your table may flow to the next page
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at this point. This will be adjusted as you change the Table Text tag
spacing options. To format your table, use the following procedures.

The first adjustment you will want to make is to the area of the form
that uses the maximum number of columns. All adjustments to column
widths should be done starting from the left-most column and working
to the right. An easy way to perform these adjustments is to determine
the desired width of each column ahead of time using your thumb nail
sketch of the form. These measurements can be set by using the Table
tool Set Column Width option as follows:

As with any work you do in a document, it is advised that you save your
work often while working with tables. If major formatting problems
occur while working with the table, you can then revert to the last saved
version.

> With the Table tool still selected, place the cursor anywhere in the
table and click the mouse button.

> Click on the Set Column Width option button. The Set Table
Column Width dialog box (Figure 3-30) is displayed.

Figure 3-30. Table Column Widths dialog box. Note that the Width Setting
option is set to Fixed for entry of predetermined column widths.

> Set the Column Number option to 1, set the Width Setting option
to Fixed, and enter the desired column width measurement for the
first column in the Fixed Width entry field. Repeat this step for each
column in the table.

Remember that these settings are for the part of your form that uses
the maximum number of columns. Other rows using less than the
maximum number of columns will be formatted later.

> After all the column width measurements have been entered, click on
the OK button. Figure 3-31 shows an example of how your form may
look if it were printed at this point.

The Basics
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Formatting
individual rows

Widget Technology _eurewees:

11523 Widget Tech Road Bugtussie, OK. 17394

-

Figure 3-31. Initial column formatting of the sample invoice form.

Now that the column widths have been set, you can format each row of
the form. You may want some rows to contain only one or two large cells
(e.g., the rows for customer name and address), while others will contain
the maximum number of cells (e.g., the rows containing the item num-
ber, quantity, description, cost, extended amount, etc.). This is where
using a thumbnail sketch before creating the form comes in handy. If
additional columns are required however, these columns can easily be
inserted. If a row contains more cells than desired, you can join the cells
using the Table tool. Use the following procedures to format individual
rows of your form.

> To join a set of cells in a row, select the cells you wish to join using the
Table tool.

Selected cells can span a number of columns, rows, and even the entire
table. You cannot, however, select two noncontiguous sets of cells at a
time.

> Click on the Join Cells option button.
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Entering text
into cells

If you make a mistake and join too many cells together, or simply
wish to make further adjustments to the joined cells, you can split
the joined cells by selecting the joined cell, and selecting the Split
Cell option button.

> Format each of the rows of your form using the previous steps. Figure
3-32 shows an example of how your form may look if it were printed
at this point.

Widget Widget Technology  iowwsnowmos
Tochnology /77533 Widget Tech Read Bugtussie, OK. 17354
f [
I

Figure 3-32. Invoice {eorm after individual row formatting. Note the two large
cells at the bottom of the form. Each of these cells was joined from two rows, with
two cells in each row.

You can add tinting to any joined cell or group of cells by selecting the
cells and then clicking on the Set Tint option button. Refer to the Table
menu chapter for more information on using the Set Tint option.

Now that the form has been formatted, you can enter the cell text. Each
cell can contain only one paragraph of text; however, as text is added,
the text will wrap in the cell just as it does in any other paragraph. You
can also use a line break (Ctrl + Enter) to create multiple lines of text
in a single cell. When adding multiple lines of text in a single cell, all
cells in the row will grow vertically as the cell containing the largest
amount of text grows to accommodate that text.

The Basics



THE BASICS

How to create documents

3-78

When the table was created, a tag called Table Text was also created.
The spacing settings of this tag, and any other tags added to the table,
determines the vertical spacing of the cells. Text can be entered and
formatted into each cell of the form just as any other text in a document.
For the sample invoice form, the text we place in the cells will be
formatted such that the text appears in the upper left corner of the cell
with adequate space for writing below. Other text will be formatted such
that is centered in the cell to act as a column title.

> Enter the desired text into each of the cells.

> Using the Paragraph tool options, create new tags for different text
formats and format the text as desired. For example, most text in the
above figure (e.g., P.O. Number, Check Number) was formatted using
the Table Text tag with the following settings.

Option Setting
Font size 8 points
Spacing Above 0
Spacing Below 14 points
Inter-Line Spacing 7 points

> The text used as column heads (e.g., Qty., Description) was created
using a new tag and formatted with the following settings.

Option Setting
Font size/style 10 point Bold-Italic
Horizontal alignment Center
Spacing above 5 points
Spacing below 5 points
Inter-Line spacing 10

Figure 3—-33 shows the finished sample invoice form.
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“’idget Wi dget TGCh n OI Ogy ADivision of Technographics

Technology 11523 Widget Tech Road Bugtussle, OK. 17394

Customer Name _[F.OA Number jate
Street Address
City State
Telephone Zip Code
Terms Sold By Payment Method
Qty. Description Unit Price Extended Amount
Notes: Sub Total
Tax

Received By: Shipping

Total

All claims for shortage, damage or shipping error must be made within 10 days after receipt of shipment. All merchandise
returned must be in original packaging with all accompanying accessories and documentation present. We reserve the right
to refund or replace parts. No return will be accepted without first obtaining an RMA number. Original sales receipt must
accompany all returned merchandise. By signing this invoice, you aknowledge agreement to these terms and conditions

Figure 3-33. Finished sample invoice form.
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OPTIONS INDEX

The following chapters describe the options you control through the
menus at the top of the screen and the option buttons in the button bar.
These options are presented in the order in which they appear in the
menu bar, from left to right. This index provides an alphabetical refer-
ence to these menus.

Most of the options available in the menus have corresponding buttons.
However, not all of these buttons are included in the default set of
buttons on the button bar, but can be installed using the button bar
configuration utility. Refer to the Installation and Configuration Guide
for instruction on configuring the button bar.

In the following chapters, when a procedure or description tells you to
“Click on” a button, this indicates that a button is available for the
option, and it is one of the default set of buttons. If the procedure or
description tells you to “Select” the option from the menu, this indicates
that either no button is available for that option, or the button is not part
of the default set of buttons.

Menu conventions

When a menu option or tool button is displayed in gray, or a button is
not displayed, you cannot select it because you have not selected the
proper tool or have not performed the procedure necessary to activate
the option. Note also that some menu options are followed by an ellipsis
(...) while others are not. Options which appear in a menu without an
ellipsis are executed as soon as you select them. When you select an
option from the menu that is followed by an ellipses, however, you must
specify further information. Your choices will appear on the screen
within a dialog box.
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' Manage publication .......... 5-31
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Set table cells to default line . .
Set table cells to double line .. ..
Set table cells to hidden line . . ..
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FILE MENU

New
Open Chapter...

Save Ctrl+S
Save As...
Revert to Saved...

Load Text{Picture...
Load Diff. Style...
Save Style As...

Manage Width Table...
Manage Publication...

Print Setup...
Print... Ctrl+H

Exit

Figure 5-1. File menu.

Description

The File menu controls the flow of information into and out of Ventura
Publisher. The File menu provides seven basic functions:

* You can open or save the entire chapter.

* You can load individual text, line art, or image files into the chapter.

* You can use a different style sheet than the one currently in use, or
save a newly created style sheet.

* You can print the chapter.
* You can manage fonts using the Ventura Publisher width table.

* You can manage chapters in your publication, including table of
contents generation, index creation, renumbering, and copying.

* You can finish using (Exit) Ventura Publisher.
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New

New

Click on the New function button to remove the current chapter from
memory and provide a new untitled chapter with your choice of style
sheet. The last version saved is still available on disk. Use this option
to start composing a new chapter.

Operation

Click on the New function button. If any changes have been made to the
chapter since it was last saved, the following alert is displayed.

Click on the Save button to save the chapter file and all associated files
(including the style sheet). Click on the Abandon button if you choose
not to save the changes.

If you have made any changes to the style sheet since the chapter or
style sheet was last saved, a second alert is displayed. Since saving the
chapter also saves the style sheet, this alert will appear only if changes
have been made to the style sheet but not the chapter, or if you selected
to Abandon the changes to the chapter in the previous alert.

Click on the Save button to save the style sheet. Click on the Abandon
button if you choose not to save the changes. If you click the Abandon
button, any changes made to the style sheet settings remain in effect
but are not saved to the style sheet file. If you want to use the original
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style sheet settings, select the style sheet name from the Select Style
Sheet dialog box when it is displayed.

When you click on the New function button, the Select Style Sheet
dialog box (Figure 5-2) is displayed allowing you to select a style sheet
to associate with the new chapter.

| &hook-pl.sty
] &book-p2.sty
{ &bro-12_sty
{ &bro-p3.sty
| kinv-pl_sty
‘| | kistg-p2.sty
] &t -pl.sty
&mag-p3. st

typeset

 ListFiles of Type:

Figure 5-2. Select Style Sheet dialog box.

If you wish to use the currently loaded style sheet with the new chapter,
simply click on the Cancel button. Otherwise, use the Drives and
Directories list boxes to locate the desired style sheet. When the name
of the desired style sheet is displayed in the File Name list box, either
select the style sheet name and click on the OK button, or double-click
on the style sheet name.



FILE MENU

Open Chapter

Open Chapter

Click on the Open Chapter function button to retrieve a previously
saved chapter and its related style sheet, text, and picture files.

Operation

Click on the Open Chapter function button. If another chapter is
currently opened and any changes have been made to the chapter since
it was last saved, the following alert is displayed.

Click on the Save button to save the chapter file and all associated files
(including the style sheet). Click on the Abandon button if you choose
not to save the changes.

If you have made any changes to the style sheet since the chapter or
style sheet was last saved, a second alert is displayed. Since saving the
chapter also saves the style sheet, this alert will appear only if changes
have been made to the style sheet but not the chapter, or if you selected
to Abandon the changes to the chapter in the previous alert.

Click on the Save button to save the style sheet. Click on the Abandon
button if you choose not to save the changes. If you click the Abandon
button, any changes made to the style sheet settings remain in effect
but are not saved to the style sheet file.
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_ File Name:;
=R
&book-pl.chp

| &book-p2.chp
bro-12.chp * 1 B ypeset

| &inv-p1.chp
{ tistg-p2.chp

The Open File dialog box (Figure 5-3) is then displayed. Use the Drives
and Directories list boxes to locate the desired chapter. When the
name of the desired chapter is shown in the File Name list box, either
select the chapter name and click on'the OK button, or double-click on
the chapter name.

bro-p3.chp

&ltr1-pl.chp

Figure 5-3. Open File dialog box for chapter (CHP) files.

If the file name is not shown, you may have saved the chapter with an
extension different than the CHP default used by Ventura Publisher, or
the file may be saved in a different sub-directory than the one currently
shown in the Open File dialog box. Either change the default extension
in the File Name entry field, or change the sub-directory.

As the chapter is loading, different messages appear on the screen.
When text files are loading, the message Loading & Hyphenating
Text File is displayed. Ventura Publisher places all possible hyphena-
tion points in the text in order to increase reformatting speed each time
you add a frame or change a text attribute. For a large text file, this may
take up to several minutes, depending on the speed of your computer
and size of the chapter.

Use the Open Chapter option to retrieve an entire chapter and all
associated text, picture, and style sheet files. To add another text or
picture file to an existing chapter, use the Load Text/Picture option
instead.

Network When using Ventura Publisher on a network server, only one user can
operation open the same chapter for editing at any one time. Once a chapter has
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Open Chapter

been opened for editing, no other user can open that chapter for editing
until the first user is finished making changes and selects New, opens
another chapter, or quits from Ventura Publisher. This prevents one
user’s changes from overwriting modifications made by another user. If
a user tries to open a chapter already opened by another user, an error
message is displayed. Other users can browse a chapter already opened
by checking the Read Only check box in the Open File dialog box before
opening the chapter. This allows multiple users to view a chapter while
another user is editing it.

If a file within a chapter is modified while the chapter is opened,
Ventura Publisher detects that the time and date have been changed
and displays the following alert when you next try to save the chapter
(this alert is only provided if you have modified the same file).

You can then either overwrite the other user’s changes (not recom-
mended), or save the modified file under a new name using the File
Type/Rename option in the Frame menu. You must then use your
word processor to merge the changes in the two files together.

No user should delete any file contained in a chapter while that chapter
is opened. Use the network services of your network to determine
whether a chapter is already open.
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Save

Click on the Save function button to store the chapter under the name
shown in the title bar. The style sheet and each text file are saved if they
have changed.

Operation

Click on the Save function button. The chapter file is saved under the
file name shown in the title bar. If UNTITLED.CHP is displayed in the
title bar, the chapter is given the same file name as the text file placed
on the page, but with the extension CHP.

> The style sheet shown in the title bar, and all text files shown in the
Files list, are also saved, if they have been changed. If you don’t want to
change the current style sheet, click on the Save Style As function but-
ton to save the style sheet under a new name prior to saving the chapter.

Captions, graphics generated within Ventura Publisher, and chapter
summary information are automatically saved in files which have the
same name as the chapter, but which have the extensions CAP, VGR,
and CIF respectively. The CIF file provides information to external
document management programs (available from other companies).
This information includes original creation date, date last saved, and
date last archived.

If selected in the Set Preferences option in the Edit menu, backup
files (e.g., $HP) are automatically made for chapter, style sheet, and text
files.
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Save As

Click on the Save As function button to save the chapter under a new
name. If the style sheet and any text file have the same name as that of
the chapter, they will also be renamed. Otherwise, the style sheet and
each text file will be saved—under their original names—if they have
been changed.

Operation

=

If you don’t want to change the current style sheet, click on the Save
Style As function button to save the style sheet under a new name prior
to saving the chapter.

> Click on the Save As function button, The Save File As dialog box
(Figure 5—4) is displayed.

= d\
> typeset

Figure 54. Save File As dialog box for chapter (CHP) files.

> Use the Drives and Directories list boxes to locate the directory in
which you want the chapter file saved. When the name of the destina-
tion directory is shown in the Directories list box, enter a file name
for the chapter in the File Name entry field and click on the OK
button.

If the extension is not specified, Ventura Publisher automatically adds
CHP.
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If you specify an extension other than CHP for the chapter, do not use
any numbers in the extension.

If the file name you have selected is the same as that of a previously
saved chapter file, the following alert is displayed.

Click on the New Name button to re-display the Save File As dialog box
and select a different file name for the chapter. Click on the Overwrite
button to save the chapter over the previously saved chapter file.

All captions, graphics, and information for a chapter are automatically
saved in files which have the same name as the chapter, but which have
the extensions CAP, VGR, and CIF respectively. The CIF file provides
information about a Ventura Publisher chapter to programs created by
other companies as Ventura Publisher utilities.

If selected in the Set Preferences option in the Edit menu, backup
files (e.g., $HP) are automatically made for chapter, style sheet, and text
files.

If the text file placed on the page has the same name as the chapter file,
and you save the chapter file under a new name, a text file with this new
name is automatically created.
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Revert to Saved

The Revert to Saved option replaces the chapter currently in memory
with the last version saved. Use this option to recover from major
mistakes.

Operation

Select the Revert to Saved option in the File menu. The following alert
is displayed.

Figure 5-5. Revert to Saved alert box.

Click on the OK button to abandon all changes and automatically open
the last version saved. All changes made since the last time the chapter
was saved are lost. Click on the Canecel button to return to the opened
chapter.

If the chapter has been saved, but you want to clear the page and start
with a new, untitled chapter, click on the New function button instead.
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Load Text/Picture

Click on the Load Text/Picture function button to place either text,
line art, or image files in the Files list prior to placing them on the page
or in a frame. Use this option to:

+ Build a list of all files in the chapter.

¢ Combine text from several files into one file.

[ Usethe Load Text/Picture option to add another text or picture file to
an existing chapter. To retrieve an entire chapter and all associated text,
picture, and style sheet files, use the Open Chapter option instead.

Operation

> Click on the Load Text/Picture function button. The Load Text/Pic-
ture dialog box (Figure 5-6) is displayed.

GEH 4
{Windows Metafile

LD
iLotus

Figure 5-6. Load Text/Picture dialog box.

> Select the appropriate File Type option for the file you want to add
(e.g., text, line art, or image).

> Select the Format option corresponding to the format under which
this file was saved, such as GEM, or Lotus 1-2-3. (Set the File Type
option to Text and the Format option to Generated to load a table
of contents, index file, or style sheet printout generated by Ventura -
Publisher.)
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> Ifyou want to load several files of the same type (e.g., four Lotus 1-2-3
pictures) check the Several Files check box.

> Click on the OK button when you are ready to select files. The Open
File dialog box (Figure 5-7) is displayed.

| [TIFF files E

Figure 5-7. Open File dialog box.

> Use the Drives and Directories list boxes to locate the desired text
or picture file name. When the name of the desired text or picture file
is shown in the File Name list box, either select the file name and
click on the OK button, or double-click on the file name.

Ventura Publisher will not properly load a file if the file name extension
contains a number. If the file name extension of the file you wish to load
contains a number, use the Windows File Manager to rename the file
before loading it into Ventura Publisher.

When loading text files, you will notice a delay—up to several minutes
for very large files—as Ventura Publisher converts text and inserts
hyphens.

Don’t load files directly from floppy disk. Ventura Publisher creates ad-
ditional files during the loading process, and the floppy disk may not
contain sufficient space. Also, some types of image files will not load
properly when loaded from a floppy disk. Additionally, your computer
cannot load files as quickly from floppy disk.

If you checked the Several Files check box, the Open File dialog box
reappears after each file is selected. Each time the Open File dialog box
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Destination

reappears you can select another file of the same type. Once all of the
desired files have been loaded, click on the Cancel button to return to
the Ventura Publisher main screen.

If you select the Text file type opfion, Ventura Publisher provides these
Destination options:

>

List of Files
Clipboard

Cursor

Select the List of Files option to place the text file into the Files list.
You can then place the contents of this file into a frame or page as
described in the preceding paragraphs.

Select the Clipboard option to place a copy of the entire file on the
clipboard. Any information currently on the clipboard will be erased.
You can then use the Paste function button to paste a copy of this text
anywhere in the chapter. The maximum file size that the Windows
clipboard can accommodate is 64 kilobytes. If the text file is larger
than 64 Kkilobytes, select the List of Files or the Cursor option
instead.

Select the Cursor option to place a copy of the entire file at the
current location of the text cursor. Note: you must place the text
cursor where you want the text to appear prior to selecting the Load
Text/Picture function button.

Files brought into the chapter using the Clipboard or Cursor options
are combined with the file into which they are placed. The original text
file from which text was loaded will not be modified in any way.

If you attempt to load more than 128 files in a single chapter, the
following alert is displayed.

Check the Files List for files that are not being used and remove them
from the files list using the Remove Text/File option button. Other-
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wise you will have to break your chapter into two chapters in order to
load the rest of the files.

Text changes made during load

Importing PRN

type files

Double carriage

5-14

returns

The following is a list of all changes that Ventura Publisher makes to
text when a text file is loaded:

» Multiple spaces are converted to a single space plus non-breaking
spaces.

» All possible hyphen points are temporarily inserted into the text.
(They are not saved back into the text file.)

+ Information not used by Ventura Publisher, such as centering, in-
dents, and printing commands, is eliminated.

» Two hyphens (- —) are converted to a single em dash (—), and inch
marks (") are converted to open and closed quotes (“ *) if you have
selected the Auto-Adjustments option in the Set Preferences
dialog box (Edit menu) prior to loading text.

If the Destination option is set to List of Files, when the .PRN file is
imported, a file with the same name, but a .TBL extension, is created.
Any editing done to the imported table while in Ventura Publisher will
be reflected in the .TBL file and not in the .PRN file. If the .PRN file is
subsequently edited outside of Ventura Publisher and the chapter con-
taining the .PRN file is opened again, a new .TBL file will be created and
any previous edits made to the table while in Ventura Publisher will be
lost.

Ifthe Destination option is set to Cursor, the .PRN file is incorporated
into the existing text file loaded in the chapter, and any editing done to
the .PRN file outside of Ventura Publisher will not be reflected in the
chapter. This is the recommended way of incorporating .PRN files.

Additional information about exporting spreadsheet and database in-
formation in a format suitable for import into Ventura Publisher can be
found in the Text From Other Programs chapter (Chapter D).

Most typists press Enter twice in a row to create blank lines between
paragraphs. However, when preparing a text file that will be used with
Ventura Publisher, it is advisable to press Enter only once to signal the
end of a paragraph. This is because Ventura Publisher treats each
carriage return in the word processor file as a new paragraph and adds
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Double spaces

above, below, and inter-paragraph spacing. As a result, text prepared
with the double carriage return convention will appear to have too much
space between paragraphs and unwanted spaces at the top of columns
after it is loaded into Ventura Publisher. Also, many of the powerful
formatting controls available with the Paragraph tool will not work
correctly when a blank paragraph is inserted between each real para-

graph.

To eliminate all double carriage returns entered in your word processor,
type the following—from within your word processor—on the first line
of the text file: Enter a space after

/ the equal sign.

This command causes Ventura Publisher to remove all paragraphs
which contain no text. Note, however, that when you save the chapter,
the blank paragraphs are permanently eliminated.

@PARAFILTR ON =

If you want to retain two carriage returns in some places, put a space in
front of the second carriage return when working on the document from
within your word processor.

Most typists type two spaces after a period or colon. This, however, is
not considered correct when a page is typeset. Therefore, you should use
the search and replace feature in your word processor to eliminate all
double spaces after a period.

Picture changes made during load

Pictures stored in other than GEM format (e.g., a Lotus 1-2-3 .PIC or
.CGM file), are automatically converted to Ventura Publisher’s file
format and saved in new files which have the same name as the original
file, but with the extension GEM (line art) or IMG (image.) The original
files remain unchanged. Your disk must have sufficient space available
to hold both the original and the converted files. Otherwise an error
message is produced and the load operation is halted.

Graphics limitations

Ventura Publisher converts several industry standard graphics formats
into its own file format, as described above. These formats include:
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PostScript files

+ GEM

« CGM

 HPGL

* Lotus 1-2-3 (PIC)

* Macintosh PICT

* Macintosh Paint

* PC Paintbrush (PCX)

» TIFF

* Video Show

* Windows metafile

Because of the tremendous range of capabilities of programs which
produce these file formats, graphics saved in these formats may not
display and print from Ventura Publisher with absolute fidelity to the

original. Refer to Appendix G for a list of the specific limitations of each
graphic format.

Don’t use numbers in the file extensions for graphics files. Attempting
to load a file having a number in the extension will result in an error
message.

Use PCX, PostScript, or TIFF formats to load files created by a scanner.

PostSeript files must be in encapsulated PostScript format (EPSF), or
an error message will result. If your graphics program produces Post-
Script files, check with the software manufacturer to make sure these
are stored in encapsulated format.

Many PostScript files will not display on the screen. Instead the frame
is filled with a large X, and the name of the file is displayed in the cur-
rent selection indicator. If the file does display, this means it contains a
screen-resolution TIFF or Windows metafile image embedded within
the PostScript file to let you see a representation of the PostScript file
on you computer screen.

You can only print PostScript files to PostScript printers. However, if
the image displays on the screen (instead of a large X), you can print the
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HPGL files

Color images

page containing this file to a non-PostScript printer, and the TIFF or
Windows metafile image embedded in the PostScript file will be printed.

Encapsulated PostScript files, when imported into Ventura Publisher,
do not produce an IMG or GEM format file. If the PostScript file contains
a TIFF or Windows metafile image, the image part of the file will
produce an IMG file.

If you select the HPGL format option when loading line art, Ventura
Publisher displays an additional dialog box which provides many cus-
tomization options. These options are designed to let you get the best
possible fidelity when printing an image originally destined for a plotter
to a laser printer or typesetter. Refer to page G-3 in Appendix G for a
complete description of these options and how to use them.

Ventura Publisher will always display color and gray-scale images with
the greatest possible accuracy. This rendering of color images may
significantly increase the time it takes for a page to redraw on the
screen, particularly when 24-bit images are involved.

When working with a chapter containing color or gray-scale images, it
is recommended that you hide these color images when you are not
actually working with them. This will greatly reduce the time it takes
to redraw a page containing images since Ventura Publisher is not
required to render the image on the screen.

Ventura Publisher PostScript pages

If you print a single page to a disk file as described on page 5-69, you
can load that page back into a frame by selecting the Line-Art file type
option and PostScript format option in the Load Text/Picture dialog
box. Using this method, you can load a page into a frame and then
expand or shrink it. These images will not display on the screen.
Instead, an X will be displayed in the frame in which the file is loaded.
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Load Diff. Style

Click on the Load Diff. Style function button to apply a different style
sheet to the chapter currently on the screen. If the chapter is then saved,
the reference to the old style sheet is replaced with a reference to the
new style sheet.

Operation

> Click on the Load Diff. Style function button. If any changes have
been made to the currently loaded style sheet since it was last saved,
the following alert is displayed.

Click on the Save button to save the style sheet. Click on the Abandon
button if you choose not to save the changes. The Select Style Sheet
dialog box (Figure 5-8) is then displayed.

&hoo:-m sty E

tbhook-p2_sty
&bro-12.sty i L typeset
tbro-p3.sty

tinv-pl_sty

Llstg-p2 sty

&itrl-pl.sty

tmag-p3.st

Lis! Iyp

: Style Sheets

Figure 5-8. Select Style Sheet dialog box for style sheet (STY) files.

> Use the Drives and Directories list boxes to locate the desired style
sheet. When the file name of the desired style sheet is shown in the
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File Name list box, either select the style sheet name and click on
the OK button, or double-click on the style sheet name.

The Open Chapter option automatically loads the style sheet for the
selected chapter.

If you used a special set of fonts when you last used this style sheet, the
width table for these fonts is automatically loaded when you load the
style sheet. Refer to the Manage Width Table option section for more
information on width tables.
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Save Style As

Click on the Save Style As function button to create a new style sheet
file or modify an existing style sheet. Use this option to save the
currently loaded style sheet under a different name.

Operation

> Click on the Save Style As function button. The Save File As dialog
box (Figure 5-9) is displayed.

&bonivb‘l .8ty

Lhook-pd. sty e

&hro-12 sty . 7 typeset
Sbio-p3.sty

&iny-pl. sty
sty-p2osty
&itrt-pi.sty

Figure 5-9. Save File As dialog box for saving style sheet (STY) files.

> Use the Drives and Directories list boxes to locate the drive and
directory in which you want the style sheet file to be saved. When the
name of the destination directory is shown in the Directories list
box, enter a file name for the style sheet in the File Name entry field
and click on the OK button. If you want the style sheet to be saved
over a previously saved style sheet file, select the file name of the
previously saved style sheet file in the File Name list box and click
on the OK button, or double-click on the style sheet file name.

If the extension is not specified, Ventura Publisher automatically adds
STY.

[S> Saving the chapter after modifying a style sheet, or saving a modified
style sheet under its original name, changes the look of other chapters
that use that same style sheet. Always save modifications to existing
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Style sheet
compatibility

style sheets under a new name unless you want those modifications to
affect other chapters using the same style sheet.

If the file name under which you are saving the style sheet is the same
as that of a previously saved style sheet, the following alert is displayed.

Click on the New Name button to re-display the Save File As dialog box
and select a different file name for the style sheet. Click on the Over-
write button to save the style sheet over the previously saved style
sheet file.

If you have loaded a new width table in order to gain access to a different
set of fonts, the reference to this width table will be stored with the style
sheet. Refer to the Manage Width Table option section for more
information on width tables.

Style sheets created in a previous version of Ventura Publisher and then
saved in Ventura Publisher Windows edition 4.0 and above, as well as
style sheets created in Ventura Publisher Windows edition 4.0 and
above are not compatible with previous versions of Ventura Publisher.
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Manage Width Table

A width table is a file in which font information for a particular printer
is stored. The Manage Width Table option allows you to manage the
fonts and width tables used in Ventura Publisher.

Description

One of the main purposes of the width table is to provide Ventura
Publisher (and you) with information about fonts installed in Windows
for any particular printer. The width table is responsible for ensuring
that the correct fonts are displayed in the font list boxes of Ventura
Publisher’s dialog boxes. The width table is also responsible for ensur-
ing that the characters of the fonts are spaced properly, and will print
with the same spacing and line endings as that which is displayed on
the screen

> The width table does not tell Ventura Publisher anything about how the
font should look on the screen except to the extent of how the characters
should be spaced in relation to one another. The proper display of fonts
on the screen is dependent on the capabilities installed in Windows for
displaying fonts on the screen (e.g., Adobe Type Manager, TrueType
fonts).

Another purpose of the width table is to allow you to format a document
for the printer or output device on which the document will ultimately
be printed instead of the printer you have on your desk or attached to
the network. This is important since different printers have slightly
different ways of printing characters and the space between characters.

For example, if you are creating a document that will ultimately be sent
to a service bureau for imagesetting on a PostScript device, but you have
an HP LaserdJet attached to your computer, you can still create that
document using a width table based on a PostScript device. Using this
width table, you will still be able to proof the document on your HP
printer, and be assured that the output will have the same line endings
and page breaks when the document is output on the imagesetter.
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Typically, you will only need one width table file. However, if you output
your documents to a number of different printers you may be required
to maintain different width table files for each type of output device.

ENVIRON.WID width table file

The first time Ventura Publisher is run, it generates a width table based
on the font information for the default printer. This is required so that
Ventura Publisher will know what fonts you have and will allow you to
select them from the various dialog boxes containing font list boxes. This
building of the width table can take a very short time if you have only a
few fonts installed in Windows, or up to several minutes if you have a
large number of fonts installed. The width table Ventura Publisher
builds is named ENVIRON.WID and is always saved to the hard drive.

When a style sheet is saved in Ventura Publisher, one item of informa-
tion that is saved with it is the name of the currently loaded width table.
Each time that style sheet is loaded, the associated width table is also
loaded.

Whenever Ventura Publisher loads a style sheet containing a reference
to the ENVIRON.WID width table, Ventura Publisher will rebuild the
width table for the current default printer (again, this can take from a
few seconds to several minutes). Additionally, when you run Ventura
Publisher, the style sheet and width table last used are loaded. If this
style sheet uses the ENVIRON.WID width table, load time will be
increased as Ventura Publisher rebuilds the width table.

Since the width table will not be rebuilt if it is saved under a name other
than ENVIRON.WID, assigning a renamed width table to all of your
style sheet will decrease load time of both Ventura Publisher and
chapters. '

g The ENVIRON.WID width table is required for compatibility reasons
and should not be used as a working width table file. It is important to
note that the ENVIRON.WID width table file will continue to be loaded
with a style sheet until you save a different width table with the style
sheet.

Whenever you create a style sheet, or save an existing style sheet under
another name, it is important that you ensure that the ENVIRON.WID
width table file is not associated with the style sheet.
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Refer to the Creating a custom width table procedures starting on page
5-29 for information on creating a custom width table and associating
it with your style sheets.

DOS/GEM version width table utilities

Since the Windows version of Ventura Publisher will create width tables
automatically from the fonts installed in Windows, the following
DOS/GEM version width table utilities are not included with the Win-
dows version of Ventura Publisher.

« WIDTOVFM.EXE

« VFMTOWID.EXE

+ AFMTOVFM.EXE

« HPLTOVFM.EXE

Operation

Since the width table is associated with a style sheet, ensure that the
currently loaded style sheet is the one whose width table you want to
edit. If necessary, use the Load Diff. Style option to load the correct
style sheet.

Additionally, since the purpose of the width table is to provide informa-
tion about the fonts associated with one of the printers you have
installed in Windows, you should first use the Printer Setup option to
ensure that the currently selected printer is the one with which you
want the Manage Width Table option to work. Refer to the Printer
Setup option section starting on page 5-52 for information of selecting
a printer from within Ventura Publisher using the Printer Setup
option.

> Once the correct style sheet and printer selection have been made,
select the Manage Width Table option from the File menu. The
Manage Width Table dialog box (Figure 5-10) is displayed.
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Figure 5-10. Manage Width Table dialog box.

The Manage Width Table dialog box provides you with options that
allow you to generate, load, merge, edit, and save width tables

This option generates a new width table based on the current default
printer. The default printer can be changed by using the Printer Setup
option. This option is used when you want to generate a new width table
after installing a new printer or adding or deleting fonts in Windows.

This option is used to load a previously saved width table.

The width table loaded using this option does not have to be generated
from the same printer to which you are printing your document for
proofing. In fact, the width table used when creating a document should
correspond to the output device on which the document will ultimately
be output.

» Click on the Load Different Width Table button. The Open File
dialog box (Figure 5-11) is displayed.
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Figure 5-11. Open File dialog box for width table (WID) files.

> Use the Drives and Directories list boxes to locate the desired
width table. When the name of the desired width table is shown in
the File Name list box, either select the width table name and click
on the OK button, or double-click on the width table name.

Add Fonts from This option is used to merge the fonts from another width table into the
Width Table currently loaded width table.

> Click on the Add Fonts from Width Table button. The Open File
dialog box (Figure 5-11) is displayed.

> Use the Drives and Directories list boxes to locate the desired
width table. When the name of the desired width table is shown in
the File Name list box, either select the width table name and click
on the OK button, or double-click on the width table name.

The fonts from the selected width table will be merged with the
currently loaded width table.

Use the Save As New Width Table option to save the combined width
table under a new or existing name. Refer to the follow section on the
Save As New Width Table option for information on using this option.

If the width table you are loading is for a different type of printer, the
following alert will appear.
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Click on the Cancel button to return to the Open File dialog box and
select a different width table. Click on the Ignore button to allow the
merge to take place.

= Merging width tables generated from different devices will cause unpre-
dictable results in formatting and printing your document. You should
not use the Ignore button when this alert is displayed unless you are
absolutely sure of the ramifications

Save As New This option is used to save a modified width table, or the
Width Table ENVIRON.WID width table under a new or existing name.

> Click on the Save As New Width Table button. The Save File As
dialog box (Figure 5-12) is displayed.

N envion, wrd ’ ] F=r d:\
1p. ol s = ventura

Figure 5-12. Save File As dialog box for saving width table (WID) files.

" > Use the Drives and Directories list boxes to locate the drive and
directory in which you want the width table file to be saved. When
the name of the destination directory is shownin the Directories list
box, enter a file name for the width table in the File Name entry field
and click on the OK button. If you want the width table to be saved

5-27
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Remove
Selected Font

over a previously saved width table file, select the name of the width
table file in the File Name list box and click on the OK button, or
double-click on the width table file name.

If the extension is not specified, Ventura Publisher automatically adds
WID.

If the file name under which you are saving the width table is the same
as that of a previously saved width table, the following alert is dis-
played.

Click on the New Name button to re-display the Save File As dialog box
and select a different file name for the width table. Click on the Over-
write button to save the width table over the previously saved width
table file.

This option allows you to remove fonts from the width table. This is
particularly useful if you have a large number of fonts installed in
Windows, but only want the fonts you use in a particular document
listed in the Font list box of Ventura Publisher’s dialog boxes.

To delete a font:

> Select the desired typeface name from the Face list box.
> If available, select one of the sizes from the Size list box.

> Select a type style from the Styles list box.

This option will remove all of the styles (one at a time) associated with
a typeface before removing any of the type size options from the Size
list box. Once all of the sizes for a particular typeface have been
removed, the typeface name will be removed from the Face list box.
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Creating a custom width table

Associating a
width table with
a style sheet

Creating a custom width table should only have to be done when you
install a new printer, or add or remove fonts from Windows. Once you
have created a custom width table, it can be saved with all of the style
sheets you create. To create a custom width table:

> Select the Printer Setup option from the File menu. Select the
printer for which you are generating the width table and then click
on the OK button.

Selecting a new default printer from the Printer Setup dialog box and
clicking on the OK button will cause an ENVIRON.WID width table
to be generated in memory. Clicking on the Cancel button in the
Printer Setup dialog box will not generate a width table.

> Select the Manage Width Table option from the File menu.

> If desired, use the Remove Selected Font button to delete fonts
that you do not want saved with the width table.

» Click on the Save As New Width Table button and save the width
table with a file name other than ENVIRON.WID. The file name
selected should reflect the printer for which the width table was
generated (e.g., POSTSCRP.WID for a PostScript printer,
HPLJIIP.WID for an HP LaserdJet ITP).

> Repeat the previous steps for each printer installed in Windows.

Once the named width table is generated, it needs to be associated with
each of the style sheets that are to use the width table. To associate the
named width table with a style sheet:

> Click on the Load Diff. Style function button and load the style
sheet to which the width table will be associated.

> Select the Manage Width Table option from the File menu.

> Ifthe path and name of the width table you want associated with the
currently loaded style sheet is not displayed in the title bar of the
Manage Width Table dialog box, select the Load Different Width
Table button and load the desired width table.

> Click on the OK button to exit the Manage Width Table dialog box.

> Click on the Save Style As function button and save the style sheet
under the same name.
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> Repeat the previous steps for each of your style sheets.

Because custom width tables are never automatically rebuilt by Ven-
tura Publisher, if you add or remove fonts from Windows you must
manually rebuild the custom width table using the previous steps.
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Manage Publication

The Manage Publication option allows you to combine a large number
of chapters together into a publication. When you create and save a
publication, you are simply creating a list of chapters that are to be
grouped together. You can then print, generate a table of contents,
create an index, or renumber the pages for the entire publication.
Creating a publication allows you to:

» Print very large publications, such as books or technical manuals.
Each chapter can be created separately and can point to its own set
of text, pictures and style sheets.

* Quickly see every file associated with an individual chapter.

¢ Automatically create front and back matter (table of contents and
index.)

* Automatically continue page numbers across chapter boundaries.
» Copy every chapter listed in the publication as well as all of the files

associated with the chapters, without accidentally losing a file.

The Manage Publication option also includes a file management
utility that allows you to copy all files associated with a chapter or
publication.

Iy Always use Manage Publication to copy publications and chapters.
Do not use the Windows File Manager or the DOS COPY command.
Operation

The Manage Publication option provides the tool necessary to group
sets of chapters into publications for easy handling. As many as 128
chapters can be included in a single publication. Publications can be
copied, renumbered, edit, and printed. You can also generate a table of
contents and index using the options in the Multi-Chapter Operations
dialog box.

Select the Manage Publication option from the File menu. If any
changes have been made to the currently open chapter since it was last
saved, the following alert is displayed.
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Click on the Save button to save the chapter file and all associated files
(including the style sheet). Click on the Abandon button if you choose
not to save the changes.

If you have made any changes to the style sheet since the chapter or
style sheet was last saved, a second alert is displayed. Since saving the
chapter also saves the style sheet, this alert will appear only if changes
have been made to the style sheet but not the chapter, or if you selected
to Abandon the changes to the chapter in the previous alert.

Click on the Save button to save the style sheet. Click on the Abandon
button if you choose not to save the changes.

The Multi-Chapter Operations dialog box (Figure 5-13) is then dis-
played.

Figure 5-13. Multi-Chapter Operations dialog box.
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Multi-Chapter
Operations
modes

Add Chapter

The Multi-Chapter Operations dialog box operates in two distinct
modes: the publication and the chapter mode.

When a chapter name is selected (highlighted) in the publication list
box, the mode changes to Chapter as displayed in the Mode status
area. While in the chapter mode, all operations available are performed
on the selected chapter only. To select a chapter name in the publication
list box, click on the chapter name. To de-select a highlighted chapter
name, click on the highlighted chapter name.

When no chapter is selected in the publication list box the mode changes
to Publication as shown in the Mode status area. While in the
publication mode, all available options are performed on the entire
publication.

The Add Chapter option allows you to locate and add chapter names
to the publication list box. This option is available regardless of the
current dialog box mode. To add a chapter name to the publication list
box:

> Click on the Add Chapter button. The Open File dialog box (Figure
5-14) is displayed.

thook-pl.chp

&book-p2.chp

tbio-12.chp £ typeset
&bro-p3.chp

tinv-pl.chp
tlstg-p2.chp
&ltrl-pl.chp

Figure 5-14. Open File dialog box for chapter (CHP) files.

> Use the Drives and Directories list boxes to locate the desired
chapter file. When the name of the desired chapter is shown in the
File Name list box, either select the chapter name and click on the
OK button, or double-click on the chapter name.

> Continue adding chapters in the same manner until all chapters that

are to be included in the publication are listed in the publication list
box. If you make a mistake and add a chapter that you don’t want,

5-33
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Remove Chapter

Rearranging
chapters

select the chapter name in the publication list box, and then click on
the Remove Chapter button.

The new chapter names will appear highlighted at the bottom of the
publication list box. Refer to the Rearranging chapters section on page
5-34 for information on arranging the order of chapters in the publica-
tion list box.

If you attempt to load more than 128 chapter names in a single publica-
tion, the following alert is displayed.

Check the publication for old or duplicate chapter names and remove
them from the publication.

After all of the chapters have been added and arranged, use the Save
As option to save the publication. Refer to the Save As option section
on page 5-37 for information on saving the publication.

The Remove Chapter option allows you to delete chapters from the
publication list box. Only the chapter names are removed from the
publication list box. The chapters themselves are not affected in any
way. To remove a chapter name from the publication list box:

> Highlight the chapter name in the publication list box by clicking on
the chapter name.

> (Click on the Remove Chapter button.

> Repeat the previous steps for each chapter that is to be removed from
the publication list box.

You can easily change the order in which chapters are placed in the list
once you have created a list of chapters.
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New

Open

The order in which the chapters appear in the publication list box is
important in that the order determines how the chapters will be num-
bered when using the Renumber option.

> Locate the chapter name you want moved in the publication list box.
Select the chapter by clicking on the chapter name.

> Move the cursor to the new location (using the scroll bars if neces-
sary). As you move the mouse vertically along the list of chapters, you
will see the cursor change to a horizontal insertion bar between the
chapters.

> When the insertion bar is at the desired location, click the mouse and
your highlighted chapter will be moved there.

The New option clears the publication list box of chapter names and
starts a new, untitled publication regardless of the current dialog box
mode. Simply click on the New button to clear the chapter names from
the publication list box.

The function of the Open option depends on the current dialog box
mode.

Chapter mode

In the chapter mode, the Open option displays a list of the files as-
sociated with the selected chapter. To display the files associated with a
chapter:

> Select the chapter name from the publication list box by clicking on
the chapter name.

> Click on the Open button. The chapter names will be cleared from
the publication list box and the files associated with the selected
chapter will be displayed. (Figure 5-15).
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Figure 5-15. Multi-Chapter Operations dialog box displaying the files
associated with SCOOP.CHP. P

> Click on the Close button to close the chapter and re-display the
chapter names in the publication list box.

g This display only allows you to view the files associated with the chap-
ter. The files cannot be edited or deleted using this option

Publication mode

In the publication mode, the open option allows you to load a previously
saved publication. To load a previously saved publication:

> Ensure that the Mode status displays Publication. If the Mode
status displays Chapter, one of the chapter names in the publication
list box is selected. De-select the chapter by clicking on the chapter
name (using the scroll bar if necessary).

> Click on the Open button. The Open File dialog box (Figure 5-16) is
displayed.
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Figure 5-16. Open File dialog box for publication (PUB) files.

> Use the Drives and Directories list boxes to locate the desired
publication. When the name of the desired publication is shown in the
File Name list box, either select the publication name and click on
the OK button, or double-click on the publication name.

The publication path and name is displayed at the top of the publication
list box, and the chapter names associated with the publication are
displayed in the publication list box.

The Close option is used to close the display of files associated with a
selected chapter as described in the Open option section. This option
has no effect in the Publication mode of the dialog box.

The Save option saves changes made to a previously saved publication
(regardless of the dialog box mode). This option is available only when
an unsaved change has been made to a previously saved publication.
This option is not available if the publication has not be previously saved
(refer to the following Save As option section), or if the publication has
not been modified in any way. '

To save a modified publication under its current name, simply click on
the Save button. To save the publication under a new name, use the
Save As option instead.

The Save As option allows you to save a newly created publication, or
to save a previously saved publication under a different name. This
option is not available if no chapter names are listed in the publication
list box. To save a new publication, or save a previously save publication
under another name:

File Men
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> Click on the Save As button. The Save File As dialog box (Figure
5-17) is displayed.

&é:&ésﬁpie’,pub‘ o = e
mypub.pub £ typesst

ave rie as

Publications |

Figure 5-17. Save File As dialog box for publication (PUB) files.

» Use the Drives and Directories list boxes to locate the drive and
directory in which you want the publication file to be saved. When the
name of the destination directory is shown in the Directories list
box, enter a file name for the publication in the File Name entry field
and click on the OK button. If you want the publication to be saved
over a previously saved publication file, select the publication file
name from the File Name list box and click on the OK button, or
double-click on the publication file name.

> If the extension is not specified, Ventura Publisher automatically adds
PUB.

If the file name under which you are saving the publication is the same
as that of a previously saved publication, the following alert is dis-
played.

Click on the New Name button to re-display the Save File As dialog box
and select a different file name for the publication. Click on the Over-
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write button to save the publication over the previously saved publica-
tion file.

The Print option allows you to print the contents of the entire publica-
tion. You can use this option to print to either a printer, or to a file for
output on a remote printer or imagesetter.

The Print option is available only in the publication mode. To print a
single chapter, load the chapter into Ventura Publisher and print it
using the Print function button.

Multi-chapter print to a printer

> Load or create the publication you wish to print.

> Ensure that the Mode status displays Publication. If the Mode
status displays Chapter, one of the chapter names in the publication
list box is selected. De-select the chapter by clicking on the chapter
name (using the scroll bar if necessary).

» (Click on the Print button.

> Ensure that the correct printer name is displayed at the top of the
Print dialog box. If the correct printer is not displayed, select the
printer using the Setup button in the Print dialog box.

> Set the desired print options in the Print dialog box and click on the
OK button. Refer to page 5-54 for more information on using the
options in the Print dialog box.

The most useful Page Range options in the Print dialog box for multi-
chapter printing are All, Left, and Right. The Current option will
print page one of each of the chapters. The Pages option will print the
selected range from each of the chapters

Multi-chapter print to a file

The procedures for printing a publication to a single file are the same as
those of printing to a printer described above. The difference is that a
special printer port must first be setup to multi-chapter print to a file.
To setup the special printer port:
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Setting up a special printer port requires editing of the WIN.INI file.
You should always make a backup of this file before editing any of your
INI files.

» Using an ASCII text editor (e.g., SYSEDIT, NOTEPAD) open your
WIN.INI file located in the directory in which Windows is installed.

> Locate the section of the WIN.INI labeled [ports].

> At the bottom of this section, add the line:
'MULTICHP.PRN=

> Save the WIN.INTI file and close the ASCII test editor.

> Open the Windows Control Panel and double click on the Printers
icon.

> Install a printer driver for the type of printer on which the publication
will ultimately be output. Refer to the Printers dialog box Help or the
Windows documentation for information on installing printer
drivers.

> Set the newly installed printer to output to the MULTICHP.PRN
port. Refer to the Printers dialog box Help or the Windows documen-
tation for information on assigning a printer port to the printer
driver.

> Close the Printers dialog box and the Windows Control Panel.

If you have installed soft fonts in Windows or are using a Windows font
utility program (ATM, FaceLift), you will have to reinstall the soft fonts
for this printer. Refer to the soft font or the font utility program
documentation and Help for information on reinstalling the soft fonts.
It is not necessary to reinstall TrueType fonts.

If the soft fonts are not installed, they will not be included in the print
file and will not be printed unless the fonts used are resident in the
memory of the output device.

» Click on the Print button.

> Ensure that the printer name displayed at the top of the Print dialog
box shows that the output will be directed to the MULTICHP.PRN
port. If the correct printer is not displayed, select the correct printer
using the Setup button in the Print dialog box.
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> Set the desired print options in the Print dialog box and click on the
OK button. The Print to File check box does not need to be checked.
Refer to page 5-54 for more information on using the options in the
Print dialog box.

The most useful Page Range options in the Print dialog box for multi-
chapter printing are All, Left, and Right. The Current option will
print page one of each of the chapters. The Pages option will print the
selected range from each of the chapters.

> When the Print to File dialog box is displayed, enter the full path and
name for the print file in the Filename entry field.

[ Cancel

The files produced by printing an entire publication to a single file can
be quite large depending on the content of the chapters. You can reduce
the size of the print file by printing only a few chapters at a time to a
different files. For example, remove all but the first three chapters, print
to a file, reload the publication (do not save), remove all but the next
three chapters (chapters 4 through 6), print to a different filename,
reload the publication, etc.

Once the print files have been generated, they can be printed using the
DOS COPY command by entering the following at the DOS prompt:

COPY [filename] [port]: /B

where [filename] is replaced with the full path and filename of the
print file, and [port] is replaced with the port on which the printer is
connected. For example:

COPY VPFILEl.PRN LPT1: /B

will output the print file VPFILE1.PRN to the printer attached to LPT1.

The print files must be printed on the same type of printer that was
setup in Windows when the publication was printed to a file from Ven-
tura Publisher. (i.e., if you set up an HP LaserdJet printer to print to

3
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MULTICHP.PRN, the files generated from printing to this printer
driver can only be printed on an HP LaserJet printer).

The print files can also be sent to a service bureau for output on an
imagesetter. The files sent to a service bureau are typically PostScript
format files. Installing and printing to file using a PostScript printer
driver will create the PostScript files used by service bureaus.

Ventura Publisher can automatically generate a table of contents or
table of figures by extracting tagged text from the publication. For
instance, you can create a table of contents that contains every occur-
rence of text tagged as Chapter Head or Sub Headline, along with the
associated chapter and page numbers. This table of contents is then
stored as a text file in the Ventura Publisher Generated file format. This
file can then be loaded and formatted later just like any other text file,
saved as a chapter, and then added to the front of the publication file.

To generate a table of contents:

> Ifthe publication for which the table of contents is to be generated is
not displayed, use the Open option to load a publication. Otherwise,
use the Add Chapter and Save As options to create a publication,

> Click on the Make TOC button. The Generate Table of Contents
dialog box (Figure 5-18) is displayed. The current publication name
is shown in the TOC File entry field, with the last three letters
changed to TOC and the extension .GEN added. This is the name of
the text file which will be created during the process of generating the
table of contents.
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Figure 5-18. Generate Table of Contents dialog box.

> Use the text cursor to change the TOC file name if you don’t like the
default name provided.

> Modify the Title String entry field, if desired. This is the title that
is displayed at the top of the first table of contents page.

> Place the text cursor in the Level 1 entry field, and then select the
Tag Text option. This places [*tag name] in the Level 1 entry
field.

> Use the keyboard cursor keys to delete the words tag name and
replace them with the first tag name associated with text you wish to
place in the table of contents.

> Move the text cursor to the end of the Level 1 entry field.

> Select the Tab [—] option.

> Select the Chapter # option (if you want chapter numbers included).

> Type a hyphen. If you want an En dash, type: <196>

> Select the Page # option.

The Level 1 entry field on your display should iook similar to the one
in Figure 5-18. Repeat this procedure for additional levels.

What you have just done is specify the text tagged with the name you
specified to start at the left margin, followed by a tab, and then the
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chapter number and page number on which that text was found. You can
add any other text or format information you require. For instance, if
you wish to place a text attribute (e.g., bold, italic) anywhere in the line
of text you just typed, place the text cursor at the position where the
attribute is to begin and select the Text Attribute option. Replace the
text between the brackets with one of the codes shown on page D-5. For
instance, if you want the chapter number to appear in italics, you would
type <MI> [C#]<D>.

When finished, click on the OK button. Ventura Publisher then auto-
matically creates a new text file which contains the extracted text. This
text file is automatically tagged with different tags for each level, and
another tag for- the title. These tags are called Z_TOC1, Z_TOC2, etc.,
and Z_TOC TITLE. You can then load the resulting text file (using the
Load Text/Picture option), format it with a style sheet, edit it, and
print it just like any other text file. Load this text file using the
Generated format option in the Load/Text Picture option dialog box.

Many documents use a different page format, including a different
number of columns, for the table of contents or table of figures. If you
place the generated text into a page which you have inserted using the
Insert/Remove Page option in the Frame menu, this page’s frame
attributes can be set independent of the rest of the document.

Ventura Publisher can automatically create an index from the refer-
ences you inserted into the text using the Index Entry option in the
Insert Special Item secondary menu (Text menu).

To generate an index:

> If the publication for which the index is to be generated is not
displayed, use the Open option to load a publication. Otherwise, use
the Add Chapter and Save As options to create a publication.

> Ensure the Mode status displays Publication. If the Mode status
displays Chapter, locate the highlighted chapter in the publication
list box and deselect it by clicking on the chapter name.

> Click on the Make Index button. The Generate Index dialog box
(Figure 5-19) is displayed. The current publication name, with the
last three letters changed to IDX and the extension .GEN added, is
shown in the Index File entry field. Change this name if you don’t
like the default name provided.
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Figure 5-19. Generate Index dialog box.

> Modify the Title String entry field, if desired. This is the title that
will appear at the top of the first index page.

> If you want the letter A to appear before the first index entry
beginning with the letter A, and a B before the first index entry
beginning with the letter B, and so on, select On from the Letter
Headings list box. An exclamation point (!) is used as the heading for
all nonalphabetic entries.

The rest of the dialog box is automatically filled out as shown in Figure
5-19, and usually does not need to be changed. For those wishing to
change the default format:

Before #s inserts the text you specify in front of the chapter and page
numbers. The default is one horizontal tab character. For the index
in this manual, the tab was replaced with a comma followed by a
space. If you want to make the page numbers a different font than the
rest of the index, place the typeface or size change code on this entry
field. For example, to make the numbers print in ten point Helvetica,
you would type:

S
c
()

=

2

=

<P10F2>

For Each # describes how the chapter and page numbers will appear
in the index. If you don’t want chapter numbers, delete both
occurrences of [C#] -. If you want chapter numbers to appear bold,
type:

<B>[C#]<D> - [P#] - <B>[C#]<D> - [P#]
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Between #s describes the punctuation that should be placed
between each chapter/page number referenced. The default is a
comma, followed by a space.

After #s describes what punctuation should be placed after the
chapter/page numbers. The default is no punctuation at all. If you
changed font using the Before #s setting, you can reset to the default
font by typing the font or size change code on this entry field. For
example, to reset the typeface and size to the default specified by the
paragraph tag, you would type:

<P255F255>

See defines the text that should be added for a cross reference entry.
Usually the word See is used. If you want the word See to appear in
italic, type:

<MI>See<D>

See Also defines the text that should be added for a secondary cross
reference entry. Usually the words See Also are used.

To save changes made to the default settings, save the publication after
creating the index.

During the process of generating an index, the actual text from each
index entry is collected from the publication, along with the chapter and
page number on which that entry is currently placed. This text is then
sorted and placed into a text file. Each entry is followed by a line break
and horizontal tab character. The last entry for each letter in the
alphabet is followed by a paragraph end (carriage return).

The index for this manual was generated with Ventura Publisher’s
index feature.

The Renumber option automatically renumbers chapter, page, table,
and figure numbers across chapter boundaries. This is used for books or
other long documents which are numbered consecutively across chapter
boundaries.

To make this feature work, you must use the Update Counters option
(in the Edit menu) and set the initial chapter, page, table, and figure
counter for each chapter to Previous Number + 1.

Renumber also updates all cross references.

To renumber chapters, save the publication and then click on the
Renumber button.
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Copy All The Copy All option is used to copy and entire publication or chapter.

Refer to the next section for procedures on copying a publication or
chapter.

Since both chapter and publication files point to many different text and
picture files, each of which may be in a different sub-directory, copying
every file in a complete chapter or publication using the File Manager
or the DOS COPY command is a laborious process. In general, the File
Manager and the DOS COPY commands do not work unless you intend
to copy every file back to the same disk drive and sub-directory.

If you are unfamiliar with the concept of paths and directories, please
refer to the Windows or a DOS reference guide before proceeding with
this section.

Do not use the Windows File Manager or the DOS COPY command to
copy chapters.

The Copy All option automatically copies the files associated with a
chapter or publication. The following files are not copied using the Copy
All option.

* Hyphenation dictionaries

* Spelling dictionaries

* Fonts

« OLE server applications and server files

* User font index

If one or more chapters contain linked or embedded OLE objects, the
.VPO file will be copied with the publication. However, neither the serv-
er application nor the server file will be copied. Refer to Appendix K for
more information on publication and chapter file management for chap-
ters containing OLE objects.

You can copy each type of file (e.g., style sheet, picture, text) to a
different disk drive and sub-directory. Ventura Publisher automatically
updates the references in the chapter (CHP) and publication (PUB) files
to these new drives and sub-directories.

To copy a publication, a group of chapters, or a single chapter:
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> If you are copying a publication and the publication is not displayed
in the Multi-Chapter Operations dialog box, use the Open button to
load the publication you want to copy. If you are copying a single
chapter, or a group of chapters, use the Add Chapter button to load
the chapter name or names into the publication list box.

Chapters listed in the publication list box do not have to be saved as a
publication in order to copy them using the Copy All option.

> If you are copying a publication or a group of chapters not saved as a
publication, ensure that the Mode status displays Publication. If
the Mode status displays Chapter, one of the chapters in the
publication list box is selected and only that chapter will be copied.
To deselect the chapter, locate the highlighted chapter in the publica-
tion list box and click on the chapter name.

Ifyou are copying a single chapter locate and select the chapter name
in the publication list box.

> Click on the Copy All button. The Copy All dialog box (Figure 5-20)
is displayed. The PUB or CHP entry field shows the name of the
publication to be copied. The destination entry fields show the disk
drive and sub-directory to which each file type will be copied.

A:\Chapters\

JA:\Chéplels\ ‘

1A£\Chaplers\ k

Fii;ure 5-20. Copy All dialog box. Set to cogy all files associated with
&EXAMPLE.PUB to the A drive. You must include the backslash (\) at the end
of each d%st(iination entry field or you may copy files to a different directory than
you intended.

> In each destination entry field, enter the disk drive name, followed
by a colon, followed by a backslash (\), followed by the sub-directory
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(if any) where you wish to place that file type.

Shortcut: if you want to save all files to the same disk and directory,
enter information on the first destination entry field only, and then
click on the Make all Directories as PUB & CHPs button.

Some versions of DOS place a limitation on the number of files that can
be copied to the root directory of a floppy disk, but place no limitation
on the number of files that can be copied to a sub-directory. Therefore,
when you copy a chapter or publication containing a large number of
small files, you should copy the chapter or publication to a sub-directory
on the floppy disk.

> Click on the OK button to begin the copying process. Ventura Pub-
lisher creates any directory names requested that were not already
in existence.

If one or more chapters contain linked or embedded OLE objects, the
.VPO file will be copied with the publication. However, neither the serv-
er application nor the server file will be copied. Refer to Appendix K for
more information on publication and chapter file management for chap-
ters containing OLE objects.

For example, to save all files in the publication to the CHAPTERS
directory on the A drive, edit each entry field to look like Figure 5-20.

Pressing the Enter key does nothing in the Copy All dialog box. This
reduces the chance of accidentally starting the copy process before you
are ready. You must click on the OK button with the mouse to begin the
Copy process.

Multi-chapter operation alerts

File name
collision

At the beginning of the operation, Ventura Publisher compiles a list of
file that are to be copied. If two files with the same name are to be copied
from two different locations to a single destination location, the follow-
ing alert is displayed.
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Insufficient disk If all the files from the publication will not fit on one disk, the following
space message is displayed when the disk becomes full:

If you are copying the publication to floppy disks, insert a blank,
formatted disk in the drive, close the drive door, and then click on
Continue or press Enter.

If you are copying the publication to another hard drive, you will have
to click on Cancel and then use the Windows File Manager or DOS
commands to move or delete files from the target drive before the
publication can be copied.

Unable to locate If during copying, Ventura Publisher is not able to locate a file as-
file sociated with the chapter, the following alert will appear. The ap-
propriate action is dependent on the type of drive (floppy or hard) from

which the publication is being copied.
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Copying from a floppy drive

If you are copying from floppy disks, insert the next floppy and click on
Retry. If, after inserting the next floppy, the message reappears, make
sure that the floppies are in the correct order.

If the floppies are in the correct order, either click on Cancel and recopy
the publication to the floppies from the original source, or click on Skip
to continue the copy process.

If you click on Skip, the missing file will not be available on the target
disk. However, the reference to the file will remain in the chapter file
until the chapter is opened from the target drive and then saved. Before
opening the chapter from the target disk, you should locate the missing
file, and then copy it to the target disk and directory with the other files
of the same type (e.g., text, image) using the DOS COPY command or
the Windows File Manager. The chapter can then be opened and saved
as usual.

Copying from a hard drive

If you are copying the publication from a hard drive, either the file has
been moved or deleted from the location it was in when it was loaded
into the chapter, or the file is located on a network drive that you have
not logged onto. Note the drive, path, and file name shown in the dialog
box.

If the drive and path shown in the dialog box is a network drive that you
are not logged onto, click on Cancel, log onto the network, and then
recopy the publication.

If the drive and path shown in the dialog box is a local hard drive, or a
network drive you are presently logged onto, you can either click on
Cancel, open and reconstruct the chapter from which the file is missing,
and then recopy the publication, or click on Skip to continue the copy
process.

If you click on Skip, the missing file will not be available on the target
disk. However, the reference to the file will remain in the chapter file
until the chapter is opened from the target drive and then saved. Before
opening the chapter from the target disk, you should locate the missing
file, and then copy it to the target disk and directory with the other files
of the same type (e.g., text, image) using the DOS COPY command or
the Windows File Manager. The chapter can then be opened and saved
as usual.
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Printer Setup

The Printer Setup option lets you select a different printer, choose a
different paper tray, scale the page larger or smaller, or configure to
print to a file. The main use of the Printer Setup option is to change
the currently selected printer and printer settings.

Operation

To format your document for a different printer:

> Select the Printer Setup option from the File menu. The Printer
Setup dialog box (Figure 5-21) is displayed.

Figure 5-21. The Printer Setup dialog box.

> If the Default Printer selection is not the desired selection, select
the desired printer from the Specific Printer list box.

> Set the desired Orientation and Paper options.

> Click on the Options button to set the options specific to the printer
driver. The options and settings available when the Option button is
selected are dependent on the printer selected and the corresponding
printer driver. Refer to the printer driver Help after this option is
selected for available options and settings.

> Click on the OK button to exit from the Printer Setup dialog box.
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If you click on the OK button to exit from the Printer Setup dialog box,
Ventura Publisher will build a new width table based on the selected
printer. This width table will be named ENVIRON.WID. You should not
save your chapter when a width table named ENVIRON.WID is cur-
rently loaded. You should use the options available in the Manage Width
Table dialog box to save this width table under another name before
saving your chapter. Refer to the Manage Width Table option section
starting on page 5-22 for more information on width table and renam-
ing the ENVIRON.WID width table.

If you click on the Cancel button to exit the dialog box, all Printer Setup
dialog box settings revert to those in effect before you entered the
Printer Setup dialog box, and no width table is rebuilt. However, the
setting made using the Printer Setup dialog box Option button will
remain in effect.

> Select the Manage Width Table option in the File menu. Click on
the Save As New Width Table button and save the width table
under another name. Refer to the Manage Width Table option section
starting on page 5-22 for more information on using the Manage
Width Table dialog box options.

If your document uses fonts not available with the new printer, the font
used in your document will be substituted with a font available to the
printer. In order to use the same fonts with different printers, the same
fonts should be installed for each printer installed in Windows. Refer to
Appendix I for additional information on the use of fonts.
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Print

Click on the Print function button to begin the printing process. The
Print option allows you to:

* Generate printed copies of the currently opened chapter.

* Print to a file. This file can then be copied to a remote printer or sent
to a typesetter.

1<y If you want to print a group of chapters or a publication to a printer or
file, refer to the Multi-Chapter Operations dialog box Print option sec-
tion starting on page 5-39.

To print all or part of the currently loaded chapter, click on the Print
function button. The Print dialog box (Figure 5-22) is displayed. To stop
a print in progress, click on the Canecel button in the printing message
box. Ventura Publisher stops printing after the current page is finished.
If you are using Windows Print manager or another print spooler, the
spooler may still contain pages that will print even after Ventura
Publisher has stopped printing.

Figure 5-22. The Print dialog box.

Print Range

To print the entire chapter, select the All option. To print only part of
the chapter, select the Pages option, then type the number of the first
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page in the From field and the last page number in the To field. The
page numbers specified refer to the page numbers shown in the page
number indicator. To print the current page only, select the Current
Page option.

Left/Right Left/Right is used to print on both sides of the page (duplex printing)

=

on printers which do not directly support duplex printing. To create
duplex pages on non-duplex printer:

> Use the Left option and print all left pages.

> Turn the paper over and reinsert the paper tray (insert a blank sheet
after the last page, if necessary).

> Use the Right option and print all right pages.

Some printers will burn or smear the toner if a page is reinserted and
printed on the second side. Refer to your printer manual.

Print Quality

Copies

For printers with selectable levels of print quality (dots per inch for
laser printers, for example), you can select the quality of the print from
the Print Quality list box. As a general rule, a lower print quality,
prints the page faster and uses less ink, toner, or print media; a higher
print quality prints better looking text and graphics, but the page prints
slower and uses more toner, ink, or print media.

There are two ways to print multiple copies. If you check the Collate
Copies check box you can enter the desired number of copies in the
Copies entry field. However, this will cause Ventura Publisher to reload
the chapter for each copy being printed, thus slowing the printing
process. Leaving the Collated Copies check box cleared will speed the
printing process, but the pages will have to be manually collated.

Collate Copies

Check the Collate Copies check box to print multiple, collated copies.

5-55

File Menu
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Print to file

Setup

Check the Print to File check box to output the pages to a file instead
of the printer. Refer to the Printing to a file section starting on page 5-62
for information on the various uses and procedures for printing to a file.

Printer

Orientation

Printer configuration is handled through the Printer Setup dialog box.
Set the printer, paper orientation, and paper tray options in the Printer
Setup dialog box (Figure 5-23).

Letter 8172 x 11 in

il

Upper Tray

Figure 5-23. The Printer Setup dialog box.

Select the Default Printer option to use the Windows installed default
printer. To print to a different printer, select the printer from the
Specific Printer list box.

It is important to note that, unlike accessing the Printer Setup dialog
box using the Printer Setup option in the File menu, this Printer
Setup dialog box will not cause a new width table to be generated. This
is particularly useful if you are printing to a printer other than that
setup as the ultimate output device (e.g., proofing to a laser printer
before sending the document to a service bureau), or if you want to print
a specialized driver such as a fax software driver.

Select Portrait if you want to print in the portrait mode. Select
Landscape if you want to print in the landscape mode.
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Paper

Options

Options

Select the paper size you want to print on from the Size list box. The
size selected must match the size of the paper in the printer. Selecting
a size smaller than is actually present in the printer may cause the
printer to misfeed and jam. Selecting a size larger than present in the
printer may cause jamming or an incomplete print of the page.

Many printers have multiple trays and allow manual feeding of pages.
Select the paper source (e.g. upper tray, lower tray, manual feed) from
the Source list box.

Click on the Options button to access the options for the installed
printer driver. If you need help in the Options dialog box, click on the
Help button to get printer specific information. This information varies
from printer to printer.

Certain printers can enlarge or reduce the page size (PostScript
printers, for example, have this capability). If your printer allows en-
larging or reducing the page size (called scaling), use the Scaling option
in the Options dialog box to enlarge or reduce the page to fit the paper
size.

Other typical information found in the Options dialog box are the
margin settings, print destination, and header information.

Click on the Option button to display the Ventura Print Options dialog
box (Figure 5-24).

Figure 5-24. Ventura Print Options dialog box.
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Crop Marks

Tiling

IS

Reversed
Printing Order

Print Hidden
Pictures

Color
Separations

Check the Crop Marks box to place crop marks at the exact edge of the
page. This feature is useful primarily for typesetting machines, since
most laser printers don’t print to the edged of the page. note also that
crop marks will print only if the paper in your printer is larger than the
page size chosen in the Chapter menu. You can create custom page
sizes which are smaller than the defaults in the Chapter menu (refer
to the Sizing & Scaling option section in the Frame menu chapter).

If you want to create custom crop marks closer to the center of the page:

» Select the page.
> Use the Line tool to draw individual crop marks.

> Select Show On All Pages option from the Graphic menu for all
crop marks to show these custom drawn crop marks on all pages.

If you have select page dimension of 11 x 17 or Broadsheet in the Page
Size & Layout option dialog box (Chapter men), you can print on
printers which only handle smaller paper sizes. Select the Tiling check
box to print many small pages which can then be pasted together to
create the larger page.

The tiling option is not available if the Color Separations check box is
checked.

If your printer stacks the pages in the wrong order, you can reverse the

‘normal printing order by checking the Reversed Printing Order

check box.

When printing a chapter containing hidden pictures, check the Print
Hidden Pictures option to print all the hidden pictures in the chapter.
If the Print Hidden Pictures is not enabled, the area of the page
containing a hidden picture prints as solid black. Pictures that are not
hidden will print regardless of the setting of the Print Hidden Pic-
tures option.

If you check the Color Separations check box, a separate page or
separation is printed for each color selected in the Separation Colors
dialog box. The color name you define is printed at the top of each page
printed for that color.

If the Ventura Separator color extension is not installed, you can only
perform spot color separation. With spot color separation, each sheet
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contains only the text and graphics set for one specific color. Solid colors
will print as 100% black, and tints of a color will print as a shade of
black. Ventura Publisher prints a white mask on each color that is
underneath another color. In other words, where two colors overlap the
one underneath has a white mask.

For example, if black text is entered in a frame with a solid green
background, and the page is printed with the Color Separations
option checked, one page is printed for the text and one for the frame.
The page printed for the frame prints the green background as 100%
black, but a white mask for the black text prints in the frame.

Black Text Black Text

Print Empty
Plates

Colors

Figure 5-25. The first page prints the black text. The second page prints the
green background as black, and prints a white mask in the frame for the black
text.

If the Ventura Separator color extension is installed, colors are
separated according to the Ink Separations and Ink Alignments set-
tings set in the Define Colors dialog box for each color setting.

The Print Empty Plates option is available only when the Color
Separations option is checked. Check the Print Empty Plates option
to produce a separation plate (color overlay), for each color in the
Selected Colors list of the Separation Colors dialog box, regardless of
whether that color is used on a page. If this the Print Empty Plates is
cleared, a separation plate is produced only for those colors used on a

page.

The Colors button is available only if the Color Separations option is
checked. Click on the Colors button to display the Separation Colors
dialog box similar to the one shown in Figure 5-26. This dialog box is




ILL Vil INY

Print

used to select the colors used in the separations. Only those colors
selected in this dialog box are printed.

Figure 5-26. Separation Colors dialog box.

Available Colors

The Available Colors list displays the color available in the currently
loaded style sheet. These colors are defined using the Define Colors
option in the Paragraph menu.

Selected Colors

The Selected Colors list displays the colors selected to be printed as
separations.

Only the chapter components (i.e. text, graphics, etc.) that are defined
with colors from this list are printed as separations. Any chapter com-
ponents with a color that is not on this list will not print in the separa-
tions.

Add to Selected Colors

The Add to Selected Colors button adds the color currently selected
in the Available Colors list to the Selected Colors list. Color names
are selected from the Available Colors list by clicking on their color
name.
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Color names can also be added to the Selected Colors list by double
clicking on a color name in the Available Colors list.

Colors added to the Selected Colors list that are not used in the
chapter produce a separation plate only when the Print Empty Plates
check box in the Print-dialog box is checked.

Add Process Colors

The Add Process Colors button adds process cyan (C), magenta (M),
yellow (Y), and black (K) colors to the Selected Colors dialog box.
These process colors differ from the cyan, magenta, yellow, and black
colors in the Available Colors list in that the process CMYK colors are
used to separate the colors in the Available colors list and to separate
pictures in the chapter into four process color plates.

The Add Process Colors option and CMYK separations are only avail-
able when the Ventura Separator color extension product is installed.

Remove Selected Color

The Remove Selected Color button removes the color currently
selected from the Selected Colors list. Color names are selected from
the Selected Colors list by clicking on the color.

Color names can also be removed from the Selected Colors list by
double-clicking on them.

Clear Selected Colors

The Clear Selected Colors option removes all colors from the
Selected Colors list.
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Ventura Publisher allows you to print all or part of your document to a
file. This option is used for:
L]

Print your document on a printer connected to another computer
without the need to move the printer.

Send your document to a service bureau for printing at a higher
resolution than a desktop printer is capable.

Print a page of a document to a file and then incorporate that page
back into Ventura Publisher as a picture.

The latter two items listed above require a PostScript printer driver be
installed in Windows prior to printing to a file.

Printing on a remote printer

Setup

If circumstances do not allow you to have a printer connected to your
computer, you can print your documents on a printer connected to
another computer.

In order to print your document on a remote printer, you must have a
printer driver for that printer installed in your installation of Windows.

Before you can print a chapter to a file for output on a remote printer,
you must generate a width table for that printer and apply it to your
document.

Applying a width table generated for a different printer than that of the
width table used when the document was created may cause the line
endings and page breaks of the document to change. Therefore, it is
recommended that the document be created using a width table
generated for the remote printer.

To generate a width table for the printer and apply it to your chapter:
> Click on the Load Diff. Style function button and load the style

sheet used to produce the document that will be sent to the service
bureau.
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> Select the Printer Setup option from the File menu. If the device on
which the document is to ultimately be output is not displayed as the
Default Printer, select the device from the Specific Printer list
box.

If the remote printer is not listed in the Specific Printers list box, the
driver for that printer has not been installed in Windows. You must
install a driver for the printer before you can create a width table for
that printer.

> Click on the OK button. Ventura Publisher will display various
messages as a width table for the output device is generated. This
could take several minutes depending on the number of fonts in-
stalled in Windows and the speed of your computer.

> Select the Manage Width Table option from the File menu and save
the width table under a name that describes the device or purpose of
the width table (e.g., HPIIIP.WID, REMOTE.WID). Click on the OK
button.

> Click on the Save Style As function button and save the style sheet
under the same name (click on the Overwrite button when the alert
is displayed).

Apply this style sheet to all chapters that are to be output on the remote
printer, or create additional style sheets and apply the width table
generated for the remote printer to these style sheets.-

To print all or part of your document to a file for printing on a remote
printer:

> In Ventura Publisher, open the chapter you wish to print to a file.
> Click on the Print function button.

> If the name of the remote printer is not displayed at the top of the
Print dialog box, click on the Setup button. Select the correct printer
from the Specific Printer list box and click on the OK button to
return to the Print dialog box.

> Check the Print to File check box.

> Change the other Print dialog box options as desired and click on the
OK button to start the print job. The Print to File dialog box (Figure
5-27) is displayed.
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Figure 5-27. Print to File dialog box.

When printing to a file, you should printed to a hard disk rather than
directly to a floppy disk. A floppy disk drive is slower than a hard disk
and will cause the print operation to take a considerable amount of time.
Also, if you write the file directly to a floppy disk and the file created is
larger than can be stored on a floppy, an error message will be displayed
and the printing operation aborted.

> Enter the path and file name to which you want the pages printed in
the Filename entry field and then click on the OK button.

> After the document has been printed to a file, copy the file to a floppy
disk using the Windows File Manager or the DOS COPY command.

If your document contains many graphics or fonts, the file created may
be larger than will fit on a floppy disk. If this happens you will have to
create multiple files with fewer pages printed to each file.

> The file can be copied to the printer at the remote system using the
DOS COPY command enter as:

COPY [filename] [port]: /B

Replace [filename] with the complete path and name of the print
file. Replace [port] with the computer’s port to which the printer is
connected (e.g., COM1, LPT1).

For example, to print the document file VPFILE1.PRN from the root
directory of the computers hard disk to a printer connected to LPT1,
type the following at the DOS prompt:

COPY C:\VPFILEl.PRN LPT1l: /B

= Copy operations performed to and from a floppy drive take longer than

comparable operations performed to and from a hard drive. Therefore,
copying a file from a floppy disk to a printer port may take a consider-
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able amount of time depending on the size of the file and the type of
printer port (e.g., serial or parallel port). You may wish to copy the file
to the computer’s hard disk before copying the file to the printer.

If you are copying the file to a printer connected to a serial port (e.g.,
COM1 or COM2) and the document will not print, you may be required
to initialize the printer port before copying your file to the printer. This
can be done by entering the following MODE command at the DOS
prompt.

MODE ([port]:9600,N,8,1,P

Replace [port] with the COM port (e.g., COM1 or COM2) to which the
printer is connected.

Sending a document to a service bureau

Using .PFM font
metric files

Sending your document to a service bureau allows you to have your
document printed at a higher resolution than most desktop printers can
produce. Using the following procedures, you will be able to produce
documents that can contain fonts not installed in your Windows instal-
lation, proof the documents on a printer attached to your computer, and
output the documents to a file for output on a service bureau’s imageset-
ter.

When printing to a desktop laser printer, the fonts used in your docu-
ment must either be resident in the printers memory, or downloaded
from your computers hard disk. Most service bureaus have purchased a
large number of fonts, however, normally you cannot use these fonts in
you documents unless you have also purchased the fonts.

In order that you may use some of these fonts in your document without
having to purchase the fonts, Ventura Publisher supplies a PostScript
font metric (PFM) file for a number of popular typefaces. When in-
stalled, the font metric file allows you to apply the font to text in your
document, print the document to a file, and have the document printed
at a service bureau on a typesetter have the corresponding printer font
in memory.

The limitation is that the font cannot be displayed on the screen or
printed on a desktop printer unless you also have the corresponding
printer font file (.PFB). Instead, a font for which a .PFB is available will
be displayed and printed. Although a substitute font will be displayed
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Setup

on the screen and printed on your desktop printer, the line endings and
alignment for the correct font will be maintained, and the font will print
correctly when the document is printed on a typesetter have the cor-
responding printer font file in memory. Refer to Appendix I for informa-
tion on installing the .PFM files included with Ventura Publisher.

Ventura Publisher allows you to create documents using the character
widths for printers other than the one currently connected to your
computer. Using this capability, you can produce draft copies on your
local printer with the knowledge that the line endings and page breaks
will not change when the document is printed on the service bureau’s
imagesetter.

In order to print your document to a file for output on an imagesetter,
you must have a printer driver for the imagesetter (or similar device)
installed in Windows. Additionally, if you want to proof your documents
on a local laser printer, you must have a printer driver for that printer
installed in Windows.

Before you can print a chapter to a file for output on a imagesetter, you
must generate a width table for the imagesetter and apply it to your
document.

Applying a width table generated for a different printer than that of the
width table used when the document was created may cause the line
endings and page breaks of the document to change. Therefore, it is
recommended that the document be created using a width table
generated for the imagesetter device.

To format a document for a device other than the ultimate output device:

> Click on the Load Diff. Style function button and load the style
sheet used to produce the document that will be sent to the service
bureau.

> Select the Printer Setup option from the File menu. If the device on
which the document is to ultimately be output is not displayed as the
Default Printer, select the device from the Specific Printer list
box.

If the ultimate output device is not listed in the Specific Printers list
box, the driver for that device has not been installed in Windows. You
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Draft printing

must install a driver for the device before you can create a width table
for that device.

> Click on the OK button. Ventura Publisher will display various
messages as a width table for the output device is generated. This
could take several minutes depending on the number of fonts in-
stalled in Windows and the speed of your computer.

> Select the Manage Width Table option from the File menu and save
the width table under a name that describes the device or purpose of
the width table (e.g., LINO.WID, IMGSET.WID). Click on the OK
button.

> Click on the Save Style As function button and save the style sheet
under the same name (click on the Overwrite button when the alert
is displayed).

Apply this style sheet to all chapters that are to be sent to the service
bureau, or create additional style sheets and apply the width table
generated for the imagesetter to these style sheets.

At various time during the production of the document, you may wish
to print proof copies. Ventura Publisher allows you to create documents
using the character widths for output devices other than the one cur-
rently connected to your computer. Using this capability, you can
produce draft copies on your local printer with the knowledge that the
line endings and page breaks will not change when the document is
printed on the final, ultimate output device (such as an imagesetter).

When you want to print these documents for proofing:

> Click on the Print function button.

> If the name of the proof printer (the printer connected to your
computer) is not displayed at the top of the Print dialog box, click on
the Setup button. Select the correct printer from the Specific
Printer list box and click on the OK button to return to the Print
dialog box.

> Change the Print dialog box options as desired and click on the OK
button to start the print job.

When a document is printed to a proof printer, you may notice a
difference in kerning. This is normal since different output devices kern
text differently. However, since the kerning used to create the document
is based on the ultimate output device, all line endings and page breaks

File Menu
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Final printing to

a file

will be the same as when the document is output on the ultimate output
device.

Additionally, if the proof printer does not have the typefaces used in the
document resident in memory, and the typefaces are not available for
downloading to the proof printer, the typefaces used in the document
will be substituted with those available in the proof printer.

To print all or part of your document to a file for printing by a service
bureau:

> In Ventura Publisher, open the chapter you wish to print to a file.
> (Click on the Print function button.

> If the name of the remote printer is not displayed at the top of the
Print dialog box, click on the Setup button. Select the correct printer
from the Specific Printer list box and click on the OK button to
return to the Print dialog box.

» Check the Print to File check box.

> Change the other Print dialog box options as desired and click on the
OK button to start the print job. The Print to File dialog box (Figure
5-28) is displayed.

:\WPFILE1.PRN

Figure 5-28. Print to File dialog box.

When printing to a file, you should printed to a hard disk rather than
directly to a floppy disk. A floppy disk drive is slower than a hard disk
and will cause the print operation to take a considerable amount of time.
Also, if you write the file directly to a floppy disk and the file created is
larger than can be stored on a floppy, an error message will be displayed
and the printing operation aborted.

> Enter the path and file name to which you want the pages printed in
the Filename entry field and then click on the OK button.
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> After the document has been printed to a file, copy the file to a floppy
disk using the Windows File Manager or the DOS COPY command.

If your document contains many graphics or fonts, the file created may
be larger than will fit on a floppy disk. If this happens you will have to
create multiple files with fewer pages printed to each file.

Also, the print file can be compressed using on of the many compression
programs (e.g., PKzip, LHarc, etc.). Additionally, many service bureaus
operate electronic bulletin board allowing large file to be sent using a
modem.

The floppy disk can then be sent to a service bureau for output on an
imagesetter.

Taking a screen grab of a page

Setup

Ventura Publisher allows you to print a single page of a document to a
file and then incorporated that page back into a document as a picture.
The advantages of printing the page to a file rather than using the
Windows built-in screen grab are:

® The files generated by Windows PostScript are EPS format files; thus
they can be scaled to any size without losing the picture resolution.

* Only the document page is printed. None of the menus, the Toolbox,
nor any of the other program screen items are printed.

The disadvantages are:

* Documents using this file, as with any other EPS file, can only be
printed on PostScript or PostScript compatible printers or typeset-
ters.

¢ The EPS picture files will not display on the screen unless a TIFF or
Windows metafile image can be incorporated into the EPS file.

Printing a page of your document to a file requires that a PostScript
printer driver be installed and properly configured in Windows prior to
printing to a file.

]
c
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Installing this printer will allow you to access the PostScript printer
driver from Ventura Publisher and does not require you to have a Post-
Script printer connected to your computer.

>

>

If you don’t already have a PostScript printer driver installed in
Windows, refer to the Windows documentation for instruction on
installing a PostScript driver using the Windows Control Printer. The
Apple LaserWriter NTX printer driver can be used for this purpose.

Ifnot already open, open the Windows Control Panel and double-click
on the Printer icon.

With the PostScript printer driver selected in the Installed
Printers list, click on the Configure button (in Windows 3.0) or the
Connect button (in Windows 3.1).

Select the COM4 option from the Ports list box. This setting is used
only to help distinguish the printer when it is displayed in a list of
other installed printers. The COM4 setting is actually not used.

If you are running Windows 3.0, click on the Setup button. If you are
running Windows 3.1, click on the OK button to return to the Printers
dialog box, and then click on the Setup button.

The PostScript printer properties dialog box is displayed.

Click on the Options button.

The Options dialog box is displayed.

Set the Print To option to Encapsulated PostScript File.

Leave the File entry field blank.

If you are running Windows 3.0, ensure that the Header option is set
to Download each job. If you are running Windows 3.1 ensure that

the Send Header with Each Job check box is checked.

Select the OK button in each dialog box until you return to the
Printers dialog box.

Make sure the Status option is set to Active.

Select the OK button to exit the Printers dialog box and save your
settings. Close the Windows Control Panel

Printing > Open Ventura Publisher and load the chapter containing the page

you want to print to a “screen grab” file.
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> Use the page buttons, or the Go to Page function button to display the
page you want printed.

> Click on the Print button.

> If the printer name displayed at the Print dialog box is not the one
setup for printing to COM4, click on the Setup button and select the
printer from the Specific Printer list box, and then click on the OK
button

> Set the Page Range option to Current. Do not check the Print to
File check box.

Make sure that only a single page is being printed to a file. If multiple
pages are printed to a file, that file will not load, display, or print proper-

ly.

> Select the OK button to begin printing the page to a file. The Print to
File dialog box (Figure 5-29) is displayed.

| Filename:

{ C-AVPFILE1.PRN

Figure 5-29. Print to File dialog box.

> Enter the path and file name to which you want the page printed in
the Filename entry field.

The extension of the file name entered in the Filename entry field can-
not contain any numbers. If a number is entered in the file name exten-
sion an error message will be displayed when you attempt to load the
file into a document. The default extension in the Ventura Publisher
Load Text/Picture dialog box for the PostScript file format is EPS.

The files created using this procedure can be imported into a document
as a picture using the Load Text/Picture function button. Set the File
Type option to Line Art, and select the PostSeript option from the
Format list box. The PostScript picture will be displayed in your
document as a large X in the frame. The full size of this X represents the
image area of the picture.
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Exit

The Exit option ends the current Ventura Publisher session and returns
you to the Windows Program Manager. Use this option to exit Ventura
Publisher.

Operation

Select the Exit option in the File menu. If you have made changes to
your chapter or style sheet since they were last saved, the following alert
is displayed.

Click on the Save button to save the changes before quitting; click on
the Abandon button to throw away any changes made. Click on the
Don’t Quit button to return to the Ventura Publisher main screen.

When you Exit from Ventura Publisher, the current interface mode,
zoom factor, and preference settings are all saved. When you next use
Ventura Publisher, you resume with the same settings that were in
effect at the end of the previous session. These settings are saved in the
VPWIN.INF file in the VENTURA sub-directory. You can dé¢lete this file
prior to running Ventura Publisher if you always want to use the factory
default settings.

Any changes made to the text or picture files of a chapter outside of
Ventura Publisher will automatically appear when the chapter is
opened again.
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Undo Alt+BkSpc
Cut Tag Del

Copy Tag Shift+Del
Nothing to Paste

Paste Link

Paste Special...

Update Counters...
Re-Anchor Frames...
Renumber Chapter Ctri+B

Set Preferences...

Spell Check...
Search and Replace...

Object Properties...

Figure 6-1. Edit menu.

Description

The Edit menu performs the following operations:

¢ Undo last changes to frames, text, graphics, and tag attributes.

+ Cut, copy and paste frames and their contents, selected text,
graphics, and paragraph tags.

« Establish OLE object links.

» Update the table, figure, page, and chapter counters.
« Re-anchor frames in a chapter.

¢ Renumber the section numbers in a chapter.

« Change various default settings which control Ventura Publisher’s
general operation.

» Spell check all text in a chapter, a selected text file in the chapter, the
captions, box text, and frame text in a chapter, or a selected block of
text.

» Search and replace text, text attributes, and tags.

» Display and edit OLE object properties.
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Undo/Redo

Click on the Undo function button to undo the previous text, tag,
graphic, or frame editing action. When an editing action is undone, the
Redo option becomes available and allows you to redo the initial editing
action.

The Undo option allows you to easily correct editing and formatting
mistakes. Using the Undo and Redo options together also allows you
to easily experiment with formatting changes. When changing a tag
attribute for example, the Undo and Redo options allow you to toggle
between the original attributes and the attribute change to see the effect
before committing to the change.

The Undo option is only available while the changed item is still
selected. If the changed item is deselected either by selecting another
item or changing tools, the Undo option for the last editing action will
no longer be available.

The Undo option is a one level undo only. This means that if, for
example, you change the font of a tag and then change the spacing for
the tag, only the spacing change can be undone using the Undo option.
The previous font change would have to be undone using the Font
option in the Paragraph menu.

The Undo option will undo changes to multiple items if the items were
edited at the same time using the multiple selection feature (pressing
and holding the Shift key while selecting multiple items).

Operation

Frame tool The Undo/Redo option allows you to undo and redo frame moving,

sizing, adding, and deleting. The option will undo changes made to
multiple frames if the frames were changed at the same time using the
multiple selection feature (pressing and holding the Shift key while
selecting multiple frames).

Changes made to frames using the Frame menu ruling lines and frame
background options can also be undone and redone.
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Paragraph tool

Text tool

The Undo/Redo option allows you to undo and redo tag assignments
made to a paragraph using the paragraph tool.

Changes made using the following Paragraph menu options can also
be undone and redone.

The Undo/Redo option will undo and redo tag assignments made to
multiple paragraphs if the paragraphs were selected at the same time
using the multiple selection feature (pressing and holding the Shift key
while selecting multiple paragraphs).

+ Font option

* Alignment option

» Spacing option

* Breaks option

» Tab Settings option

» Special Effects option

» Attribute Overrides option

+ Paragraph Typography option

Just as making attribute changes to a tag will apply the attribute to all
paragraphs with that tag, undoing changes to a tag will affect all para-
graphs with that tag.

The Undo/Redo option allows you to undo and redo most of the text
editing and formatting operations accomplished using the Text tool. The
following is a list of the functions that can be undone and redone while
using the Text tool.

» Text attribute changes made using the options in the Text menu.
» Text editing.
» Tags applied to paragraphs using the Text tool.

» The last interactive font or kerning change made using the Shift +
arrow key combination.

The Undo/Redo option will undo and redo tag assignments made to
multiple paragraphs if the paragraphs were selected at the same time

Edit Menu
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Graphic tools

using the Text tool. Adding and editing of special items cannot be undone
using the Undo option.

The Undo/Redo option allows you to undo and redo graphic moving,
sizing, adding, deleting as well as changes to the graphic line and fill
attributes. The option will undo changes made to multiple graphics if
the graphics were changed at the same time using the multiple selection
feature (pressing and holding the Shift key while selecting multiple
frames).

Changes made to graphic line and fill attributes can be undone, how-
ever, changes made to a graphic using the other options in the Graphiec
menu cannot be undone using the Undo option.
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Cut/copy/paste

The Cut, Copy, and Paste function buttons let you delete, move, and
copy text, frames, and graphics. Use this option to:

Move text, frames, and graphics from one part of a chapter to another,
as well as between chapters.

Move text between different files.
Place identical copies of the same picture on more than one page.

Make duplicate blank frames. (If you want to put the same frame on
every page, use the Repeating Frames option instead.)

Copy or move selected graphics.
Move tags between style sheets.

Move information between different Windows applications.

The Cut, Copy, and Paste options use the Windows clipboard as a hold-
ing place for the data. Only one item can be cut or copied to the clipboard
at a time. If something is cut or copied to the clipboard, anything pre-
viously on the clipboard is cleared from the clipboard and cannot be
pasted.

Cut removes the selected object and places it on an invisible clip-
board.

Copy places an identical copy of the selected object on the clipboard,
but does not remove the selected item from the chapter.

Paste takes the last item which was cut or copied and places it:

— At the current location of the text cursor, if the clipboard con-
tains text.

— At the identical position on a new page or the current page, if
the clipboard contains a frame or graphic.

— Into the current style sheet, if the clipboard contains paragraph
tags.
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The clipboard is shared by all Windows programs and provides a method
for moving information between them. Ventura Publisher supports im-
port and export of ASCII text, import of Windows metafiles, bitmapped
images and OLE objects on the clipboard. Graphics drawn in Ventura
Publisher and paragraph tags cannot be viewed on the clipboard or
copied to other applications.

Operation

Cut and Copy To cut (delete) or copy a selected object:

> Click on the tool which matches the object you wish to cut:

— Text tool to cut/copy text
- Selector tool to cut/copy frames or graphics

— Paragraph tool to cut/copy tags
> Select the object to be deleted or copied.

> Click on the Cut (or press the Delete key) or Copy (or press
Shift+Delete) function button.

If you click on the Cut function button, the object disappears from the
screen, and the text on the page is reformatted. If a mistake is made
during a cut operation, you can restore the object by immediately
clicking on the Paste function button, or by pressing the Insert key.

If you cut a paragraph tag, the tag is not removed from the current style
sheet. It is merely copied. Use the Paragraph tool Update Tag List
option button to remove tags from the current style sheet.

Text

When cutting or copying text, the following special instructions apply:

* When selecting text, you can include the Paragraph End mark. Move
the text cursor in front of the first word of the next paragraph during
text selection.

* You can cut or copy any of the special items (e.g., frame anchors,
markers, index entries) shown in the current selection indicator. To
do this:
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Paste

> Move the text cursor until the special item is shown in the current
selection indicator.

> Click on the Cut function button to cut or the Copy function button
to copy the special item.

Ifyou cut the special item, the special item will be removed from the text
but will not be cut to the clipboard. To reinsert the special item, imme-
diately click on the Undo function button. If you wish to copy the special
item to other locations, click on the Copy function button or press Shift
+ Delete and the special item will be copied to the clipboard.

> If you have copied the special item to the clipboard and wish to insert
the special item elsewhere in you chapter, simply move the text cursor
to the new location and then click on the Paste function button or
press the Insert key.

Note that if the current selection indicator is blank, pressing either the
Delete or Shift+Delete keys will not cut or copy text attributes to the
clipboard.

Frames

When cutting or copying frames, the following special instructions
apply:

» All graphics attached to a frame are also cut or copied when you cut
or copy the frame.

« Ventura Publisher automatically updates table and figure counters
for frames which contain captions. The last frame pasted on a page is
always assigned the highest table or figure number on the page.

e If multiple frames are selected, they are all cut, copied, or pasted.

Graphics

When cutting or copying graphics, the following special instructions
apply:

* You can select multiple graphics for cutting or copying by pressing
and holding either Shift key while selecting graphics. However, you
can only select graphics attached to the same frame.

Once an object has been cut or copied to the clipboard, it can be placed
elsewhere in the current chapter, or in another chapter.
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A copy of the object remains on the clipboard after a paste operation. You
can therefore place additional copies elsewhere in the chapter without
re-cutting or recopying the object.

To paste an object at a new location after it has been cut or copied:

Text

> Use the Text tool to place the text cursor at the exact spot in the
chapter’s text where the cut text is to start.

> When the text cursor is placed correctly, click on the Paste function
button, or press the Insert key. The inserted text is always converted
to the attributes in effect at the point of insertion.

If you have not placed the typing cursor before trying to pasting text
from the clipboard, the following alert is displayed.

Click on the OK button and place the typing cursor at the desired
position before trying to paste the text from the clipboard.

If there is no text on the clipboard, the Paste function button will be
grayed and unavailable for selection. If there is no text on the clipboard
and the Insert key is pressed, the following alert is displayed.
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Copying
between
chapters or
style sheets

Frames

» Click on the Selector tool button.

> Go to the page where the frame is to be moved, and then click on the
Paste function button, or press the Insert key.

The frame, the file it contains, and any graphics attached to the frame
are all placed on the page. The frame’s original location on the page
prior to the cut or copy operation determines where it is pasted. You
can then move the frame to a new location on the page.

Graphics

> Click on the Selector tool button.

> Select the frame (or the page itself) to which you want to attach the
graphics currently on the clipboard.

> Click on the Paste function button, or press the Insert key.

The location of the graphic prior to the cut or copy determines where it
is pasted. You can then move the graphic to a new location.

Pasting a frame or graphic onto the same page from which it was copied
places two identical frames or graphics on top of one another. Since the
two are identical and occupy the same position, you will see only one
copy on the screen. However, you can select the frame or graphic on top
and move it to another location on the page.

Text, frames, graphics, and paragraph tags remain on the clipboard
after you open a new chapter. This allows you to copy text, frames,
graphics, or paragraph tags between chapters or style sheets.

Text, frames and graphics

> Cut or copy the text, graphic, or frame.
> Save the chapter.
> Open the new chapter.

> Go to the page on which you want the text, frame or graphic to appear
and click on the Paste function button, or press the Insert key.
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Tags
> Click on the Paragraph tool button.

> Select a paragraph whose tag you wish to copy. To copy several tags,
hold either Shift key and select multiple paragraphs. Each of the tags
used by the selected paragraphs will be copied.

> Click on the Cut or Copy function button. Both of these buttons
perform the same function with tags. Clicking on the Cut function
button will not delete the tag name or attributes from the style sheet.

> Load another chapter that uses the style sheet to which you want to
copy the tag.

> Click on the Paste function button. The tag name and attributes are
copied to the style sheet.

> Click on the Save Style As function button to save the style sheet
under another name, or click on the Save function button to save the
chapter (and the style sheet).

When copying tags to another style sheet, you should open a chapter
using the style sheet to which you want to copy the tag instead of loading
the style sheet into your current chapter. Loading the style sheet into
your current chapter will cause all tag names used in the currently
loaded text file to be copied to the style sheet that you load. These tag
names will have the same attributes as the Body Text tag in the loaded
style sheet unless the tag name was previously defined in the style
sheet.

You can import and export ASCII text, and import metafiles (line art)
and bitmapped images from other Windows applications through the
Windows clipboard.

Many Windows applications have the capability of copying data to the
clipboard as OLE objects. Data copied to the clipboard from an OLE
capable application will always be pasted into Ventura Publisher as an
embedded object when the Paste function button is selected. Addition-
ally, data copied to the clipboard from most Windows applications can
be pasted in more than one format. The Paste option will always paste
the data using the highest level format.

The Paste option in the Edit menu will dynamically change wording to
indicate the highest level of format of the data currently on the clip-
board. Additional format options may be available in the Paste Special
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option dialog box. Refer to the Paste Special option section starting on
page 6—17 for information on using the Paste Special option.

Paste ASCII Text

To copy ACSII text from another Windows application:

> Switch to the other application.

» Cut or copy the desired text.

> Switch to Ventura Publisher.

> Select the base page or a frame into which you wish to place the text.

> Click on the Paste function button.

The other application must save the text onto the clipboard in ASCII
format in order to successfully import it into Ventura Publisher.

Paste Bitmap and Paste Metafile

To copy Windows metafiles (line art) or bitmapped images from other
Windows applications:

> Switch to the other application.

> Cut or copy the image.

> Switch to Ventura Publisher.

> Select a frame into which you wish to place the image.

> Click on the Paste function button. The Save File As dialog box
(Figure 6-2) is displayed.

Ventura Publisher will automatically detect the format of the data on
the clipboard. When you paste a metafile or bitmapped image from the
clipboard into Ventura Publisher, a file is created and automatically
loaded as if the file was loaded using the Load Text/Picture option.




EUIL IVIENU

Cut/copy/paste

el e\
potd.img £= typeset
testimg

testd g

Figure 6-2. Save File As dialog box for bitmapped images pasted from the
Windows clipboard.

> Use the Drives and Directories list boxes to locate the drive and
directory in which you want the image to be saved. When the name
of the destination directory is shown in the Directories list box,
enter a file name for the image in the File Name entry field and click
on the OK button. If you want the image to be saved over a previously
saved image, select the file name of the previously saved image file in
the File Name list box and click on the OK button, or double-click on
the image file name.

The default extension for bitmapped images is IMG. The default file
extension for metafile line art images is WMF. The default extension
will be added if no extension is specified in the File Name entry field.

If the name selected for the image is the same as that of a previously
saved image, the following alert is displayed.

> Click on the New Name button to re-display the Save File As dialog
box and select a different file name for the image. Click on the
Overwrite button to save the image over the previously saved image
file. The image file is created and the image automatically loaded in
the chapter and into the specified frame.



Cut/copy/paste

Ul vicNu

Paste Object

The Paste Object option pastes the OLE object currently on the clip-
board into the Ventura Publisher chapter as an embedded object. To
paste the item on the clipboard as a linked object use the Paste Link
option described later in this chapter. To paste the item on the clipboard
in another format use the Paste Special option described later in this
chapter.

Refer to Appendix K for more information on working with OLE objects.

> Switch to the other application.

The original server file from which the object was copied must be saved
in the server application before the object can be linked to the Ventura
Publisher chapter.

> Cut or copy the object.
» Switch to Ventura Publisher.

> Click on the Selector tool button and select a frame into which you
wish to place the object.

> Click on the Paste function button. The Save File As dialog box
(Figure 6-3) is displayed.

If this dialog box does not appear, or the dialog box indicates that the file
will be saved as an IMG or WMF file, the data on the clipboard is not an
OLE object. To verify the data type of the data on the clipboard, use the
Paste Special option to view the data types available for the data on
the clipboard.
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Figure 6-3. Save File As dialog box for OLE object (VPO) files.

> Use the Drives and Directories list boxes to locate the drive and
directory in which you want the object file to be saved. When the
name of the destination directory is shown in the Directories list
box, enter a file name for the object file in the File Name entry field
and click on the OK button. If you want the object file to be saved over
a previously saved object file, select the file name of the previously
saved object file in the File Name list box and click on the OK button,
or double-click on the object file name.

(1¢ The default extension for object files is VPO. The default extension will
be added if no extension is specified in the File Name entry field.

If the name selected for the object file is the same as that of a previously
saved object file, the following alert is displayed.

> Click on the New Name button to re-display the Save File As dialog
box and select a different file name for the object file. Click on the

Overwrite button to save the object over the previously saved object
file.
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Paste Link
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The Paste Link option is used to paste an OLE object on the clipboard
as a linked object.

To paste an object as an embedded object use the Paste Object or Paste
Special options. To paste an OLE object in a different format (e.g.,
bitmap, metafile) use the Paste Special option.

Refer to Appendix K for examples and more information on working
with OLE objects.

Operation

The Paste Link option is available only when an object on the clipboard
was copied from an application with OLE capabilities. This option will
paste the OLE object into your chapter as a linked object.

The original server file from which the object was copied must be saved
in the server application before the object can be linked to the Ventura
Publisher chapter.

> Click on the Selector tool button and select the frame in which object
will be pasted.

> Select the Paste Link option from the Edit menu. The Save File As
dialog box (Figure 6-4) is displayed.
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Figure 64. Save File As dialog box for OLE object (VPO) files.

> Use the Drives and Directories list boxes to locate the drive and
directory in which you want the object file to be saved. When the
name of the destination directory is shown in the Directories list
box, enter a file name for the object file in the File Name entry field
and click on the OK button. If you want the object file to be saved over
a previously saved object file, select the file name of the previously
saved object file in the File Name list box and click on the OK button,
or double-click on the object file name.

= The default extension for object files is VPO. The default extension will
be added if no extension is specified in the File Name entry field.

If the name selected for the object file is the same as that of a previously
saved object, the following alert is displayed.

> Click on the New Name button to re-display the Save File As dialog
box and select a different file name for the object file. Click on the

Overwrite button to save the object over the previously saved object
file.

6-16
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Paste Special

The Paste Special dialog box allows you to specify in what format the
item on the Windows clipboard is pasted. Ventura Publisher will auto-
matically detect all formats available and will display these formats in
the Paste Special dialog box. Use this option to select alternative
formats for data pasted from the clipboard.

Operation

Source

Document

> Copy or cut data from another Windows application to the clipboard.
> Switch to Ventura Publisher.
> Create or select a frame in which to paste the clipboard item.

> Click on the Paste Special option from the Edit menu. The Paste
Special dialog box (Figure 6-5) is displayed.

indows Metafile

Figure 6-5. Paste Special dialog box. Dialog box shows the image on the
clipboard will be pasted as a linked object.

The Sourece field tells you from which application the data currently on
the clipboard originated.

The Document field tells you from which file the data currently on the
clipboard originated.
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item

Data Type

Paste and Paste

Link

The Item field describes the data currently on the clipboard. This
information may be screen coordinates if the object was copied from a
paint program, row and column coordinates if the object was copied from
a spreadsheet, or other data pertinent to the server application being
able to identify the object when it is edited.

The Data Type list shows the available formats for the data currently
on the clipboard. Select the desired format in which the data on the
clipboard should be pasted.

The Paste and Paste Link buttons will be available only after a format
is selected from the Data Type list box. The button available for
selection is dependent on which format is selected from the Data Type
list box.

For OLE objects, the original server file from which the object was
copied must be saved in the server application before the object can be
linked to the Ventura Publisher chapter.

If the data currently on the clipboard originated from an application
having OLE capabilities, the Embedded Object and Linked Object
options will be displayed in this list. If the Linked Object format is
selected, the data currently on the clipboard can be linked to the chapter
by selecting the Paste Link button (available only when the Linked
Object data type is available and selected). If the Embedded Object
format is selected, the data currently on the clipboard can be pasted into
the chapter as an embedded OLE object by selecting the Paste button.

Refer to Appendix K for more information on working with OLE objects.
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Update Counters

The Update Counters option allows you to reset the chapter, page,
table, and figure counters at any point in a chapter. It also allows you to
automatically link page, table, or figure counters across chapter boun-
daries.

The counter numbering format can be set to Arabic numerals (1, 2, 3...),
Roman numerals, letters (A, B, C...), or text (One, Two, Three...).

Use this option to:

* Override automatic numbering for a given page, figure, or table.

+ Number book introductions, table and figure numbering, or appen-
dices using different number styles.

* Consecutively number large books and technical manuals across
chapter boundaries.

Operation

Set the initial
counter

IS

You can change counters in one of two ways:

» Set the counter for the chapter, initial page, initial table or initial
figure. Do this to link the current chapter with a previous chapter
during a Manage Publication dialog box Renumber option.

» Override and reset the counter for this page, table or figure. Do this
to change the numbering sequence within a chapter.

To set the counter for the chapter, or the initial page, initial table or
initial figure, follow these directions.

If no initial counter is set, the default is one, in Arabic format (e.g., 1).

> Select the Update Counters option in the Edit menu. The Update
Counters dialog box similar to that shown in Figure 6-6 will appear.
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Figure 6-6. Update Counter dialog box. Page numbering set to restart on this
page.

> Select the desired Which Counter option.

> To start counting at one, numbered in Arabic (e.g., 1, 2, 3, ...), do
nothing. You don’t need to make a selection.

> To automatically continue numbering from the previous chapter,
select the Previous Number + 1 option. Note that the actual num-
bering across chapters takes effect only when you select the Renum-
ber option in the Manage Publication option dialog box (File
menu).

> To start counting at a number other than one, or to change the number
format, select the Restart Number option.

— Enter the starting number in the Restart Number entry field.

— Select the desired option from the Number Format list box.

> Repeat the last three steps, if necessary, for the remaining initial
counters, and then click on the OK button.

You can select any frame or page and override the counter and number
format. To change either table or figure numbering format:

> Click on the Selector tool button and then select the frame whose
caption you wish to renumber.

> Select the Update Counters option in the Edit menu. Select the
This Table, or This Figure option. (Note: This Table and This
Figure options will not be available unless you select a frame prior
to selecting the Update Counters option.)

> Select the Restart Number option.

> Enter the starting Restart Number.



Update Counters

Reset page or
chapter
numbering

> Select the Number Format.

» Click on the OK button.

» Go to the page on which you want renumbering to start.

> Select the Update Counters option in the Edit menu (see Figure
6-6). Select This Page.

> Set the Update Method option to Restart Number.
> Enter the starting number in the Restart Number entry field.

> Select the desired option from the Number Format list box.

» Click on the OK button.

To override the Restart Number option, select the frame or page and
then select the Previous Number + 1 option.

The Restart Number option is attached to the selected page or frame.
If you move the selected frame to another page, the number will restart
at the new frame location. Similarly, if text is moved to another location
due to the editing process, the page number will still restart on the
original page.
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Re-Anchor Frames

The Re-Anchor Frames option moves every frame in the chapter to the
page on which its anchor appears. You can also choose to move only those
frames that are located on the current page. Use this option to move
frames to anchor points in the text.

Operation

Refer to the Anchors & Captions option section in the Frame menu
chapter. If the name of the frame anchor you specified through the
Anchors & Captions option matches a frame anchor in the text,
selecting the Re-Anchor Frames option causes the associated frame to
move to a new location.

> Select the Re-Anchor Frames option in the Edit menu. The follow-
ing alert is displayed.

> Click on the This Page button to re-anchor the frames on the
currently displayed page only. Click on the All Pages button to
re-anchor the frames throughout the chapter. Click on the Cancel
button to cancel the operation.

If the anchor name in the text does not match an anchor name given to
a frame, Ventura Publisher displays the following error message.
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If you click on the Ignore button, Ventura Publisher will ignore the
error and continue with the re-anchoring. If you click on the Rename
button, Ventura Publisher will display the Insert/Edit Anchor dialog box
and allow you to rename the frame anchor the in text. If you click on the
Delete button, the frame anchor will be deleted from the text.
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Renumber Chapter

The Renumber Chapter option updates the numbering of paragraphs
defined in the Auto-Numbering option. Use the Renumber Chapter
option after you have edited your document to renumber the entire
chapter according to the Auto-Numbering option dialog box (Para-
graph menu) settings.

Operation

Select the Renumber Chapter option in the Edit menu, or press
Ctrl+B. The entire chapter is then renumbered. Select the Renumber
Chapter option any time you want to update section numbering.

Section numbers are not added, deleted or modified during text editing
or paragraph tagging. You must select the Renumber Chapter option
to update section numbers.

Section numbers are not saved in the text file. Instead, they are
regenerated each time you load the chapter.
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Set Preferences

The Set Preferences option allows you to:

» Show or hide tags in the Tags list for generated text (e.g., captions).

+ Control the size below which text is greeked. Greeking is described on
the next page.

* Choose whether to create backup files.
¢ Turn screen kerning on or off.

* Choose whether to adjust the inter-line spacing when you change
fonts sizes.

* Convert inch marks and hyphens into their typographic equivalents.

« Change the tab-align character for decimal numbers. The US uses the
period, Europe uses the comma.

Operation

Select the Set Preferences option. The Set Preferences dialog box
(Figure 6-7) is displayed.

[Typogiaphic [+] |

Figure 6-7. Set Preferences dialog box.

Hide generated Setthe Generated Tags option to Hidden to reduce the number of tags
tags shown in the Tags list. Since generated text tags are automatically
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Set Preferences

Greeking

Backup files

assigned to headers, footers, section numbers, etc., you don’t need to see
them in the Tags list.

The word greeking describes the practice in the graphics art industry of
quickly drawing horizontal lines on a page to approximate how a real
page of text will look. Ventura Publisher uses greeking to speed up the
time required to redraw the screen when displaying either a Reduced
or Facing Pages View. Select larger numbers to display only the
largest text as readable text. Select smaller numbers to display much
smaller text as readable text. The numbers in the list box refer to the
screen pixel height of the font.

Depending on the resolution of your display, text below a certain size
may not be readable in Reduced or Facing Pages View when greek-
ing is completely turned off. This is normal.

Set the Keep Backup Files option to Yes to create style sheet, chapter,
and text backup files each time you save a chapter. Backup files have
the same name as the original, with the first letter of the extension
changed to §. Unless your hard disk is almost out of space, you should
always set the Keep Backup Files option set to Yes.

Using backup files

If you ever need to use your backup files, you should take every step
possible to preserve your information. Therefore, the following proce-
dure is recommended:

> If the original chapter file is still available and can be read, use the
Manage Publication option dialog box Copy All option to copy this
chapter to a floppy disk before attempting to retrieve the backup
version of the chapter.

> Minimize Ventura Publisher using the minimize button.

> Double-click on the DOS Prompt icon in the Main window.

> Go to the drive and directory containing the chapter file and then use
the DOS RENAME command to rename the backup files to their
original names (e.g., without the $ in the extension). For example:

RENAME &BOOK-P1.$SHP &BOOK-P1.CHP.

You must delete the original files before the RENAME command will
let you rename the files.
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On-screen
kerning

Auto
adjustments

Do not delete any original file without first copying it to a floppy disk.

When you set the Automatic Pair Kerning option in the Paragraph
Typography option dialog box to On, the change in the space between
letters is shown on the screen as well as on the printed output. However,
the additional calculations necessary to adjust the space between each
character take additional time and, therefore, slow down the screen
drawing speed. Also, because of the relatively limited resolution of the
computer screen, the subtle differences provided by kerning may not be
noticeable at small font sizes (e.g., less than 18 points). Therefore, to
provide optimum performance, you can choose whether to show kerning
on the computer screen.

To show kerning on-screen, select the minimum font size you wish to
kern. All characters equal to or above the font size chosen will be kerned.
18 or 24 point are typical font sizes to choose.

If kerning is turned on in the Paragraph Typography option dialog
box, and if the printer fonts provide kerning information (refer to
Appendix I), the printed output will always be kerned, regardless of
whether you select on-screen kerning.

Whenever you change a tag’s font size, the font’s line attributes, super-
script font, subscript font, small font, above, below, inter-line, and
inter-paragraph spacing for that font increase or decrease automat-
ically. Thus, if the font was originally 12 points with 14 point Inter-Line
spacing, and you increase the font size to 24 point, the Inter-Line
spacing is automatically increased to 28 points. If you don’t want these
options automatically adjusted, set the Auto-Adjustments option to
None.

Quote and em dash conversion

Word processors and typewriters use inch marks (") instead of typo-
graphic open and close quotation marks (“ ), and two hyphens (- -)
instead of an em dash (—). Ventura Publisher allows you to continue to
use these conventions within your word processor, then automatically
convert them into their correct typographic equivalents whenever you
load text using the Load Text/Picture option. To enable this conversion,
select the " and - option from the Auto-Adjustments list box. You can
also enter em dashes (as well as en dashes) and open and close quotes
directly in Ventura Publisher using the Alt key and ANSI characters.
Refer to the Toolbox chapter for details.
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Once converted, em dashes and open/close quotes are not converted back
into their typewriter equivalents when the text is saved back to the word
processor file.

The quotation mark conversion algorithm works on a paragraph basis.
The first inch mark encountered which either starts a paragraph or is
preceded by a space is converted to an open (beginning) quotation mark.
The next inch mark is converted to a close quotation mark, unless a
numeral precedes it. This allows you to still use inch marks as they were
originally intended, e.g., 7" means seven inches.

Set the Auto-Adjustments option to Both if you want both the typo-
graphic and style conversions.

Certain printers cannot print typographic apostrophes (‘ and ’) and
quotes (“ and ”). When printing from Ventura Publisher to one of these
printers (e.g., HP LaserJet+) the apostrophe or quotes will not appear
in the text.

Setting the Apostrophe Mapping option to Unmapped allows you to
convert the typographic apostrophe and quotes to non-typographic
apostrophe () and quotes (") when printing to a printer not capable of
printing the typographic equivalent.

One of the choices in the Tab Settings option dialog box (Paragraph
menu) is decimal tab. When selected, the text aligns at the first decimal
point in the text. Ventura Publisher initially assumes that the period is
used as the decimal point. However, European countries use the comma
instead. Refer to Appendix E and enter the decimal (ASCII) value in the
Decimal Tab Char entry field for the character you wish to use as a
decimal point. (The comma is decimal value 44.)

This option also allows you to set the decimal tab character to a slash
(/), an equal sign (=) or other character to force alignment around some
other character.
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Spell Check

Click on the Spell Check function button to check the spelling of all text
and captions, specified text files, or selected text in the currently loaded
chapter.

Operation

Entire Chapter

Check Captions

IS0

Check [filename]

Click on the Spell Check function button. The Spell Check dialog box
(Figure 6-8) is displayed.

Figure 6-8. Spell Check dialog box.

The Entire Chapter option will check the spelling of all text in the
chapter including frame text, box text, and text entered into caption
frames. This option is particularly useful for final spell checking of a
document containing modified text files imported from different sources.

The Check Captions option will check the spelling of frame text, box
text, text entered into caption frames, and footnotes only.

The spelling of text entered into dialog boxes such as the Headers &
Footers, Anchors and Captions, and Equations dialog boxes cannot be
checked.

The Check [filename] (the name of the currently selected file will be
displayed) option will check the spelling of the currently selected text

6-29
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Choose File

file. A text file is selected by placing the typing cursor in the text file or
selecting a portion of the text in the text file using the Text tool, selecting
a paragraph of the text file with the Paragraph tool, or selecting the text
file frame with the Frame tool prior to selecting the Spell Check option.
This option is particularly useful for checking the spelling of a newly
imported text file that may not have been spell checked in the original
word processor.

The Selection Range option is available only if a range of text is
selected using the text cursor prior to the Spell Check option being
selected. This option will check the spelling of the selected range of text
only. This option is particularly useful for quickly verifying a single
word, or spell checking a modified section of text.

The Choose File option allows you to spell check one or more files,
including the caption file, from the currently loaded chapter. When
selected the Choose File dialog box (Figure 6-9) is displayed.

Figure 6-9. Choose File dialog box.

The files list displays the file names of all text files imported into the
currently loaded chapter. One or more of these files can be spell checked
by selecting the file name from the file list. To deselect a specific file
name, simply click on the selected file name.

All Files

The All Files option simply selects all imported text files for spell
checking. This option is equivalent to selecting the Entire Chapter
option in the Spell Check dialog box.
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Modified Files

The Modified Files option selects only those text files that have been
modified since the chapter was opened or last saved, whichever occurred
last.

Deselect All

The Deselect All option deselects all selected file names in the file list.

Check Captions

The Check Captions check box can be used in conjunction with the
other options in this dialog box to include box text, captions, and frame
text in the spell check. Using this option alone is equivalent to selecting
the Check Caption option in the Spell Check dialog box.

Performing a spelling check

The spelling check begins when you click on either the OK button in the
Spell Check dialog box or the Check button in the Choose File dialog
box.

If the text does not contain suspected misspellings, or the spell checker
is finished checking the selected text, the following alert is displayed.

Click on the OK button to return the Ventura Publisher main screen.

When the spell checker locates a suspected misspelled word, the Check
Spelling dialog box (Figure 6—10) is displayed. This dialog box allows you
to correct or otherwise act on the suspected misspelled word.
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Unknown Word

Figure 6-10. Check Spelling dialog box. All spelling corrections are made using
this dialog box.

The context is a short string of text surrounding the suspected misspell-
ing. The context of a sentence can aid in determining whether the word
is a spelling error or a correctly spelled word that is unknown to the
spelling dictionary.

The Unknown Word field displays the word that is suspected of being
misspelled. This field is a display field only, and cannot be edited. A
particular word will be displayed in the Unknown Word field under
one or both of the following conditions.

* The word, as spelled, was not found in the Houghton-Mifflin or the
personal dictionary.

¢ The capitalization of the word did not match that of a word found in
either the Houghton-Mifflin or the personal dictionary.

A word containing special items (e.g., index entry, thin space, etc.)
within the word, and words containing a slash (e.g., DDE/OLE) may
appear as misspelled because the spell checker cannot differentiate be-
tween the word and the special item embedded within the word. The
spell checker will view each part of the word on either side of the special
item as a whole word. The spell checker will, however, bypass any at-
tribute codes embedded within a word. Also, the text inside of a special
item code (e.g., frame anchor code, index code) will not be spell checked.
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Suggestion list
box and the
Guess button

Add to personal
dictionary

The Change To entry field is used to specify the correct spelling that is
to be used for a misspelled word. Words are entered into the Change To
entry field either by selecting a word from the suggestion list box, or by
typing a word directly into the Change To entry field.

The initial entry in the Change To entry field will be the first word in
the suggestion list box. If the spell checker can not determine any
spelling suggestions, the suspected misspelled word itself will be dis-
played in the Change To entry field.

The suggestion list box (located to the right of the Guess button)
displays suggested spelling corrections for the suspected misspelled
word. The suggested spelling corrections are derived from the
Houghton-Mifflin look-up dictionary and list correctly spelled words
that are similar to the suspected misspelling. If available for selection
(not grayed), click on the Guess button to broadened the look-up algo-
rithm in order to include more suggested spelling corrections in the
suggestion list.

Since the words found in the personal dictionary tend to be unique words
and are time consuming to correctly search, the spell checker does not
search the personal dictionary for possible words to add to the sugges-
tion list box.

To use one of the suggested spelling corrections from the list, simply
select the word to be used from the suggestion list. The selected word
will be placed in the Change To entry field.

The Add to personal dictionary option allows you to “teach” the spell
checker words that are not already in the personal or look-up dic-
tionaries. When the spell checker identifies a correctly spelled word as
a possible misspelling, you can add the word to a personal dictionary
using the Add to personal dictionary check box. This allows you to
add words that are unique to your subject of writing to the personal
dictionary.

The Add to personal dictionary option also allows you to correct the
spelling of a misspelled word, if necessary, and then add the corrected
word to the dictionary if it does not appear in the suggestion list.

The word added to the personal dictionary when the Add to personal
dictionary check box is checked is dependent on whether the Change
or the Skip button is selected.
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All

Skip/Skip All

Done

If the Add to personal dictionary check box is checked and you click
on the Change or Change All button, the word entered in the Change
To entry field will be added to the personal dictionary.

If the Add to personal dictionary check box is checked and you click
on the Skip or Skip All button, the word in the Unknown Word field
will be added to the personal dictionary.

If the Add to personal dictionary check box is cleared, neither word
will be added to the personal dictionary.

Click on the Change button to substitute the word displayed in the
Unknown Word field with that displayed in the Change To entry
field. The Change button is used to correct only the single occurrence
of the word. To change all occurrences in text of the word displayed in
the Unknown Word field, click on the Change All button.

If the Add to personal dictionary check box is checked, the word
displayed in the Change To entry field will be added to the personal
dictionary when either the Change, or the Change All button is
selected.

If the Change All button is selected for a particular word, the spelling
check must be allowed to check the entire text in order to replace all
occurrences of the word. If the spelling check process is aborted using
the Done button, any occurrences of the word for which the Change All
was selected appearing after the point at which the Done button was
selected will not be changed.

Click on the Skip button to continue with the spelling check without
performing any corrections to the word displayed in the Unknown
Word field. The Skip button will bypass a single occurrence only. To
bypass all other occurrences of the word in the chapter, click on the Skip
All button.

If the Add to personal dictionary check box is checked, the word
displayed in the Unknown Word field will be added to the personal
dictionary when either the Skip, or the Skip All button is selected.

Click on the Done button to stop the spelling check. Any spelling
corrections made up to the point the Done button is selected will not be
undone.
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<> The spelling corrections made during a search and replace can only be
undone using the Revert to Saved option in the File menu to load the
chapter as it was last saved before the search and replace.

Editing the personal dictionary

The personal dictionary is an ASCII text file saved in the VENTURA
directory containing the other Windows version Ventura Publisher files,
or your preferences directory if you are running Ventura Publisher from
a network. The personal dictionary file, named SPLDICT.PD, can be
edited using a text editor capable of opening and saving files in ASCII
format (such as Windows NOTEPAD).

15y Opening and saving the SPLDICT.PD file in a format other than ASCII
will cause incorrect spell checking.

You can edit the words in the personal dictionary as well as add or delete
words using the text editor. Since the spell checker will also check for
proper capitalization of a word, all acceptable capitalization variations
of a word should be entered into the personal dictionary.

[ If you want to start with an empty personal dictionary file, open the
SPLDICT.PD file and remove all the words. Do not delete the
SPLDICT.PD file as you will not be able to add words to the dictionary
file if it does not exist. If the SPLDICT.PD file is inadvertently deleted,
simply create a new SPLDICT.PD file in the VENTURA directory if you
are using Ventura Publisher on a stand-alone system, or in your
preferences directory if you are running Ventura Publisher on a net-
work,

The following is an example of how the personal dictionary file may
appear.

malleable
PhotoTouch
Ventura
VENTURA
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Each word in the personal dictionary must be entered on a separate line.
Also, the personal dictionary file should end with a blank line.

Notice that Ventura appears twice in the previous example. This allows
you to specify that the word can appear in text with the initial letter
capitalized as well as with all letters capitalized (such as in a headline).
In the above example, Ventura will appear as a misspelling any time it
is spelled incorrectly or the capitalization differs from initial capitaliza-
tion or all uppercase (e.g., ventura, VenTura).
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Search & Replace

Click on the Search & Replace function button to locate and optionally
replace text, text attributes, and paragraph tags in the currently loaded
chapter. Additionally, you can search for special items that have been
inserted into the text of the chapter. The options available in the Search
and Replace dialog box allow you make the search subject as broad or
specific as necessary.

Iy Search and replace can only be performed on that text which is visible
in the chapter. If a text file continues past the end of a frame without
flowing into another frame, you cannot search and replace in the text
continuing past the end of the frame.

Operation

Click on the Search & Replace function button. The Search and
Replace dialog box (Figure 6-11) is displayed.

e —

Attribi

Figure 6-11. Search and Replace dialog box in Text | Attributes mode.

The operation of the Search and Replace dialog box is divided into three
modes; search and replace text or text attributes, search and replace
tags, and search for special items. These modes are controlled by select-
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Search For and
Replace With

ing either the Text/Attributes, Tags, or Special Items options at the
top of the Search and Replace dialog box.

Text/Attributes mode

=

When the Text/Attributes mode option is selected, the dialog box
shown in Figure 6-11 is displayed. The following options are available
for performing a search or search and replace of text or text attributes
in the chapter.

The Search & Replace option is capable of locating and optionally
replacing text and text attributes in text imported into Ventura Publish-
er, text entered into frames or on the base page from within Ventura
Publisher, box text, and text entered into caption frames. The Search
& Replace option cannot be performed on footnotes, equations, and text
entered as labels in a dialog box such as that entered into the Headers
and Footers dialog box.

Header and footer text generated using the 1st Match and Last Match
options in the Headers and Footers dialog box will be affected as the
corresponding text in the chapter is searched and replaced.

The Search For entry field allows you to enter a specific text string for
which to search.

Ventura Publisher attribute and special item codes cannot be used in the
Search For or Replace With entry fields. Use the Search Attributes
and Replace Attributes options to search and replace text attributes
or the Special Items mode option to search for special items.

The Replace With entry field allows you to enter replacement text for
the text entered in the Search For entry field. If the text entered in the
Search For entry field is found after you click on the Replace button,
the search text will be replaced with the text entered in the Replace
With entry field.

If replaced, any text found matching the specified Search For options
will be replaced with the text in the Replace With entry field exactly
as it was entered in the field, regardless of the capitalization of the

‘matching text, or the capitalization of the text in the Search For entry
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field. If no text is entered in the Replace With entry field, the matching
text will be deleted.

The Search Attributes check boxes allow you to specify attributes for
which to search. If no text is entered in the Search For entry field, text
containing the selected Search Attributes options will be located. If
text is entered in the Search For entry field, selecting any of the
Search Attributes options will reduce the scope of the search to
locating only the search text having attributes matching those selected
in the Search Attributes options.

The Replace Attributes options allow you to specify attributes to be
applied to text when the Replace button is selected.

Checking the Normal check box clears all other Replace Attributes
check boxes, and will convert any text matching the specified Search
For options to the setting of the paragraph tag in which the text resides.
This option is similar to using the text tool to highlight a string of text
and then selecting the Text tool Normal option button. The exception to
this is if a typeface is selected from the Font list box. In this case all style
attributes will convert to that of the paragraph tag in which the match-
ing text resides, but the typeface of the replacement text will the
typeface selected from the Font list box.

The Fonts list box allows you to add typeface attributes to the Search
Attributes and Replace Attributes options.

To include typefaces in the Search Attributes and Replace At-
tributes options, simply select the desired typeface name from the
corresponding Font list boxes. Selecting the Default option from the
Search Attributes option Font list box will cause the search to locate
the text entered in the Search For entry field regardless of the typeface
assigned to that text. Selecting a typeface from the Font list box will
reduce the scope of the search to locating only that text matching the
text entered in the Search For entry field and assigned the typeface
selected from the Font list box.

The Match Upper/Lower Case check box determines whether the
search will locate text matching the capitalization of the text entered in
the Search For entry field, or if the case will be ignored. If checked, the
search will locate that text which exactly matches the capitalization of
the text entered in the Search For entry field. If cleared, the case of the
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text entered in the Search For entry field will be ignored during the
search. The Replace With text is not affected by this option.

If replaced, any text found matching the specified Search For options
will be replaced with the text in the Replace With entry field exactly
as it was entered in the field, regardless of the setting of the Match
Upper/Lower Case check box, the capitalization of the matching text,
or the capitalization of the text in the Search For entry field.

The Confirm Replace check box allows you to control the progress of
the search and replace.

This option is applicable only when the Replace button is selected and
has no affect when the Search button is selected.

If the Confirm Replace check box is cleared, the search and replace
will be performed without any user intervention. All text elements
matching the specified Search For options will be automatically
replaced with the selected Replace With options.

To ensure that only whole words are found and replaced, enter a space
before and after the word entered in the Search For entry field. Other-
wise text that is part of a word may be replaced with the text entered in
the Replace With entry field. For example, if you search and replace
the word mate (without spaces) with the word spouse, the word amal-
gamate would automatically be changed to amalgaspouse.

If the Confirm Replace check box is checked and matching text
elements are found, the page containing the matching text element is
displayed, the text element is highlighted, and the following dialog box
is displayed.
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If the highlighted text is obscured by the alert, the alert window can be
moved by clicking on the alert window title bar and dragging it to a
convenient location.

Click on the Done button to stop the search and replace operation. Any
replacements made up to the point the Done button is selected will
remain.

Click on the Skip button to continue the search and replace operation
without affecting the highlighted text or paragraph.

Click on the Replace button to replace the highlighted text or para-
graph with the selected Replace With options specified in the Search
and Replace dialog box.

The Search from Start of Chapter option check box determines
where the search will begin. This option is applicable to both the search
and the search and replace operations.

The search function searches through the chapter page by page. The text
elements (e.g., box text, text file frame, frame caption, etc.) on each page
are searched in the order in which the page elements where created on
the individual page.

If the Search from Start of Chapter check box is checked, the search
will start at the beginning of the chapter and proceed through the
chapter page by page to the last text element placed on the last page of
the chapter.

If the Search from Start of Chapter check box is cleared, the search
will begin at the location of the text cursor if the Text tool is selected and
the typing cursor placed in text, the currently selected frame or box text
if the Frame tool is selected, or the currently selected paragraph if the
Paragraph tool is selected. If nothing on the current page is selected, or
if the base page is selected, the search will begin with the first text
element created on the current page and proceed through the chapter
page by page to the last text element placed on the last page of the
chapter.

Click on the Clear button to clear all the settings in the Search and
Replace dialog box.
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Cancel Click on the Cancel button to exit the dialog box abandoning all changes

made in the dialog box.
Search Click on the Search button to begin the search for text elements

matching the specified Search For options. The search will only locate
text elements matching the specified Search For options. None of the
Replace With options are applicable when the Search button is
selected.

When a text element matching the specified Search For options is
found, the page containing the text element is displayed, the text
element is highlighted, and the following dialog box is displayed.

If the highlighted text is obscured by the alert, the alert window can be
moved by clicking on the alert window title bar and dragging it to a
convenient location.

Click on the Done button to stop the search leaving the last text element
match highlighted.

Click on the Continue button to continue the search for other text
elements matching the specified Search For options in the Search and
Replace dialog box.

When the search has reached the end of the chapter, the following dialog
box is displayed.

Click on the OK button to return to the Ventura Publisher main screen.
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Replace Click on the Replace button to begin the search and replace operation.

When selected, a search is performed for text elements matching the
Search For options.

If matching text elements are found and the Confirm Replace check
box in the Search and Replace dialog box cleared, the specified Replace
With options will automatically be applied to the text elements.

If a matching text element is found and the Confirm Replace check
box is checked, the page containing the matching text element is dis-
played, the text element is highlighted, and the following alert is dis-
played.

If the highlighted text is obscured by the alert, the alert window can be
moved by clicking on the alert window title bar and dragging it to a
convenient location.

Click on the Done button to stop the search and replace operation. Any
replacements made up to the point the Done button is selected will
remain.

The changes made during a search and replace can only be undone using
the Revert to Saved option to load the chapter as it was last saved
before the search and replace.

Click on the Skip button to continue the search and replace operation
without affecting the highlighted text or paragraph.

Click on the Replace button to replace the highlighted text element
with the Replace With options specified in the Search and Replace
dialog box.

If replaced, any text found matching the specified Search For options
will be replaced with the text in the Replace With entry field exactly
as it was entered in the field, regardless of the capitalization of the
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matching text, or the capitalization of the text in the Search For entry
field.

When the search and replace has reached the end of the chapter, the
following alert is displayed.

Click on the OK button to return to the Ventura Publisher main screen.

Tags mode

When the Tags mode option is selected, the dialog box shown in Figure
6-12 is displayed. The following options are available for the searching,
or searching and replacing of paragraph tags in the chapter.

Sidebar
Z_BOXTEXT

Z_CAPTION
”_LABEL CAP Z_LABEL CAP

Figure 6-12. Search and Replace dialog box in Tags mode.

Search For and The Search For taglist is used to select a tag name for which to search.
Replace With The Replace With tag list is used to select a replacement tag for the
search tag if the Replace button is selected.
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The names of generated tags (e.g., Z BOXTEXT) will be displayed in the
Search and Replace dialog box tag lists only if the Generated Tags
option in the Set Preferences dialog box is set to Shown. If the
Generated Tags option is set to Hidden, generated tags will not be
displayed in the Search and Replace dialog box tag lists.

The Confirm Replace check box allows you to control the progress of
the search and replace.

This option is applicable only when the Replace button is selected and
has no affect when the Search button is selected.

If the Confirm Replace check box is cleared, the search and replace
will be performed without any user intervention. All paragraphs with
the specified Search For tag will be automatically replaced with the
selected Replace With tag.

If the Confirm Replace check box is checked and matching tags are
found, the page containing the matching tag is displayed, the paragraph
is highlighted, and the following alert is displayed.

If the highlighted paragraph is obscured by the alert, the alert window
can be moved by clicking on the alert window title bar and dragging it
to a convenient location.

Click on the Done button to stop the search and replace operation. Any
tag replacements made up to the point the Done button is selected will
not be undone.

Click on the Skip button to continue the search and replace operation
without affecting the highlighted paragraph.

Click on the Replace button to replace the tag applied to the high-
lighted paragraph with the selected Replace With tag.
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Text contained within a paragraph having attributes set using the at-
tribute options in the Text menu will not be affected by changes to the
paragraph tag.

The Search from Start of Chapter check box determines where the
search will begin. This option is applicable to both the search and the
search and replace operations.

The search function searches through the chapter page by page. The text
elements (e.g., box text, text file frame, frame caption, etc.) on each page
are searched in the order in which the page elements where created on
the individual page.

If the Search from Start of Chapter check box is checked, the search
will start at the beginning of the chapter and proceed through the
chapter page by page to the last text element placed on the last page of
the chapter.

If the Search from Start of Chapter check box is cleared, the search
will begin at the location of the text cursor if the Text tool is selected, the
currently selected frame or box text if the Frame tool is selected, or the
currently selected paragraph if the Paragraph tool is selected. If nothing
on the current page is selected, or if the base page is selected, the search
will begin with the first text element created on the current page and
proceed through the chapter page by page to the last text element placed
on the last page of the chapter.

Click on the Cancel button to exit the dialog box abandoning all changes
made in the dialog box.

Click on the Search button to begin the search for tags matching the
specified Search For tag. The search will only locate paragraphs with
a tag matching the selected Search For tag name. None of the Replace
With options are applicable when the Search button is selected.

When a paragraph tagged with the specified Search For tag name is
found, the page containing the paragraph tag is displayed, the para-
graph is highlighted, and the following alert is displayed.
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If the highlighted paragraph is obscured by the alert, the alert window
can be moved by clicking on the alert window title bar and dragging it
to a convenient location.

Click on the Done button to stop the search, leaving the last paragraph
match highlighted.

Click on the Continue button to continue the search for other para-
graphs with a tag matching the selected Search For tag name.

When the search has reached the end of the chapter, the following alert
is displayed.

Click on the OK button to return to the Ventura Publisher main screen.

Click on the Replace button to begin the search and replace operation.
When selected, a search is performed for paragraphs with a tag match-
ing the selected Search For tag name.

If matching paragraph tags are found and the Confirm Replace option
in the Search and Replace dialog box is not selected, the specified
Replace With tag will automatically be applied to the paragraph.

The changes made during a search and replace can only be undone using
the Revert to Saved option to load the chapter as it was last saved
before the search and replace.
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If a matching paragraph tag is found and the Confirm Replace check
box is checked, the page containing the matching paragraph tag is
displayed, the paragraph is highlighted, and the following alert is
displayed.

If the highlighted paragraph is obscured by the alert, the alert window
can be moved by clicking on the alert window title bar and dragging it
to a convenient location.

Click on the Done button to stop the search and replace operation. Any
replacements made up to the point the Done button is selected will
remain.

The changes made during a search and replace can only be undone using
the Revert to Saved option to load the chapter as it was last saved
before the search and replace.

Click on the Skip button to continue the search and replace operation
without affecting the highlighted paragraph.

Click on the Replace button to replace the tag applied' to the high-
lighted paragraph with the selected Replace With tag.

Text contained within a paragraph having attributes set using the at-
tribute options in the Text menu will not be affected by changes to the
paragraph tag.

When the search and replace has reached the end of the chapter, the
following dialog box is displayed.
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Click on the OK button to return to the Ventura Publisher main screen.

Special ltems Mode

When the Special Items option is selected, the dialog box shown in
Figure 6-13 is displayed. The following options are available for per-
forming a search for special items in the chapter.

| [Box Char Ventura Publisher
. {Footnote

| Index Enl

| {Equation
[ {Frame Anchor

{Cross Ref

L |Marker Name
{Variable Def

Search For

Item Name

Figure 6-13. Search and Replace dialog box in Special Items mode.

The Search For special items list box is used to select the type of special
item for which you want to search.

Certain special items such as frame anchors and index entries have item
names. If you want to search for a specific instance of that special item,
such as a specific frame anchor, type the name of the special item in the
Item Name field. If you don’t type in a specific name, the search will find
the first instance of that special item. For example, if you type in a
specific frame anchor name, the search will find the anchor with that
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name. If you don’t specify a name, the search will find the next frame
anchor regardless of its name.

The Search from Start of Chapter check box determines where the
search will begin.

The search function searches through the chapter page by page. The text
elements (e.g., box text, text file frame, frame caption, etc.) on each page
are searched in the order in which the page elements where created on
the individual page.

If the Search from Start of Chapter check box is checked, the search
will start at the beginning of the chapter and proceed through the
chapter page by page to the last text element placed on the last page of
the chapter.

If the Search from Start of Chapter check box is cleared, the search
will begin at the location of the text cursor if the Text tool is selected, the
currently selected frame or box text if the Frame tool is selected, or the
currently selected paragraph if the Paragraph tool is selected. If nothing
on the current page is selected, or if the base page is selected, the search
will begin with the first text element created on the current page and
proceed through the chapter page by page to the last text element placed
on the last page of the chapter.

Click on the Clear button to clear all selections in the Search For list
box and Item Name field.

Click on the Search button to begin the search for the special items
specified in the Search For list and, when appropriate, under the Item
Name field.

When a specified special item is found, the page containing the item is
displayed, the special item is highlighted, and the following alert is
displayed.
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If the highlighted special item is obscured by the alert, the alert window
can be moved by clicking on the alert window title bar and dragging it
to a convenient location.

Click on the Done button to stop the search at the currently matched
item.

Click on the Continue button to continue the search for the next
matching item.

When the search for special items reaches the end of the chapter the
following alert is displayed.

Click on the OK button to return to the Ventura Publisher main screen.

Click on the Cancel button to exit the Search and Replace dialog box.
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Object Properties

The Object Properties option allows you to view and edit the proper-
ties of linked and embedded OLE objects pasted into your Ventura
Publisher chapter.

[ Refer to Appendix K for more information on working with OLE objects.

Operation

IS

The options available in the Object Properties dialog box are depend-
ent on the how the object in the currently selected frame was pasted into
the chapter. '

If this option is not available (grayed) the currently selected frame does
not contain a linked or embedded OLE object.

Linked objects

When a frame containing a linked object is selected and the Object
Properties option is selected from the Edit menu, the Link Properties
dialog box (Figure 6-14) is displayed. The options in this dialog box
allow you to edit the properties of the object as well as start the server
application and load the server file for the object.

Figure 6-14. Link Properties dialog box.
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Source

Document Name

Iltem Name

Update

Edit

Play

Unlink

The Source field tells you from which application the data currently on
the clipboard originated.

The Document Name field tells you from which file the data currently
on the clipboard originated. This field can be edited if the server file has
been moved to a different location.

The Item Name field describes the data currently on the clipboard. This
information may be screen coordinates if the object was copied from a
paint program, row and column coordinates if the object was copied from
a spreadsheet, or other data pertinent to the server application being
able to identify the object when it is edited.

The information in this field should not be edited unless you know how
the server application will process the information when the object is
edited.

The Update option allows you to specify how a linked object is updated.

Automatic

Selecting Automatic will cause the object to updated anytime the object
is modified.

Manual

Selecting Manual will cause the object to be updated only when the
Update button is selected from the Link Properties dialog box.

OnSave

Selecting OnSave will cause the object to be updated only when the
original server file is saved in the server application.

The Edit button will start the server application for the selected object
and automatically load the associated server file.

If the object contains animation or audio script data the Play button is
used to start this script.

The Unlink button is used to severe the link between the object and the
server application. Once unlinked, the object cannot be updated in any
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way by the server application, nor can the server application be started
using the unlinked object.

The Update button will retrieve the most current version of the object
from the server file.

The OK button confirms and applies any changes made in the Link
Properties dialog box.

The Cancel button abandons any changes made in the Link Properties
dialog box, including unlinking of the object.

Embedded objects

Change to
Picture

Edit

When a frame containing an embedded object is selected and the Object
Properties option is selected from the Edit menu, the Embedded
Object Properties dialog box (Figure 6-15) is displayed. The options in
this dialog box allow you to edit the properties of the object as well as
start the server application and load the server file for the object. The
dialog box displays the name of the .VPO file for the currently selected
object.

mbedded Ohject Properties

Figure 6-15. Embedded Object Properties dialog box.

The Change to Picture button will convert the embedded object to a
static picture. This option is similar to the Unlink option found in the
Link Properties dialog box for linked objects. Once converted to a
picture, the embedded object cannot be updated nor can the server
application and file be started using the embedded object.

The Edit button will start the server application for the selected object
and automatically load the associated server file.
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Play Ifthe object contains animation or audio script data the Play button is
used to start this script.

OK The OK button confirms and applies any changes made in the Em-
bedded Object Properties dialog box.

Cancel The Cancel button abandons any changes made in the Embedded
Object Properties dialog box, including unlinking of the object.
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View Menu

Facing Pages View

Window Width

Reduced View Ctrl+R
v Normal View Ctrl+N

Enlarged View Ctrl+E

+ Show All Pictures
Set Rulers...

v Show Ruler
Show Column Guides

v Show Tabs & Returns Ctrl+T
Show Loose Lines

v Column Snap
v Line Snap

v Button Bar
Toolbox Window Ctri+W
Tag List Window Ctrl+V
File List Window Ctrl+Y

Figure 7-1. View menu.

Description

The View menu provides four different ways to present the chapter on
your computer screen:

Facing Pages View (fit facing pages to window width)
Window Width View (fit page to width of application window)
Reduced View (fit page to height of application window)
Normal View (100% default — user definable))

Enlarged View (200% default — user definable)

It also lets you change other aspects of how information is displayed on
your screen.

A check mark is placed next to each option in the View menu that is
currently enabled.
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Views

Views

The options in the View menu let you perform the following:

» Check the overall layout of a page.

« Provide better resolution when you are drawing graphics or editing
text.

Operation

Select the desired option in the View menu. You can also use the
keyboard to select any view, by pressing one of the following key com-
binations:

View | VenturaKey | WindowsKey
Facing Pages View None Alt+V+F
Window Width None Alt+V+D
Reduced View Ctrl + R Alt+V+R
Normal View Ctrl + N Alt+V+N
Enlarged View Ctrl+ E Alt+V+E

The zoom factor for the Normal View and Enlarged View options is
definable using the options in the zoom menu. Additionally, the zoom
menu allows custom zoom factors not available in the View menu. Refer
to the Zoom Controls section of Chapter 2.

Depending on the current zoom factor, a certain amount of the applica-
tion window may not be covered by the chapter page. If you notice the
screen flickering in the area of the screen not covered by the chapter
page (primarily on interlaced monitors in a high-resolution mode), you
can set the Application Workspace to a different color using the Color
option in the Windows Control Panel. You may need to experiment with
a number of color settings before finding a color that will not cause the
screen flickering.

When changing to a more magnified view, you can zoom into a specific
area of the page as follows:
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> Place the mouse cursor at the spot which will be the upper left corner
of the more magnified view.

> Use the keyboard shortcuts shown above to change views.
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I In Facing Pages View, you cannot drag frames from one page to
another. Use Cut, Copy, and Paste instead. The Facing Pages View
option is available only when the Sides option of the Page Size &
Layout option dialog box (Chapter menu) is set to Double.
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Show pictures/hide pictures

The Hide Pictures option replaces line art and images with a gray
rectangular box. Show Pictures shows pictures which were previously
hidden. Use this option to:

¢ Increase the screen drawing speed.

* See the frame margins, if the frame contains a picture.

Operation

To hide all pictures in the chapter:

» Make sure that no frame containing an image is selected.

> Select the Hide All Pictures option in the View menu.

To turn all pictures back on again, select Show All Pictures from the
View menu. The frame and the picture it contains can still be moved,
sized, scaled, cut, copied, and pasted while pictures are hidden.

To hide or show just one picture:

> Click on the Selector tool button.
> Select the picture you wish to hide/show.

> Select either the Hide This Picture or Show This Picture option
in the View menu.

When pictures are hidden, a gray box is displayed within each frame,
covering the exact area occupied by the picture. The space between this
gray box and the frame edge shows you the current frame margin
settings.

When printing a chapter containing hidden pictures, enable the Print
Hidden Pictures option in the Print dialog box to print all the pictures
in a chapter. If the Print Hidden Pictures option is not enabled, the
area of the page containing a hidden picture will print as solid black.
Pictures that are not hidden will print regardless of the setting of the
Print Hidden Pictures option setting.
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Set Ruler
The Set Ruler option allows you to set different ruler measurement
units for the vertical and horizontal rulers shown on the edge of the
screen.
Operation

> Select the Set Ruler option. The Set Ruler dialog box (Figure 7-2) is
displayed.

Figure 7-2. Set Ruler dialog box.

> Select the desired measurement unit for both the horizontal and
vertical ruler.

> Set the horizontal and vertical zero points.

p>> Tabs andin/outdent settings are measured from the edges of the column,
not the page. When the rulers are displayed and a paragraph selected,
the zero point of the ruler will adjust to correspond to the left column
edge for the currently selected paragraph. This allows you to better ad-
just the tab bar markers visually rather than having to calculate the
difference between the set zero point and the actual column edge.

Once the Selector tool is enabled, or all paragraphs are deselected, the
ruler zero point will return to the position set using the Set Ruler op-
tion or the interactive zero point adjustment feature.

View Menu



VIEW MENU

Set Ruler

You can also set the rulers interactively, as shown below.

To move the rulers with the
mouse, or to pull the ruler
cross-hairs onto the screen, point
to the 0,0 box, press and hold the
mouse button, and then ...

...drag the cross-hairs onto the
screen. Use these cross hairs to
check for vertical and horizontal
alignment. In Facing Pages View,
you can check for alignment across
pages. When you release the mouse
button ...

...the zero points move to the
mouse location. To reset only the
vertical ruler, move the mouse to
the top ruler before releasing the
mouse button. Double-click in the
0,0 box to reset both the horizontal
and vertical rulers.

B

Ruler zero point
set to location of
mouse prior to
releasing the
mouse button.




Show Rulers

VIEW MENU

Show Rulers

The Show Rulers option turns rulers at the top and left edges of the
screen on or off. The on-screen rulers help position pictures and
graphics. The Show Rulers option also controls the displaying of the
tab bar located below the horizontal ruler.

Tabs, in/outdent, and temporary margins are measured from the edges
of the column, not the page. When the rulers are displayed and a para-
graph selected, the zero point of the ruler will adjust to correspond to
the left column edge for the currently selected paragraph. This allows
you to better adjust the tab bar markers visually rather than having to
calculate the difference between the set zero point and the actual
column edge.

Once the Selector tool is enabled, or all paragraphs are deselected, the
ruler zero point will return to the position set using the Set Ruler op-
tion or the interactive zero point adjustment feature.

Operation

To display the rulers, select the Show Rulers option in the View menu.
A check mark is displayed next to the menu item when the option is
enabled. To hide the rulers, select the Show Rulers option again.

When rulers are shown, the position of the mouse cursor is always
shown by a thin hairline which moves across the face of each ruler.
These hairlines allow you to make accurate frame and graphic place-
ment on the page.

To ensure precise frame size and placement, use the Sizing & Scaling
option in the Frame menu.

To make precise graphics placement, use the Grid Settings option in
the Graphic menu.

View Menu
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Show Column Guides

The Show Column Guides option paints faint dashed lines on the
screen to show the outline of each column. The column guides help:

* Determine how much space is left at the bottom of the column.

¢ Aid in frame placement.

Operation

To enable column guides, select the Show Column Guides option in
the View menu. A check mark is displayed next to the menu item when
the option is enabled. To disable column guides, select Show Column
Guides again.

> Column guides cannot be printed.

When Column Snap is enabled, frames which you create, move, or
resize will snap to these column guides. The Column Snap option
works regardless of whether the column guides are shown.
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Show Tabs & Returns

The Show Tabs & Returns option provides visual markers for tabs,
non-breaking spaces, line breaks, end of paragraph marks, end of file
marks, index points, frame anchors, discretionary hyphens and other
hidden inserted characters. Enable the Show Tabs & Returns option
to help locate hidden characters while editing text.

Operation

To show tabs and returns, select the Show Tabs & Returns option in
the View menu or press Ctrl + T. A check mark is displayed next to the
menu item when the option is enabled. To hide these characters, select
Show Tabs & Returns again. Figure 7-3 shows some of the symbols
used to display hidden characters.

p>> The symbols shown in Figure 7-3 are affected by the font specified for
the paragraph in which the symbols appear. If the typeface used in the
paragraph is a not a Roman type face (e.g., decorative or symbol face),
the Ventura Publisher symbols may appear different than shown below.

Showing these characters takes additional space, which changes the
location of characters on the screen slightly. This shift in no way affects
how the page is printed.

g It is recommended that you enable the Show Tabs & Returns option
whenever possible to avoid accidentally deleting hidden characters.

Non-breaking

Discretionary
and other Line Break Paragraph End of file
Tab Hyphen fixed spaces

s = < & % 0O

Figure 7-3. Common hidden characters. Index, anchors and other hidden text
display as small circles. Actual characters shown on your screen may be different.

View Menu
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Show Loose Lines

The Show Loose Lines option highlights lines which exceed the Max-
imum Space Width setting in the Paragraph Typography option
dialog box. Although Letter Spacing may be turned on to compensate
for the loose line which results when this space is exceeded, the line will
still be flagged as loose. This option helps provide a visual landmark to
aid in editing loose lines. You should place a discretionary hyphen in the
first word below the loose line to correct a loose line.

Operation

To enable the displaying of loose lines, select the Show Loose Lines
option in the View menu. A check mark is displayed next to the menu
item when the option is enabled. To disable the displaying of loose lines,
select the Show Loose Lines option again.

Loose lines are shown in reverse video (e.g., white text on a black
background) on a monochrome display. They are shown in red on a color
display. When displaying the page in reduced or facing pages view, loose
lines may not be visible, depending on the resolution of your monitor.

To correct a loose line, place a discretionary hyphen in the first word

below the loose line. Refer to the Text tool section of Chapter 3 for more
information on discretionary hyphens.

7-10
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Column Snap
The Column Snap option forces all frames to align with the sides of the
page’s column guides. Use this option to force picture and text frames
placed on the page to align perfectly with the text columns.
Operation

To enable column snap, select the Column Snap option in the View
menu. A check mark is displayed next to the menu item when the option
is enabled. To disable column snap, select the Column Snap option
again. A frame positioned within approximately 0.1 inch of a column
guide will snap to that guide when Column Snap option is enabled.

Turning column snap on does not move frames already in the chapter
until those frames are moved or resized.

When re-sizing a frame already placed on the page, only the side of the
frame currently being moved snaps to a column guide.

Frames do not snap to the top or bottom of the column guides. However,
if the top margin is an integral multiple of Body Text tag inter-line
spacing, and the Line Snap option is enabled, you can force the frame
to align exactly with the top of the column guide.

Refer to the Line Snap option section starting on the next page.

View Menu
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Line Snap

The Line Snap option forces frames to line up exactly with the Body
Text inter-line spacing in the page. Enable this option to:

+ Ensure that frames in adjacent columns line up exactly.

* Force the top of one frame to align with the bottom of the frame above
it.

» Force a line or lines of text in a column to move down by exactly one
line, by increasing the height of a frame that has been snapped to the
column.

Operation

To enable line snap, select the Line Snap option in the View menu. A
check mark is displayed next to the menu item when the option is
enabled. To disable line snap, select the Line Snap option again.

This option uses the inter-line spacing for Body Text to create an
invisible grid to which frames are snapped. If Line Snap is enabled or
if the Body Text tag inter-line spacing changes after frames have been
placed, you must move both the top and bottom of each frame in order
to align the frame with the new Body Text grid.

> Ifyouchange the font size of the Body Text tag, while the Auto-Adjust-
ments option is set to either Styles or Both in the Set Preferences
option dialog box (Edit menu), the inter-line spacing for the Body Text
tag will change. When you next select a frame, it will jump to the new
line grid. To avoid this problem, either set the Auto-Adjustments op-
tion to None prior to changing the Body Text tag font size, or disable the
Line Snap option prior to selecting a frame that you have already
placed in the chapter.
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Button Bar and Tool windows

The Button Bar option allows you to switch between the button bar
interface and the “classic” interface. When a check mark is displayed
next to this option, the button bar interface is displayed.
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The tool window options are only available when the classic interface is
in use (a check mark does not appear next to the Button Bar option).
The Toolbox Window, Tag List Window, and File List Window
options let you specify whether or not these windows are displayed.

The main purpose of these options is to let you hide or display the tool
windows while the classic interface is in use.

Operation

To switch between the button bar interface and the classic interface,
simply select the Button Bar option from the View menu.

To place a window on the screen, select the appropriate window option
from the View menu. A check mark is displayed next to the menu item
when the window is displayed. To remove the window from the screen
choose the option again.

The classic interface and the use of these tool windows is not covered in
this manual. If you are familiar with, and prefer to use the classic
interface, refer to the Classic Interface section of Chapter 2 for informa-
tion on the changes to the classic interface and the tool windows.
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CHAPTER MENU

Page Size & Layout...
Chapter Typography...

Headers & Footers...
Show Page Header
Show Page Footer
Footnote Settings...
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Insert{Remove Page...
Go to Page... Ctrl+G

Set Screening...

Figure 8-1. Chapter menu.

Description

The Chapter menu controls page formatting for the entire chapter. It
is, thereby, distinguished from the Frame menu, which controls format-
ting for each individual frame.

The individual options available in the Chapter menu are described on
the following pages.
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Page Size & Layout

Click on the Page Size & Layout function button to define the physical
size of the paper used in the printer, printing orientation, and selection
of either single or double sided formatting. You are permitted only one
set of size and layout specifications per chapter. Use the Page Size &
Layout option to:

* Change between portrait and landscape display and printing.
» Change paper sizes.

* Permit different formatting on left and right pages.

Operation

> Click on the Page Size & Layout function button. The Page Layout
dialog box (Figure 8-2) is displayed.

Letter. 8.5 x 11 in.

Figure 8-2. Page Layout dialog box. Settings shown are typical.

Orientation Select whether you want the chapter to be printed in Portrait or Land-
scape (Figure 8-3).
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Figure 8-3. Portrait vs. Landscape printing.

Select the physical size of the paper on which your chapter will be
printed. Smaller page sizes can be printed on printers that handle only
one size of paper if you decrease the page’s height and width using the
Selector tool Sizing and Scaling option button.

Broad Sheet and 11 x 17 page sizes

If you select either Broad Sheet or 11 x 17 as the paper size, a dialog box
is displayed at print time giving you two options:

» Overlap. This option allows 11 x 17 inch pages to be printed on four
8.5 x 11 inch pages which can then be manually pasted together to
form an 11 x 17 inch page.

Broad Sheet pages can be printed on either three 8 x 24 inch strips,
four overlapping 11 x 17 inch pages, or nine overlapping 8.5 x 11 inch
pages. These pages can then be manually pasted together to form one
18 x 24 inch page.

* Normal. This option allows you to print the page size unaltered if
your printer supports these sizes.

The Broad Sheet strip option is intended for use only with typesetting
equipment and will not work with laser printers. '

Set the Sides option to either Single for single-sided page format or
Double for double-sided format. Set the Start On option for the page
side you want page one to start on (Left Side or Right Side). If you set
Sides to Single and Start On to Left Side, only the Left Side settings
for headers & footers, margins, column widths, vertical rules, and tag
(In From Left, In From Right) spacing are applied to each page. The
same comment applies to single-sided formatting starting on the right
side.
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The Facing Pages View option in the View menu will display two
facing pages only when the Sides option is set to Double.

(¢ You must set the Sides option to Double in order to allow different
headers & footers, margins, column widths, vertical rules, and tag (In
From Left, In From Right) spacing settings for left and right pages.
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Chapter Typography

The Chapter Typography option controls the character-to-character
and line-to-line formatting for the entire chapter. You can override these
settings for any frame or any page you have inserted manually (refer to
the Insert/Remove Page option section later in this chapter) by select-
ing that frame or inserted page, then using the Frame Typography
settings in the Frame menu. Use the Chapter Typography option to:

» Control text placement from column to column and page to page.

* Match typography to the style of document you are creating.

Operation

Widows &
Orphans

Select the Chapter Typography option in the Chapter menu. The
Chapter Typography Settings dialog box (Figure 8-4) is displayed.

Figure 8—4. Chapter Typography dialog box. Settings shown are typical.

A widow is a single line of text at the top of a page or column which has
been separated from the paragraph that finishes the previous page or
column.

Anorphan is a single line of text at the bottom of a page or column which
has been separated from the paragraph that starts the next page or
column (Figure 8-5).
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Chapter Typography

Column balance

Widow ——

Orphan—I

Figure 8-5. A widow (single line) at column top and an orphan (single line) at
column end.

The Widows and Orphans options control the number of lines that can
be widowed or orphaned. To operate:

> Select the Chapter Typography option in the Chapter menu.

> Move the mouse cursor to the widow or orphan number and select the
minimum number of lines to leave at the top or bottom of the page or
column.

The default setting is two. This means that at least two lines must
remain on the previous page or column or be forced to the next
page/column, if possible.

Set both the Widows and Orphans options to 2 for most work. Set both
to 1 if you want to disable this option. Magazines and books often allow
widows and orphans so a setting of one may be proper for these doc-
uments.

The Widows and Orphans option settings are stored in the chapter
(CHP) file.

Set the Column Balance option to On when your document has
multiple columns and you want all columns to end at the same position
at the bottom of the page. Figures 86 and 8-7 show the difference at
the bottom of a page between column balance on and column balance off.
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Figure 8-6. Column balance off. Figure 8-7. Column balance on.
(1y Column balance reduces text formatting speed. Therefore, you should

temporarily turn column balance off if you plan to make extensive chan-
ges on a page.

Column balance and frame-wide text

Using the Paragraph tool Alignment option and setting the Overall
Width option to Frame-Wide overrides the column settings for any
paragraph. This allows you to automatically format headings which
straddle several columns of text. However, if this heading starts
anywhere but on the first line of the page, it will interfere with text in
adjacent columns.

To solve this problem, set the Column Balance option to On. Figures
8-8 and 8-9 show the results.
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SETUP AND INSTALLATION

System requirements

r0x Ventura Publisher requiresan 1BM PC.
AT, PS/2, or a compatible computer which
the same Software as these machincs. Your
suter must also contain the following or
salent:
40 kilobytes of RAM.
A hard disk drive with one to three
negabytes available space to hold software.
nd fonts (space required depends on
minters installed—see the Software Instal-
atlon section which follows) At least two,
> three megabytes should still be available
fier installation. This space is needed to
0ld your document files and any additional
onts you may later choose ta install.
\ graphics board:
AT&T 6300 (640 X 400) or Xerox 6065.
Hercules Graphics Card. or equivalent

1BM Color Card and compatible color

IBM Enhanced Graphics Adapter
(EGA) or compatible

1BM VGA or compatible
Micro Display Systems Genius display
Wyse 700

Other (see Appendix I fora complete list
of graphic boards and monitars sup-
ported)

Software installation

you previously instatled version 1.0 of | A. If you previously installed version 1.1,
x Ventura Publisher, please consult the sec- | answer ¥ when asked by the installation pro-
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Preparing for installation

You need to know the following about your
computer hardware:

» The type of graphics board installed in
‘your computer.

» The printer port used by your printer.
8., serial, parallel or special printer in-
terface.

» The serial port or special board used by
‘your mouse.

You should make backup copies of your dis-
tribution disks to guard against accidental
damage. Read the Software License and War-
ranty Agreement included with this product to

Updating From Version 10 in Appendix | gram “Are you installing for the first time?"

Figure 8-8. Column balance off. Note
how text does not balance above frame-wide

act Xerox at 1-(800)-822-8221 for price | understand the legal restrictions governing
wailability. copying and installation,

Figure 8-9. Column balance on. Note
how text fills both columns above frame-wide

text near bottom of page. text.

Column balance limitations

Certain options in the Chapter and Paragraph menus can limit the
extent to which column balance is implemented. In particular, the
Widows and Orphans options in the Chapter Typography option
dialog box (Chapter menu) and the Keep With Next option in the
Breaks option dialog box (Paragraph menu) force text to the next
column or page. This creates gaps at the bottom of the previous column
or page. Therefore, if you use the Widows, Orphans, and Keep With
Next options when Column Balance is turned on, you may need to
manually add additional space between paragraphs using narrow
frames if you want multi-column pages to balance exactly. Refer to the
Add Frame tool section in Chapter 3 for instructions on using frames to
add space between lines and paragraphs.

Even if you do not use the Widows, Orphans, and Keep With Next
options, setting the Column Balance option On still cannot always
make each page balance perfectly. This is because Column Balance
adjusts the number of lines in adjacent columns, but does not actually
change the space between lines or paragraphs (vertical justification).
Therefore, for example, if a two column page contains an odd number of
lines, one column will be a line shorter than the other. Proper use of the
vertical justification feature can solve this problem.
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Move down to Ventura Publisher provides two different ways to determine where the
1st baseline first line of text will begin on a page or within a frame. If you set the
Move Down To 1st Baseline By option to Cap Height, the top of the
column aligns with the top of the tallest capital letter in the font you
have chosen. If you set the Move Down To 1st Baseline By option to
Inter-Line, the first line of text starts at a distance from the top margin
equal to the inter-line spacing set in the Paragraph tool Spacing option
dialog box. See Figures 8-10 and 8-11.

Kerning You can turn kerning globally on or off for the entire chapter by selecting
the Pair Kerning option. This overrides the settings you chose for the
Automatic Pair Kerning option in the Paragraph Typography
option dialog box (Paragraph menu), but does not change them. If you
set Pair Kerning to On, kerning will once again take effect for those
paragraph tags for which you set the Automatic Pair Kerning option
to On. Set the Pair Kerning option to Off to improve print and screen
refresh speeds, especially when the Automatic Pair Kerning option is
On for the Body Text tag. Note, however, that changing this setting may
change where text is placed in your document.
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Figure 8-10. Move down by cap height.
The top of the words Setup and Installa-
tion touch the top of the column.

8-11. Move down by inter-line. The distance
from the top of the column to the base of the
words Setup and Installation equals the
Inter-Line space for the tag applied to this para-
graph.

Chapter Menu
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Vertical justification

Vertical justification assures that text always reaches the exact bottom
of each column or page (see Figure 8-12).

No vertical justification

Vertical justification turned on

Chapter 1

H The Adventure Begins

This trip really began in September last
year when Gerry won first prize in a raffle at
the fashion show which Rush-Presbyterian-
St. Luke’s Medical Center holds every year.
The prize was two round trip tickets to Hong
Kong on United Airlines, and ten nights in the
Hong Kong Hyatt Hotel. Analyzing our good

=—_>2

Chapter 1
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This trip really began in September last
year when Gerry won first prize in a raffle at
the fashion show which Rush-Presbyterian-
St. Luke’s Medical Center holds every year.
The prize was two round trip tickets to Hong
Kong on United Airlines, and ten nights in the
Hong Kong Hyatt Hotel. Analyzing our good

fortune, we concluded that we wanted to do
more than spend ten days in Hong Kong and
return, but at the same time, United, having
just gotten its routes and equipment from Pan
American, had not yet received authority to
fly to other destinations or between points in
the Far East.

On February 10th, United acquired this
authority, and on February 11th Debbie began
putting our trip together. We left on March
2nd and returned on March 26th. We entered
seven countries, traveled over 25,000 miles on
four airlines, made over 500 Kodachrome
slides, almost 200 Kodacolor~ prints, and 5
1/2 hours of color and sound videgtape.

H Chicago to Tokyo

11:03 P.M. Chicago time. 39,000 feet
somewhere over the Western Pacific, we are
8 hours and 42 minutes out of Los Angeles
with about 2 more hour to go to Tokyo. We
were about an hour and ten minutes late out of
Los Angeles.
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Figure 8-12. Vertical justification example.
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The options of the Paragraph tool Spacing option dialog box cannot
force text to the bottom of the column or page because:

The paragraph may not contain enough text to reach the bottom of
the page.
The Keep With Next setting in the Paragraph tool’s Breaks option

dialog box makes headings go to the next column or page. This creates
a gap at the bottom of the current page.

The Widows and Orphans options keep single lines of text from
appearing at the top or bottom of columns or pages, also creating a
gap.

Page and column breaks force an artificial end to this page.

You should use vertical justification for virtually any document where
the text continues from one page to the next. For forms, advertisements
and similar documents, vertical justification is usually not needed.

Vertical justification automatically adds space before and after frames,
tables, paragraphs and, if desired, between each line of text, until the
text reaches the bottom of the column or page. The space is added in this
order:

First, between frames and the surrounding text, until the maximum
amount allowed for each frame is added.

If additional space is still needed, it is added between paragraphs or
between tables and paragraphs until the maximum amount allowed
for each paragraph or table is added.

Finally, if more space is still needed, it is added between lines of text
until the maximum amount allowed for each paragraph is added.

Space is always added, never subtracted. Text is never moved across
page boundaries.

Vertical justification controls appear in four options:

Chapter Typography
Frame Typography
Paragraph Typography
Insert/Edit Table

The Chapter Typography option dialog box in the Chapter menu
turns vertical justification on or off for the chapter. Once turned on, the

8-11
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General

Frame Typography option in the Frame menu also lets you specify
the maximum amount of space that can be added around any frame on
the page.

The Frame Typography option is identical to the Chapter Typo-
graphy option and lets you override the global settings for any selected
frame. This lets you either stop vertical justification within a selected
frame or add more space around a given frame on a page.

The Paragraph Typography option dialog box (Paragraph menu)
settings let you specify the maximum amount that can be added above
and below a paragraph. You can also specify the maximum amount of
space that can be added between lines in a paragraph. The paragraph
typography settings can be different for each paragraph tag. This lets
you, for example, force most space to be added around headings, with
little or no space added between Body Text paragraphs.

The Insert/Edit Table option dialog box settings (Table menu) let you

specify the maximum amount of space that can be added above and
below a table. The settings can be different for each table.

This section provides detailed instructions about how to use the vertical

guidelines justification controls in the Chapter Typography option dialog box. By

default, the vertical justification feature is disabled (Vert. Just. Al-
lowed option is set to 0%) For most work, all you need to do is select the
Chapter Typography option and set the Vert. Just. Allowed option
to 75%, Vert. Just. Within Frame option to Feathering, and Vert.
Just. Around Frame option to Moveable. The defaults built into each
style sheet will do the rest. The automatic defaults are:

+ Vert. Just. Allowed in the Chapter Typography option dialog box
is set to 0%.

» At Top of Frame and At Bottom of Frame: (Chapter Typo-
graphy option dialog box) are set equal to Body Text tag inter-line
spacing. If they have been changed, you will probably want to restore
both the At Top of Frame and At Bottom of Frame settings to the
same value as that set for Body Text tag Inter-Line Spacing in the
Paragraph menu Spacing option dialog box.

¢ Vert. Just. At Top of Para and At Bottom of Para options in the
Paragraph Typography option dialog box (Paragraph menu) are
set equal to the Body Text tag Above and Below value in the
Spacing option dialog box (Paragraph menu). If Body Text tag
Above and Below values are both zero, the Vert. Just. At Top of
Para and At Bottom of Para options are both set equal to Body Text
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tag Inter-Paragraph value. If the Body Text tag Above, Below, and
Inter-Paragraph values are all zero, then the Vert. Just. At Top of
Para and At Bottom of Para options are set at zero. You may want
to add more space if the tag’s font is bigger than Body Text.

« Between Lines of Paragraph option in the Paragraph Typo-
graphy option dialog box (Paragraph menu) is set at zero. If you
want to use this control, set it at about 10% of the Body Text tag
Inter-Line spacing. For tags which have larger fonts, such as head-
ings, you can set this to a larger proportion of that tag’s inter-line
spacing.

If Body Text in adjacent columns must be kept aligned, then select
Carding for the Vert. Just. Within Frame option in the Chapter
Typography option dialog box (Chapter menu) and make every verti-
cal justification setting in the Chapter Typography, Frame Typo-
graphy, Paragraph Typography, and Insert/Edit Table dialog
boxes an integer multiple of Body Text inter-line spacing.

1y Refer to the vertical justification headings for the Frame Typography
and Paragraph Typography option sections for further information
on controls which affect vertical justification.

Vertical justification example

The example shown in Figure 8-13 shows how a page looks with the
frame, paragraph, and inter-line spacing all working together.

Chapter Menu
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Chapter 1

M The Adventure Begins

This trip really began in September last
year when Gerry won first prize in a raffle at
the fashion show which Rush-Presbyterian-
St. Luke’s Medical Center holds every year.
The prize was two round trip tickets to Hong
Kong on United Airlines, and ten nights in the
Hong Kong Hyatt Hotel. Analyzing our good
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fortune, we concluded that we wanted to do
more than spend ten days in Hong Kong and
return, but at the same time, United, having
just gotten its routes and equipment from Pan
American, had not yet received authority to
fly to other destinations or between points in
the Far East.

On February 10th, United acquired this
authority, and on February 11th Debbie began
putting our trip together. We left on March
2nd and returned on March 26th. We entered
seven countries, traveled over 25,000 miles on
four airlines, made over 500 Kodachrome
slides, almost 200 Kodacolor~ prints, and 5
1/2 hours of color and sound videotape.

Hl Chicago to Tokyo

11:03 P.M. Chicago time. 39,000 feet
somewhere over the Western Pacific, we are
8 hours and 42 minutes out of Los Angeles
with about 2 more hour to go to Tokyo. We
were about an hour and ten minutes late out of
Los Angeles.
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more than spend ten days in Hong Kong and
return, but at the same time, United, having
just gotten its routes and equipment from Pan
American, had not yet received authority to
fly to other destinations or between points in
the Far East,

On February 10th, United acquired this
authority, and on February 11th Debbie began
putting our trip together. We left on March
2nd and returned on March 26th. We entered
seven countries, traveled over 25,000 miles on
four airlines, made over 500 Kodachrome
slides, almost 200 Kodacclor® prints, and 5
1/2 hours of color and sound videotape.

M Chicago to Tokyo

11:03 P.M. Chicago time. 39,000 feet
somewhere over the Western Pacific, we are
8 hours and 42 minutes out of Los Angeles
with about 2 more hour to go to Tokyo. We
were about an hour and ten minutes late out of

Los Angeles

Figure 8-13. Vertical justi;:ication (on right column) with space added around

frame, between paragra

s and between lines within the paragraph. The

Chapter Typography and Paragraph Typography controls were set exactly as

described in this section.
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Vertical Justification Within Frame

The Vert. Just. Within Frame option enables vertical justification.
When set to Off, no vertical justification takes place within the chapter.

When set to Feathering, the exact space required to make the text
reach the bottom of the column is added between frames and text, and
between paragraphs. When set to Carding, space is only added in
multiples of the Body Text tag inter-line spacing (see Figure 8-14).
Carding lets you achieve the goal of vertical justification (e.g., a uniform
page bottom from one page to the next) while maintaining baseline
alignment of body text from column to column and across facing pages.
By contrast, feathering adds the exact space required, but body text in
adjacent columns may no longer align.

p> Cardingdoes not force body text to align. Rather, it maintains alignment
if each paragraph in the style sheet is designed so that its spacing is an
exact multiple of Body Text’s inter-line spacing.
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Figure 8-14. Carding (on the left) versus Feathering (on the right). Feathering
adds space more unzfgrmly, but may result in mis-alignment between Body Text
lines in adjacent columns.

Vertical Justification Around Frame

The Vert. Just. Around Frame option determines how space is added
around a frame on a page. You have two choices. If set to Fixed, each
frame remains fixed in its position. Space is only added below the frame.
If set to Moveable, the frame is moved down to create space above the
frame. Extra space is then added below the frame. You should always
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select Moveable unless your layout requires that frames not move at
all. See Figure 8-15.

Vertical justification
around frame Moveable

Vertical justification
around frame Fixed
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Figure 8-15. Fixed frame does not allow space to be added to any paragraph
above the frame, or to the frame itself.

At Top of Frame

The At Top of Frame option sets the maximum amount of space that
can be added between a frame and the text which precedes it. This
amount is in addition to the Vertical Padding setting for that frame in
the Sizing & Scaling option dialog box. At Bottom of Frame operates
in the same manner. Both of these options are available for selection
only if the Vert. Just. Around Frame option is set to Fixed or
Moveable.
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If different amounts are set for the At Top of Frame and At Bottom
of Frame options, and if less than the maximum amount of space is
needed to make the last line of text reach the bottom of the page, then
the space is added proportionally to the top and bottom of all frames in
the column. For example (assuming just one frame in the column):

¢ At Top of Frame is set at 24 points.

+ At Bottom of Frame is set at 12 points.

* Six points additional space is needed to make the text reach the exact
bottom of this column.

¢ Then four points will be added above the frame and two points below
the frame.

Vertical Justification Allowed

The Vert. Just. Allowed option determines the amount of vertical
justification on each page. The normal setting for most work is 100%.
This setting is available for selection only when the Vert. Just. Within
Frame option is set to Feathering or Carding.

On any given page, the amount of space that can be added is determined
by the maximum settings in the Chapter Typography, Frame Typo-
graphy, and Paragraph Typography option dialog boxes. If text still
will not reach the bottom of the page even after all this space has been
added, then no vertical justification takes place at all. This prevents the
creation of very loose pages on the last page of a chapter, before a page
break, and other circumstances where little text appears on the page.

You can increase or decrease the maximum amount of space which
vertical justification attempts to fill by specifying a value for Vert. Just.
Allowed greater or less than 100%. For instance, if the Vert. Just. at
Top option of a paragraph is 12 points, and if you specify a Vert. Just.
Allowed value of 150%, Ventura Publisher will actually try to add up
to 18 points before deciding not to vertically justify a given page.
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Headers & Footers

The Headers & Footers option defines text which is placed at the top
and bottom of each page in the chapter.

Each header and footer can have three separate entries: one left-just-
ified, one centered, and one right